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DHS local offices, in collaboration with their local PAFC partners, are required to submit an annual plan 
describing their efforts to recruit and retain quality foster parents based on the needs of children in out‐of‐
home care. A statewide Foster/Adoptive Parent Database has been developed and can now be accessed 
through the JJOLT system to assist all DHS offices and PAFC partners in tracking prospective foster and 
adoptive parent inquiries throughout the foster home certification process to licensure and closure. 
 
The Foster/Adoptive Parent Database will assist agencies to track follow‐up efforts with all foster/adoptive 
and relative referrals for licensure. It tracks all stages of the foster home certification process including inquiry, 
orientation, submission of the foster home application, PRIDE training, and home visits. The database will 
track annual and renewal certifications of existing foster homes in addition to foster home closure reasons.  
The Foster/Adoptive Parent Database will also assist to provide necessary data in the areas of retention, 
recruitment, and foster/adoptive parent training efforts.  
 
This system was developed to equip all child placing agencies with the same tools for tracking foster/adoptive 
parent inquiries and to help agencies with their retention and recruitment efforts. The database will also be 
used to gauge the dropout rate within the foster home certification process. To ensure the database provides 
accurate statewide data, it is mandatory that all DHS agencies and PAFC partners utilize the new database.  
 
Foster/Adoptive Data Base Rollout: 
By June 11, 2012, all agencies will have access to the Foster/Adoptive Parent Database. This database was 
created through JJOLT, and will be accessible to all licensing staff from public and private agencies. Contracted 
staff will also have access.  
 
By June 15, 2012 directors will need to ensure all workers have a user ID and password to sign‐on to JJOLT. If 
workers do not have a user ID and password or can sign onto JJOLT but do not have access to the 
Foster/Adoptive Parent Database, the workers will need to contact the JJOLT help desk. Directors need to 
ensure all workers and first and second line supervisors, have contacted the JJOLT help desk to verify 
personnel information is accurate. Users will need to ensure that their email address is accurate in JJOLT. 
Supervisors will need to ensure that their email is accurate and that the staff they supervise are listed 
correctly. This is done by contacting the JJOLT help desk. The JJOLT help desk can be contacted at (517) 335‐
3537 from 7:00am‐5:30pm EST, Monday through Friday. 
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By June 15, 2012, Directors will need to ensure that all workers utilizing the Foster/Adoptive Parent Database 
have been provided a copy of the Foster/Adoptive Parent Database User Guide. Directors will also need to 
ensure that all staff requiring further training on how to use this database have signed up for training.  
 
To assist directors in meeting these deadlines, a spreadsheet has been created and attached. Please complete 
the attached spreadsheet and email it to Nicole Leitch at leitchn@michigan.gov by June 15, 2012. 
 
By July 2, 2012, all agencies must start using the Foster/Adoptive Parent Database. All existing foster parent 
information needs to be added to the database by September 1, 2012. As existing foster homes close, workers 
must input the existing foster parents’ information and closure reason for tracking purposes.  
 
Training: 
 
June 20, 2012: 9 AM to 12 PM in the Dempsy Room, Grand Tower, Lansing. 
 
June 22, 2012: 9 AM to 12 PM in the Conference Room 1A, Grand Tower, Lansing. 
 
June 22, 2012: 1 PM to 4 PM in the Conference Room 1A, Grand Tower, Lansing. 
 
June 25, 2012: 1 PM to 4 PM in the Conference Room 1A, Grand Tower, Lansing.  
 
June 25, 2012: 9 AM to 12 PM in the Conference Room 1A, Grand Tower, Lansing. 
 
June 28, 2012: 9 AM to 12 PM in the Dempsy Room, Grand Tower, Lansing. 
 
Please RSVP to Nicole Leitch at leitchn@michigan.gov  by June 15, 2012. A webinar will be available by June 
15, 2012. Participants choosing to attend the webinar will receive a webinar site 2 days prior to the webinar.   
 
Feedback/Follow‐up: 
Staff will be provided with an opportunity to offer feedback on the database. Conference calls have been 
scheduled for: 
August 15, 2012 from 9:30 AM to 11:30 AM. 
September 12, 2012 from 9 AM to 11 AM. 
October 10, 2012 from 9 AM to 11 AM. 
To participate in the phone conference, call 877‐873‐8018. The access code is 3545840. 



List of staff who will access the Foster/Adoptive Parent Database. Submit to Nicole Leitch at leitchn@michigan.gov by June 15, 2012.

