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The Family Team Meeting is an essential component of the MITEAM Practice Model and serves as the primary
forum for collaborative case planning, service identification, assessing progress and safety planning. The Pre-
Meeting Discussion is a critical component of a Family Team Meeting. The purpose of a Pre-Meeting
Discussion is to establish a supportive environment that allows the parent, youth, and/or caregiver to have an
active role in planning and facilitating the Family Team Meeting.

Documentation of the Pre-Meeting Discussion and Family Team Meeting is critical to show efforts made to
engage the parent, youth, and/or caregiver in case planning. All Pre-Meeting Discussions and Famlly Team
Meetings must be documented in social work contacts. See the attached job aids for required Family Team
Meeting Types, Timeframes, and specific documentation requirements.

To support the caseworker In the teaming aspects of MITEAM, the supervisor is required to:
¢ Inquire about Pre-Meeting Discussions and Family Team Meetings during monthly case consultations.
» Review case plans to ensure proper documentation of Pre-Meeting Discussions and Family Team
Meetings prior to approval.
s Observe one Pre-Meeting Discussion and Family Team Meeting per worker, per quarter and provide
coaching where needed.

As a result of the requirement to document the Pre-Meeting Discussion and FamHy Team Meeting in soclai
work contacts and ongoing supetvisory oversight, entry of Famlily Team Meetings in JOLT Is no longer
required, effective immediately,




Children’s Protective Services/Foster Care
Entyy of Pre-Meeting Discussions and Family Team Meetings into SWSS FA)

Pre-Meeting Discusstons and Family Team Meetings are entered into SWSS FAJ using the Social Work Contact Modute,

Contact Description-Pre-Meeting Discussion and Family Team Meeting
* Select the Family Team Meetibg Contact Type
o Select Involved Members from Avalilable Members
« Select the appropriate Contact Method (face to face, phone, etc.) and Contact Location {parental home, foster
home, etc.}

Contact Suminary-Pre-Meeting Discussion
e Children’s Protective Services — Summarize as documented on the Pre-Meeting Discussion Preparation Tool,
+ foster Care - Summarize as documented on the Pre-Meeting Discussion Preparation Tool.

*The DHS 1108, Pre Meeting Discussion Preparation Tool must be completed and filed in the narrative section of the
child’s case record.

Contact Summary-Famlly Team Meeting
o Children’s Protective Services and Foster Care — Include in the summary the type of £TM held, outcomes of the
meeting, and that the action steps and safety plans are identifed on the Family Team Meeting Report.

*Attach a copy of the DHS 1105, Family Team Meeting Report, to the appropriate case service plan,

NOTE: Subsequent or foliow up contacts (phone, email, and letter) made as a result of a Pre-Meeting Discussion or
Famnlly Team Meeting shall be entered under Contact Type as “Case Contact”.

Integrating the Pre-Mesting Discussion Into CPS Practice

At the initial contact {most likely during an investigation} the caseworker explains to the family the CPS process and the
outcomies that may occur as a result of the investigation. A discussion point with the family should include information
ahout a Family Team Meeting, During the discussion, the caseworker provides an overview of Family Team Meetings
thus starting the Pre-Meeting Discussion. If the caseworker deterimines after the investigation that the case will open,
he/she must contact the famlly {either face-to-face or by phone} and remind the family of their previous discussion
about Family Team Meetings and proceed with identification of participants, agenda items, ground rules, location, time
and date. Pre-Meeting Discussions should not be utilized to inform the family of the outcome of the investigation,
recommendations or review of the service plan. To ensure full family engagement and participation In the Family Team
Meeting, the Pre-Meeting Discussion topics are centered on the processes of the Family Team Meeting.

