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Overview 
This article describes the process of closing a Kinship Provider Record once it is no longer 
needed for placement. The two scenarios detailed include: 

1. Closing a record prior to completion and/or child placement (if caregiver withdrew, 
placement was no longer needed, assessment denied, etc.)  Instructions for 
completing tasks begin with the section, Closing a Kinship Provider Without a 
Complete Kinship Assessment.  

2. Closing a record after a child has been placed. Instructions for this begins with the 
section, Closing the Kinship Provider Type.  
Important:  Prior to closing any Kinship Assessment, Provider Type or Provider 
Status:  

• Check the Placements/Services link to ensure there are no current 
placements listed in the Provider record. Any active placements will need to 
be end-dated prior to beginning the closing process. 

• All activity logs will need to be in ‘Completed’ status 

• All household members need to have the appropriate role and relationships 
entered (i.e. – anyone aged 18 and above should be listed as an Adult 
Household member). 

Navigating to the Kinship Provider Record 
1. From the Ohio SACWIS Home screen, click the Provider tab.  
2. Click the Workload tab.  
3. Click the username to expand the list of providers. 
4. Click, select beside the name of the relevant Provider ID. 

 
5. The Provider Overview screen for the selected Provider appears. 
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Closing a Kinship Provider Without a Complete Kinship Assessment 
You will need to dispose of the Kinship Assessment record to begin the process of closing 
the Kinship Provider. 

1. Click, Kinship Assessment, in the navigation menu. 

 
The Kinship Assessment page appears. 

2. Click edit next to the relevant child’s name. 

 
The Add Kinship Assessment screen appears. 

3. Select Worker from the drop-down menu.  
4. Select the Purpose of Assessment from the drop-down menu.  
5. Select the Caregiver from the Caregiver #1 drop-down menu.  
6. Click Save. 
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The Maintain Kinship Assessment screen appears. 

Denying a Kinship Assessment 
If the Agency Recommendation is to Deny the Kinship Assessment, all Kinship 
Assessment Topics are required to be completed prior to supervisory approval.  Details 
on completion of each link can be found in the Knowledge Base article 
Completing_a_Kinship_Home_Assessment.  After final approval of the denied kinship 
approval, proceed to instructions below on Closing the Kinship Provider Type. 

Closing a Kinship Assessment 
Note: If the Agency Recommendation is Close, Ohio SACWIS does not require 
completion of all Kinship Assessment Topics.  

1. Click the Agency Recommendation link from the Kinship Assessment Topics. 

 
The Agency Recommendation screen appears.  

https://jfskb.com/sacwis/index.php/provider/131-kinship/989-completing-a-kinship-home-assessment
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2. Complete all Agency Recommendation Statements, selecting the appropriate 
response from each drop-down menu. Selecting No to questions will not prevent 
approval of the closure.  

3. Select, Close, from the Agency Worker Recommendation drop-down menu. This 
causes the Closure Reasons drop-down menu to appear.  

4. From the Closure Reasons drop down, choose the most appropriate response. 
These include: 

• Created in Error – This reason should only be used in circumstances where 
the kinship assessment was erroneously created - i.e. – the family never 
intended to be considered for placement of this specific child or the wrong 
child of interest was chosen on the inquiry.  

• Caregiver Withdrew – Used when a family begins the process of 
assessment but then decides they no longer wish to become a kinship 
resource. 

• Other – Will cover any circumstances that don’t fit the other reasons for 
closure, such as the caregiver passed away. If this reason is selected, 
comments are required in the Comments on Agency Recommendation text 
box.  

• Placement Not Needed – This reason would be used for circumstances such 
as the child being returned to parental custody.  

5. Enter an Agency Worker Signature Date 
6. If Other is selected, you will need to provide comments in the Comments on 

Agency Recommendation text box.  
7. Click Save. 
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The Maintain Kinship Assessment screen appears. 
 
Supervisory approval is still required to complete the closure of a Kinship Assessment.  

1. Click, Validate for Approval.  

 
Important: If any part of the closing process is incomplete, the Validate Kinship 
Assessment Tasks screen will appear (graphic below), displaying a list of issues 
that need to be addressed. 
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If there are no outstanding issues with the closing process, the Process Approval screen 
appears. 

2. Make the appropriate selection (based on user role) from the Action drop-down 
menu.  

3. Make a selection from the Reviewers/Approvers drop-down menu. 
4. Click Save. 
5.  

The Kinship Assessment screen appears.  
 

Important: The process of Closing a Kinship Assessment will need to be repeated 
for each child-specific Kinship Assessment present in the record. 

Deactivating Service Credentials 
1. Click Service Credentials in the navigation menu.  

 
 
The Service Credentials screen appears, defaulted to the ODJFS Approved Services 
tab page. 
The system should automatically end-date any Kinship Care Service Credentials when a 
child’s placement is terminated, but in some instances, it will need to be manually 
deactivated.  
Any active credentials will appear on the ODJFS Approved Services tab page. Users 
should also check the tab, Other Services, to view additional credentials that were added. 
The procedure to deactivate either is the same.    

Note:  If the deactivate link isn’t visible, the following may be true: 
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• The logged-in user may not have the appropriate security to complete the 
task and a user with the Services Administrator security user group may 
need to complete this.  

• The Service Credential was created by a user from a different agency on a 
different Provider Type and cannot be deactivated.  

2. Click, deactivate, next to the service you wish to end-date.  

 
 
The ODJFS Approved Services Activation/Deactivation Details grid appears (or Other 
Services Activation/Deactivation Details if you are working in the Other Services tab).  

3. The Effective Date will pre-populate with the current system date, but it can be 
back-dated, if necessary.  

4. Add any Comments needed. 
5. Click Save.  

Important: The Provider may have additional service credentials listed if they have 
an additional non-end-dated Provider Type (such as Foster Care, Adoption, etc.). Do 
not deactivate any of those credentials.    
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Note: Users are returned to the Service Credentials page. Repeat this action for 
any remaining active Kinship Care service credentials.  
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Closing the Kinship Provider Type 
1. Navigate to the Provider Overview screen. 

Note: The system may have automatically end-dated the child specific Provider 
Type after kinship assessment closure.  

2. Click, Provider Information. 

 
 
The Manage Provider Details screen appears. 
 

3. To close, click edit next to the relevant Provider Type/Child Name. 
 

 
 
The Provider Type Information screen appears. 
 

4. Enter a value in the Type End Date. 
5. Click, OK. 
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The Manage Provider Details screen appears. 

6. Repeat the steps above for each child-specific Provider Type until there are none 
remaining.  

7. To confirm closure, click the Include radio button for the Closed Type Status in the 
Provider Type Information grid. The system will then present all Provider Types 
with a status of Closed.  

 
 
After all Provider Types are closed, the Provider record remains in Active status and with 
Workload assignments until the final step of closing the Provider Status is completed. 
 

Closing the Provider Status 
Note: The following is a supervisory function: 
 
1. In the Provider Status Information grid, select, Closed, from the Provider Status 

drop-down menu. 
2. Click, Add Status.  
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The Provider Tab page appears. 
 

3. Enter an Effective Date.  
4. Enter Comments if necessary. 
5. Click, OK. 

 
The Manage Provider Details screen appears. 
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6. Click, Save. 

 
 
The Provider Record is now Closed, and any assignments are automatically end-dated.  
 
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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