AGENCY NAME:
Address: 

Name of Staff and Job 
Position

Participated in the 
JJOLT 

Foster/Adoptive 
Parent Tracking 

Database Webinar 
(yes or no)

Has functioning 
User ID and 
password                  

(yes or no)

Attending which 
additional training 
(provide a specific 

training date or N/A if 
additional training is 

not needed)

Provided JJOLT 
with updated 

personnell 
information            
(yes or no)

Has received 
Foster/Adoptive 
Data Base User 
Guide (yes or 

no)

Email address
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Request User ID and Password 
Workers request a user ID and password by contacting the JJOLT help desk at (517) 335-
3537. 
 
Getting Started:  
 
Sign into JJOLT at https://jjolt.famcare.net.   
 
After signing into JJOLT, you click onto FAMCARE. Scroll the mouse down to 
Foster/Adoptive Parent Database and click on it. If you are entering a foster/adoptive 
parent inquiry or an existing foster parent, click on Foster/Adoptive Parent Information. 
If you are entering a foster/adoptive parent orientation, PRIDE training, other types of 
foster/adoptive parent trainings, retention activities, or recruitment activities, click on 
Foster/Adoptive Parent Retention, Recruitment, and Training.  
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Foster/Adoptive Parent Retention, Recruitment, and Training 
 
The purpose of this database section is to track an agency’s orientations, PRIDE 
trainings, other trainings offered to foster/adoptive parents, recruitment activities, and 
retention activities.  
 
After selecting Foster/Adoptive Parent Retention, Recruitment, and Training from the 
FAMCARE menu, select your agency in the Initial Agency Name. Once you have 
selected your agency name, you may begin adding your agency’s orientations, trainings, 
retention activities, and recruitment activities.  
 

 
 
Creating an Orientation 
 
To add an orientation, click Add under the Foster Parent Orientation section.  
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Clicking Add will open a new screen: Foster Parent Orientation.  
 

 
 
The orientation date is preselected, but can be changed. Agencies can put future, current, 
and past orientations into the data base. When creating current or past orientations, all 
sections are required to be completed. 
 
When creating a future orientation date, all sections will need to be completed except the 
Attendee Information section.  
 
Agencies must enter data within two business days from an orientation. For example, if 
an orientation is held on 2/21/12, then all data must be entered in the database by 2/23/12.  
 
 
Attendee Information  
 

 
 
The breakdown of attendees needs to be filled out. # of Attendees is required to be filled 
out.  
 
If creating an orientation that will take place in the future, this section may be left blank.  
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Agency Information 
 

 
 
This section allows agencies to partner with other agencies for orientations. Your agency 
needs to be selected under Primary Name of Agency. Any partnering agencies can be 
added by clicking the agency name in the Agencies Involved list. More than one agency 
can be selected. Once an agency is selected, the agency name will appear on the right side 
of the line. Click the agency name again to deselect the agency or click clear list at the 
top of the list.   
 
Any comments regarding the orientation can be typed under the Comments section.  
 
After all information has been completed, click save and the data will be saved.  
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Editing an Orientation 
 
Agencies will be able to schedule dates for future orientations within the database. This 
will help agencies plan ahead and be able to provide prospective foster/adoptive parents 
with timely orientations.  
 

 
 
To edit an existing orientation, click edit. This will allow you into the existing orientation 
and make any necessary edits. When editing an orientation that was created for a future 
date, you may go back in and fill in the Attendee Information section of the screen.  The 
existing orientation may also be deleted through the editing function.  
 
 
Creating a PRIDE Training 
 
To add a PRIDE training, click Add under the PRIDE Training section. 
  

 
Clicking Add will open a new screen: PRIDE Training.  
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The PRIDE training date is preselected, but can be changed. Agencies can enter future, 
current, and past PRIDE trainings into the data base. When creating a current or past 
PRIDE sessions, all sections are required to be completed. 
 
When creating a future PRIDE training date, all sections will need to be completed 
except the Attendee Information section and the Attendee Listing section.  
 
Once a session is selected, it will show up on the right side of the line. The number of 
hours will need to be filled in. Click the session again to deselect that session.   
 
Agencies must enter data two business days after a PRIDE training. For example, if a 
PRIDE training is held on 2/21/12, then all data must be entered in the database by 
2/23/12.  
 
Attendee Information and Attendee Listing 
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Once the PRIDE training has occurred, the Attendee Information will need to be filled in 
within 2 business days. The # of Attendees is required.  
 
Agencies may also create a list of attendees in the Attendee Listing section. Type in the 
first letter of the last name of the prospective foster/adoptive parent and a list will appear. 
Click the name of the attendee and the name of the attendee will show up on the right 
side of the line.  
 
Agency Information 
 

 
 
 
This section allows agencies to partner with other agencies for PRIDE training. Your 
agency needs to be selected under Primary Name of Agency. Any partnering agencies 
can be added by clicking the agency name in the Agencies Involved list. More than one 
agency can be selected. Once an agency is selected, the agency name will appear on the 
right side of the line. Click the agency name again to deselect the agency or click clear 
list at the top of the list.   
 