integrating the Pre-Meeting Discussion into Foster Care Practice

The Pre-Meeting Discussion occurs when the Foster Care worker makes his/her first face-to-face contact with the family.
The farmily should have participated in a Family Team Meeting prior to a foster care worker being assigned. The
caseworker shoufd utilize the Pre-Meeting Discussion to Inform the parent{s) about the purpose of the Family Team
Meetings I the case planning process. A topic of conversation for a Pre-Meeting Discussion should include
identification of family strengths and how the strengths will be used as buiiding blocks to creating the activities that will
go into the case plan. When it is time to schedule the Family Team Meeting, the caseworker will contact the family (face-
to-face or by phone} and discuss with them the aspects of the Family Team Meeting that require the family's input
{participants, agenda Items, ground rules, location, time and date). Pre-Meeting Discussions will occur through the life
of the case. In most instances, the discussion will be brief as the family becomes famillar with process. As a best
practice, caseworkers have Pre-Meeting Discussions during their regularly scheduled contacts with the family.
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FAMILY TEAM MEETING PROTOCOL
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CPS Case Opening (I1SP) Timeframe: This FTM provides the forum for families to participate in planning, development Eligibility Specizlists may be represented at this FTM,
Withirt 30 calendar and assessment of goals and activities aimed at ensuring the safety, permanency | when possible, as they may be a valuable resousce for
days before or 14 and well-being of their children. During the FTM team members shall: the family.
calendar days after 1. Assess child safety and risk, parental protective capacity.

CPS case opening. 2. Identify parental capacities, needs, and child vulnerabilities. Families and youth must be involved in the development

3. ldentiy and initiate services to address the safety concems (Develop the | of any plan which affects them.

Family Plan).

4. Provide clear guidelines as to what must be addressed (either parental I transferring to an Cngoing Worker, both Ongoing and
behavior or concrete needs) to ensure the child's safety in Investigative Workess should be present for the FTM.
paren/caregiver home.

5. Identify potential safety resources, relative/non-relative resources that The family should be encouraged to identify relative
were not idenfified earlier. respurces, for support and potential placement, iffwhen

8. Develop safely plans 1o address identified safety concems. needed.

7. Discuss contact standards for mother, father, other caregivers,
child(ren), and collaterals. The case worker must discuss any security needs and

8. Discuss an exit strategy and altemative plans/options if safety concems | safety concems prior to the FTM fo ensure adequate
are not adequately addressed within agreed upen imeframes. security at the meeting site. Family members may be

excluded if they pose a credible safety threat to the
If during the course of the FTM it is determined that the safety concerns cannotbe | group or if attendance would violate a personal
resolved in the short-term, collaborate with the family to develop an alternative plan | protection order, no contact-bond, probation, parole, or
{0 ensure the child's long-term safety. other court order. in some of these cases, a telephone
conference must be explored.
Al parficipants must be provided with secarity
information, whenaver a FTM will incdlude the
aftendance of a family member with a known history of
| violent or threatening behavior.

CPS Case Open/Close Timeframe: This FTM provides the forum for the family anc their supports to create proactive | if during the course of the FTM it is determined that the
Prior o case steps and early inferventions to address potential problems before they escalate or | safety concerns cannot be resolved in the short-term,
disposition. menifest. Recommendations from this FTM must be focused on reducing | coltaborate with the family to develop an alternative plan

recidivism and decreasing risk. During the FTM ieam members shall: to ensure the child’s iong-term safety and consider a
1. Assess child safety and risk, parental protective capacity. case opening or elevation of risk.
2. Identify parental capacities, needs, and child vulnerabilities.
3. Provide clear guidelines as to what must be changed (either parental
behavior or concrete needs) fo ensure the child's safely in
1
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FAMILY TEAM MEETING PROTOCOL

parent/caregiver home.

4. Provide resources to address identified risks and needs.

5. Discuss expectations of parents in regards to recommended services.

6. Discuss consequences of not participating/completing recommended
services.

7. Create aplan with a supportive team that will address proactive ways fo
meset the family's needs.

Case Service Plan Timeframe: This FTM provides the forum for famifies to parficipate in planning, development The family should be encouraged to identify refative

Reassessment {USP) For ongoing CPS and reassessment of goals and activities aimed at ensuring the safety, resources, for support and potential placement, ifwhen

cases, anytime perreanency and well-being of their children. During the FTM team members shall: | needed.
within 30 cafendar 1. Reassess safety and risk.
days prior to USP 2. Evaluate the effectiveness of the Case Plan. Eligibility Speciafists should be represented at fhis FTM,
due date. 3. Identify additional safety concems and develop any needed safety plans | when possidle, as they may be a valuable resource for
and action steps. the family.
4. Focus on family preservation.
5, Identfy resources/collaterals {formal and informal supports). Famifies and youth must be involved in the development
6. Determine if case should remain open, closed, or escalated to court of any plan which affects them.
intervention.
This FTM ¢an be combined with a Court Intervention
FTM.