Any comments regarding the PRIDE session can be typed under the Comments section.  
 
After all information has been completed, click save and the data will be saved.  
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Editing a PRIDE Training 
Agencies will be able to schedule dates for future PRIDE trainings within the database. 
This will help agencies plan ahead and be able to provide prospective foster/adoptive 
parents with timely PRIDE training.  
 

 
To edit an existing PRIDE Training, click edit. This will allow you into an existing 
PRIDE training and make any necessary changes. When editing a PRIDE training that 
was created for a future date, you may go back in and fill in the Attendee Information 
section of the screen.  The existing PRIDE training may also be deleted through the 
editing screen.  
 
Creating Other Trainings 
 
To add other trainings, click Add under the Other Trainings section. 
 

 
 
Clicking Add will open a new screen: Other Training.  
 



Product of the Bureau of Child Welfare/June 2012                                                       12 
 

 
 
Other Training dates are preselected, but can be changed. Agencies can enter future, 
current, and past trainings into the data base. When creating current or past trainings, all 
sections are required to be completed. 
 
When creating a future training activity, all sections will need to be completed except # 
of Attendees. For Name of Training, select the topic the training is covering and use the 
text box to type in the name of the training.  
 
Agencies must enter data within two business days from a training. For example, if a 
training is held on 2/21/12, then all data must be entered in the database by 2/23/12.  
 
Agency Information 
 

 
This section allows agencies to partner with other agencies for training. Your agency 
needs to be selected under Primary Name of Agency. Any partnering agencies can be 
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added by clicking the agency name in the Agencies Involved list. More than one agency 
can be selected. Once an agency is selected, the agency name will appear on the right side 
of the line. Click the agency name again to deselect the agency or click clear list at the 
top of the list.   
 
Any comments regarding the training can be typed under the Comments section.  
 
After all information has been completed, click save and the data will be saved.  
 
Editing Other Trainings 
 
Agencies will be able to schedule dates for future trainings within the database. This will 
help agencies plan ahead and be able to provide foster/adoptive parents with relevant 
training opportunities on a consistent basis.  
 

 
 
To edit an existing training, click edit. This will allow you into an existing training and 
make any necessary changes. When editing a training that was created for a future date, 
you may go back in and fill in the # of Attendees.  The existing training may also be 
deleted through the editing screen.  
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Creating a Retention Activity 
 
To add a retention activity, click Add under the Retention section. 
 

 
Clicking Add will open a new screen: Retention Activity.  
 

 
 
The retention activity date is preselected, but can be changed. Agencies can enter future, 
current, and past retention activities into the data base. When creating a current or past 
retention activity, all sections are required to be completed. 
 
When creating a future retention activity, all sections will need to be completed except # 
of Attendees That are Currently Foster/Adoptive Parents and # of Attendees That are 
Prospective Foster/Adoptive Parents. If Other is selected for Activity Description, a text 
box will appear. Complete this text box with the description of the activity.   
 
Agencies must enter data within two business days from a retention activity. For 
example, if a retention activity is held on 2/21/12, then all data must be entered in the 
database by 2/23/12.  
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Agency Information 
 

 
 
 
This section allows agencies to partner with other agencies for retention activities. Your 
agency needs to be selected under Primary Name of Agency. Any partnering agencies 
can be added by clicking the agency name in the Agencies Involved list. More than one 
agency can be selected. Once an agency is selected, the agency name will appear on the 
right side of the line. Click the agency name again to deselect the agency or click clear 
list at the top of the list.   
 
Any comments regarding the retention activity can be typed under the Comments section.  
 
After all information has been completed, click on save, and the data will be saved.  
 
Editing a Retention Activity 
 
Agencies will be able to schedule dates for future retention activities within the data base. 
This will help agencies plan ahead and be able to provide prospective and current 
foster/adoptive parents with retention activities showing appreciation and support on a 
consistent basis.  
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To edit an existing retention activity, click edit. This will allow you into an existing 
retention activity and make any necessary changes. When editing a retention activity that 
was created for a future date, you may go back in and fill in the # of Attendees That are 
Currently Foster/Adoptive Parents and # of Attendees That are Prospective 
Foster/Adoptive Parents.  The existing retention activity may also be deleted through the 
editing screen.  
 
Creating a Recruitment Activity 
 
To add a recruitment activity, click Add under the Recruitment section. 
 

 
 
Clicking Add will open a new screen: Recruitment Activity.  
 

 
 
The recruitment activity date is preselected, but can be changed. Agencies can enter 
future, current, and past recruitment activities into the database. When creating a current 
or past recruitment activity, all sections are required to be completed.  
 