Court Intervention This FTM provides the forum for famflies fo discuss the interventions that are If a child was remeved on an emergency basis, the
necessary to address the concerns that risk child safety, wellbeing and initial Qut-of-Home Care FTM is the removal FTM.
permanency. Invite supports/resources that can assist with providing

format or informal supportive services,
Timeframe: [f in-home placement:
Within 7 business | During the FTM, team members shall: ) This FTM can be combined with a Foster Care Case
days from the date 1. Address step 1-8 for the CPS Case Opening FTM. Service Plan Development FTM provided that
of the prefiminary 2. Determine whether out-of-home placement is necessary, or how out-of placement occurs within 48 hours of FTM, and all issues
hearing. home placement can be avoided, related *o the inifial out-of-home care FTM are
3. Defermine how the child's safety can be ensured in the least restrictive, | addressed.
least infrusive manner possible by:
a.Considering all placement options. ¥ transferring the case to foster care, the case worker
b.Assessing the need to keep sibling groups together. and/or licensing worker should be present for the FTM.
c. 003%&&13@ best interest of the child _.Qmm_dmn@ their MOSOO_:J@ meam. ..:;@ :Omﬁmmﬂ@ worker will be beneficial in QXU_NMSWDQ
d.Planning for transportation for the: children to school, sports, clubs, ete. | relative licensing /waiver process as appropriate.
Timeframe: if placed in out-of-home care: Supervisors may also be beneficial members of the
No later than 7 In addition to the above: team.
business days from 1. Provide the family with additioral information regarding the cut-of-home
2
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FAMILY TEAM MEETING PROTOCOL
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the date of the
preliminary hearing.

care process and their involvement with DHS. Discuss relztive
licensingfwaiver process.

2. Discuss how to minimize any possible trauma to the ¢hild as a result of
the out-of-home placement.

3. Discuss transitional needs of the child. Develop a plan to oblain items the

child will need.

4, Develop the preliminary visitation plan, including sibling visitation and a
potential plan for placing the siblings together (if they are separated);

5. Establish initial contact standards. .

6. Discuss permanency and cancurrent plans, as appropriate.

7. Begin engagement of the family in the deveiopment of a viable plan for
permanency.

Case Closure

Timeframe:
Within 30 calendar
days before case
¢losure or one
business day after
unplanned court
ordered dismissal

The case closure FTM is held to evaluate and finalize the exit ransifion plan
including the following:

1. Review safety and risk factors to ensure they have been sufficiently
addressed.
2. Discuss the reasons case closure is being recommended.
3. Ensure that all necessary supports are in place prior to the case closing.
4, Esteblish a transition ptan for the following:
a. services that are ending or confinuing.
b. chifdren returning home (school, medical transition if needed).
5, Address outstanding concemns regarding any educational, health and
mental health needs, as well as concrete needs {food, shelter, clothing).
8. Any additional non-safety needs the family may identify.
*Address safety plan, as needed

This FTM should be 2 celebration of the family's
accomplishments in achieving goals,

Family team members such as extended family,
community supports, efc., should be invited to the
closure FTM to discuss their role in supporting the
family post-case closure.

3 )
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FAMILY TEAM MEETING PROTOCOL
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Case Service Plan Timeframe: Case Service Plan Development (ISP): The case worker must discuss any security needs and
Development/Reassessment | 14 business days The purpose of this FTM is to develop the Initial Case Plan. The mulfidisciplinary safety concems prior to the FTM 1o ensure adequate
prior fo Initial Case | team members confinue to play an important role in this FTM as they can provide | security at the meefing site, Family members may be
plan due date. information in developing the plan as well as assistance in providing services. The | excluded if they pose a credible safety threat to the
family must be aciively involved in this meeting to ensure that they are engaged in | group or if attendance would violate a personal
the development and implementation of the Case Plan. During the FTM, team | protection order, no contact-bond, probation, parole, or
members shall: other court order. In some of these cases, a telephone
1. Develop the Initial Case Plan, permanency plan, identify concurrent plan. | conference must be explored,
2. Discuss the findings and recommendations from the case worker.
3. Discuss parental capacity and child vulnerabififies. All participants must be provided with security
4. Discuss behavior specific goals related fo child safety, well-being and information, whenever a FTM will include the
permanency, attendance of a family member with a known history of
5. Discuss specific services/supports t0 address the behavior/needs of the violent or threatening behavior.
parents and chitd. :
8. Discuss fimeframes for accomplishing agreed upon goals and services. The case worker must discuss appropriateness of
7. Revise parentichild and/or sibling visitation plan and contact standards. placement, concurrent permanency planning and inquire
8. Update progress on relative licenseiwaiver process. about relatives.
9. ldentify safety concerns and develop any necessary safety steps/plan.
10. Discuss Young Adult Voluntary Foster Care requirements/fimeframes. If placed with relatives, the case worker shall discuss
: benefits and expectetions of releive licensure and/or
Timeframe: Case Service Plan Reassessment (USPPWSP): the waiver process.
Within 30 business | This FTM provides the forum for families to participate in planning, development
days prior {o case and reassessment of goals and activities zimed at ensuring the safely,
service plan due permanency and well-being of their children. During the FTM, team members shail:
date 1. Address safety issues and risks that brought children into care, any new
safety and risk factors, and update safety plans as needed.
2. Assess parental capacity and ¢hild viinerabilities since the last case plan.
3. Assess effectiveness of the Case Plan. Review the case plan goals and
discuss the level of achievement to determine if family is on track or if any
ravisions are needed. Reassess visitation schedule (multiple ovemights if
moving fowards reunification}.
4. Assess if services being provided are effective in addressing the specific
parental behavior deficits and child vulnerabilifies identified.
5. Identify and address barriers to permanency and specific plans to
overcome barriers. Have barriers been resolved? Review or recommend
concurrent plans, update relative licensing/waiver process, sic.
Fil
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FAMILY TEAM MEETING PROTOCOL

6. Discuss Residential Placement updates, concems, fransition plans, efc.
7. Discuss Young Adult Voluntary Foster Care requirementsfimeframes and

progress,

the goal change

planning forum to ensure that the family and child are supported in the plan. Along
with the importance of permanency for the child, other topics that shall be
addressed include:
Adoption
1. The adoption process.
2. Sibling contact,
3. Financial support and medical information to maintain the child in the
home.,
4. Available pre and post adoption support services,
5. Ofher legal concerns, efc.

Guardianship
The guardianship process and requirements,

Commitment and ability to raise the child(ren).

Visitation concerns (regarding parents/caregivers and siblings).
Financial suppert and medical information.

Available services: supportive, inancial and others as needed.

O oy

Child in Care for Six Months | Timeframe: Provides a forum for the family to provide critical information or clarity regarding Can be combined with the Foster Care Case Service
(Permanency Goal Review) | By the 30" day from | progress or lack thereof on goals and activities related to safety and permanency Plan Reassessment FTM.
the date the child goals; while also providing the oppertunity to discuss possible recommendations to
has beenin care for | the court, based on measurable progress. During the ETM, team members shall: Always address safely plan as needed,
six months. 1. Discuss progress or lack thereof related fo specific behavior changes.
2. Identify barriers to achieving permanency. The case warker must discuss appropriateness of -
3. Discuss effectiveness of services/level of participation, etc., (what placement, concurrent permanency planning and inguire
evidence is available to support this, including provider statements, about relatives.
reports of parficipation, progress, efc.). . )
4. Discuss safety and risk factors regarding permanency as wel as If paced with refatives, the case worker shall discuss
placement and develop/revise safefy plans. benefits znd expectations of relative licensure andlor
5. Discuss reasonable efforts (whichever applies: to reunify, to finalize the waiver process.
permanency, 1o prevent placement),
6. Discuss the agency’s recommendations to the court.
Change in Permanency Goal | Timeframe: An FTM must be conducted when it is decided in conjunction with the Supervisor, | The case worker must discuss appropriateness of
Within 30 days the court, and other appropriate staff to change 2 child's goal to adoption, placement, concurrent permanency planning and inquire
before the date of guardianship, PPFWR or APPLA. This FTM serves zs a collaborative case about relatives.

If placed with refatives, the case worker shall discuss
beneiits and expectations of relative licensure and/or
the waiver process.

5
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Permanent Placement with Fit and Willing Relative (PPFWR)
Determine if PPFWR in the best interest of the youth.

Assess if all options have been explored for permanency, and the reason
the other permanency plans are not viable opfions for the child,
Reassess concurrent plan and placement opfions.

The relative custody process and requirements.

Support services: financial and other available services for relativesinon
relative caregivers.

Visitation concems (regarding parents/caregivers and siblings).
Commitment and abilify to raise the child{ren).

!\)—A

g0

~No

Another Pianned Permanent Living Arrangement {APPLAJ*
Determine if APPLA in the best interest of the yolith.
Assess if all options have been explored for permanency, and the reason
the other permanency plans are nof viable options for the child.
Reassess concurrent plan and placement cptions.
Who are the committed adult connecfionsfresources that will support this
youth while in care and after?
Planning for adutthood, independence (obteining vital records, efc.).
Available services, resources and supports.

Educationalivocationsl, housing and medical needs.

independent Living Services.

Discuss the expected roles and responsibilifies of the approved caregiver
while in the APPLA agreement.
Address safety plan, as needed.

By —

P w

O NI

Relative(s}, children age 14 or older and appropriate
staff must also sign the appropriate Permanent
Flacement with a Fit and Willing Retative Agreement
{DHS-845 for permanent court or MCl wards, DHS-846
for temporary court wards). Children under age 14

shoutd be allowed to sign the agreement but it is not

required.

*The permanency goal of APPLA should not be given o
a youth in care without & FTM and the deveiopment of a
plan for a permanency resaurce. The case worker must
work with the youth to explore appropriate and available
comnections with adults in histher Gfe. This can include
teachers, counselors, extended family members, former
foster parents, refigious leaders, efc. These identified
resources should be invited to the FTM to explore their
potential as permanency resources for the youth.

Foster parents, youth and respective staff must sign
APPLA Approval form, DHS-844 for permanent court or
MCH wards, DHS-843 for temporary court wards.

Semi-Annual Transition
Meeting

Timeframe:

Once youth tums
age 16 and evary 6
months thereafter

Within 30 calendar
days for youth who
are 16 or older when
they enter care.

A Semi-Annual Transition Meeting is a gathering of family members, friends,
mernbers of the youth’s community support systern, faith based supports and
professionals who join tegether to develop individualized plans to strengthen the
youth's capacity, to transition to self-sufficiency. The FTM is often the forum in
which the youth’s transition team comes together to help the youth craft, implement
or change the written Independent Living plan. During the FTM, team members
shall:

1. Jointly develop specific plans to address education, job skills, fiving skills,

and housing.

2. Design services and identify supports.

3, [dendify a transition team to assist the youth with the plan.

4, Discuss Young Adult Voluntary Foster Care requirementsfimeframes.”

5. Discuss whether the youth plans to use the option of YAVFC.

The youth must be encouraged to actively participate in
developing the plan,

Once 2 youth tums age 16 the DHS-201 must be
completed and goals discussed.

Policy mandates that this meeting be facilitated by
trained agency staff, other than the assigned case
worker. Permanency Resource Managers should be
invited to this FTM. .

*An FTM must be held once every 180 calendar days
after 2 Young Adult Voluntary Foster Care Agreement is

6
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6. Discuss health and educational issues. signed.

7. Address safety plar, as nesded
The case worker must discuss appropriateness of
placement, concurrent permanency planning and inquire
about refatives.

90 Day Discharge Planning | Timeframe: For any youth age 16 or older. A youth's fransition to adulthood is & significant The youth should be encouraged to take an active role
Within 80 calendar milestone, and requires early planning fo ensure thet the youth is equipped with all | in the FTM, and therefore a preparation meeting with
days before discharge | the essentils o be a successful-adult. It is therefore important to conductan FTM | the youth is needed. All identified resource people
orwithin 30 calendar | prior fo a youths discharge from foster care to assess readiness for this fransition. | should be invited to the meeting. The DHS-802 must be
days after an During the FTM, team members shall focus or topics such as: completed.

Mwﬂwﬁ% court 1. The youth’s ability to remain infretum to care, discuss YAVEC

) opticn/requirements. Policy mandates that this meeting be facilitated by
Within 3 business days 2 m%u.on services, m.auvoaqm connections, and after care services, trained agency staff, other than the assigned case
of discovery that 3. Physical and emotionatl health. worker. Permanency Resource Managers should be
YAVFC requirements 4. Health insurance options and issues. invited.
not met. 5. Educationalivocational status, housing needs, independent living,

resources ete. The case worker must discuss appropristeness of
‘ placement, concurrent permanency planning and inquire
about refatives.

Placement Time Frame: An FTM shall be conducted when 2 ¢hild's piacement is threatened with potential Please note that if there is suspicion of child abuse or

Preservation/Disruption: Within 3 business disruption: based on an assessment of the child’s vulnerability and caretaker neglect in the placement, a CPS report must be initiated
days from request of | capacity to meet the child's needs. Ar FTM shall be held: immediately.
movement 1. Prior to any change of placement for a child already in care.

2. When the agency receives & request by & foster parent, SIL placement, or | MIC Unit should be notified as necessary
Timeframe: provider agency to have the child moved. ’
Mental Health Within 3 business 3. Within three {3) workdays of an unplanned move of a child from 2 If placed with relatives, the case worker shall discuss
Hospitalization days prior fo placement and when the child’s placement raises concems regarding benefits and expectations of relative licensure andfor
discharge from care/safety. ’ the waiver process. :
hospital or within 3 4. For child (ren) retuming from runaway status, when the child is not
business days after returning o his/her placement For MCI wards, policy requires notification of the MCI
unplanned 5. For child (ren) retuming from hospitalization. Superintendent; see FOM 722-3.
discharge. 6. To assess visitztion schedule.
7. For child (ren) needing a new placement after their inifial placement due
Timeframe: to the following:
AWOLP Within 3 business a. Transitioning e a concurrent planning family;
days of the child's b. Placement with an approved relative;
return fo placement. ¢. Movement to a more suitable placement fo meet their needs, t.e.
Residential, Therapeutic Foster Home, etc.
8. To addressirevise the safely plan, as needed.
7
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Reunification Timeframe:
Within 14 calendar
days after order of
reunification.
Case Closure Timeframe: .| The case closure FTM is held to evaluate and finalize the exit transition plan This FTM should be z celebration of the family's

Within 30 calendar | including the following: accomplishments in achieving goals.
days prior to case 1. Review safety and risk factors fo ensure they have been sufficiently
closure or one addressed Family team members such as extended family,
business day after 2. Discuss the reasons case closure is being recommended. community supports, efc., shouid be invited to the
unplanned court 3. Ensure that all necessary supports are in place prior to the case closing. | closure FTM fo discuss their role in supporfing the
ordered dismissal. 4. Establish a transifion plan for the following: family post-case closure. :

a. services that are ending or continuing.

b.  children returning home (school, medical transition if needed).

5. Address outstanding concems regarding any educafionsf, health and
mentat health needs, as well as concrete needs (food, shelter, clothing).
8. Any additional non-safely needs the family may identify.
*Address safety plan, as needed
Requests by Family Timeframe: The FTM purpose s____ be determined based on the individual circumstances of the

Atthe discretion of | family. Whenever family members request an FTM, the case warker, supervisor
the family/case and Peer Coach shall:
worker, but no later 1. Make all efforts fo accommodate the request within a timeframe that is
than 2 weeks from mutually agreed upen by the family and the agency,

request being made.

2. Work together to explore the reason for the request and gather addional
information from the family in order fo better prepare for the meeting and
address their concems/needs.

3. Ensure thet family's concerns are adequately addressed.

4. Address safety plan, as needed

8
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