When creating a future recruitment activity, only the Activity Date, Activity Description 
and Name of Event need to be filled in. If Other is selected for Activity Description, a 
Please Define box will appear. Complete this text box with the description of the activity.  
Agencies must enter data within two business days from a retention activity. For 
example, if a retention activity is held on 2/21/12, then all data must be entered in the 
database by 2/23/12.  
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If billboard, newspaper ad, TV ad, radio ad, or online ad is selected, put the length of 
time the billboard or ad was used. Also include the area in which the billboard was 
located, the TV or radio station that was used, the local newspapers which ran the ad, or 
the website which published the online ad. For example: 
 
Billboards 
 

 
 
During the time period the billboard is utilized as a recruitment activity, recruiters will 
need to track the # of inquiries through the Foster and Adoptive Parent Information 
database. # of Inquiries will need to be updated periodically to reflect the success of 
utilizing a billboard. After the billboard is done being used, the remaining fields need to 
be completed.  
 
Newspaper Ad 
 

 
 
During the time period the newspaper ad is utilized as a recruitment activity, recruiters 
will need to track the # of inquiries through the Foster and Adoptive Parent Information 
database. # of Inquiries will need to be updated periodically to reflect the success of 
utilizing a newspaper ad. After the ad is done being used, the remaining fields need to be 
completed.  
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Radio Ad 
 

 
 
During the time period the radio ad is utilized as a recruitment activity, recruiters will 
need to track the # of inquiries through the Foster and Adoptive Parent Information 
database. # of Inquiries will need to be updated periodically to reflect the success of 
utilizing a radio ad. After the ad is done being used, the remaining fields need to be 
completed.  
 
TV Ad 
 

 
 
During the time period the TV ad is utilized as a recruitment activity, recruiters will need 
to track the # of inquiries through the Foster and Adoptive Parent Information database. # 
of Inquiries will need to be updated periodically to reflect the success of utilizing a TV 
ad. After the ad is done being used, the remaining fields need be completed.  
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Online Ads 
 

 
 
Or 
 

 
 
During the time period the online ad or website is being utilized as a recruitment activity, 
recruiters will need to be tracking the # of inquiries in the Foster and Adoptive Parent 
Information database. All fields, especially # of Inquiries, need to be updated periodically 
to reflect the success of utilizing an online ad or website.  
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Agency Information 
 

 
 
 
This section allows agencies to partner with other agencies for recruitment activities. 
Your agency needs to be selected under Primary Name of Agency. Any partnering 
agencies can be added by clicking the agency name in the Agencies Involved list. More 
than one agency can be selected. Once an agency is selected, the agency name will 
appear on the right side of the line. Click the agency name again to deselect the agency or 
click clear list at the top of the list.   
 
Any comments regarding the recruitment activity can be typed under the Comments 
section.  
 
After all information has been completed, click  save and the data will be saved.  
 
Editing a Recruitment Activity 
 
Agencies will be able to schedule dates for future recruitment activities within the 
database. This will help agencies plan ahead and be able to recruit prospective 
foster/adoptive parents on a consistent basis.  
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To edit an existing recruitment activity, click edit. This will allow you into an existing 
recruitment activity and make any necessary changes. When editing a recruitment activity 
that was created for a future date, you may go back in and fill in the remaining required 
fields.  The existing recruitment activity may also be deleted through the editing screen.  
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Foster/Adoptive Parent Information Database 
 
The purpose of this database section is to assist workers with tracking prospective foster 
and adoptive parents from initial inquiry through the licensing process. The database will 
help track when and why prospective foster parents drop out of the licensing process and 
the reasons current foster homes close.   
 
New Prospective Foster/Adoptive Parent Inquiry  
 
Initial Search 
 
After selecting Foster/Adoptive Parent Information from the FAMCARE menu, type in 
the name of the prospective foster/adoptive parent and press search.  Do not select an 
agency.  Foster and adoptive parent inquiries need to be entered into the database the day 
of receiving the inquiry. This will allow workers to stay up to date with inquiries assigned 
to them.  
 

 
 
If a matching record is not found, click Add. This will open a new screen: 
Foster/Adoptive Parent Inquiry. All fields indicated by a red * are required to be 
completed. 
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Agency Information and Assigned ID 
 

 
 
The date is prefilled. Select your agency and assigned workers. Assigned workers are the 
worker held responsible for contacting the prospective foster/adoptive parent, and getting 
them to attend an orientation and PRIDE training. If an Adoption or Foster Care 
Navigator is assigned to the interested family, then they should be assigned as the 
secondary worker. 
 
Each new inquiry is assigned a Foster/Adoptive ID.  
 
Foster/Adoptive Parent 
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Under the Foster/Adoptive Parent section, all contact information needs to be completed. 
Per licensing rules, up to three adults are allowed on a foster home license. However, 
only one contact person must be filled out for the inquiry to be saved in the database.  
 
Inquiry Information  

 
 
Under How did you hear about becoming a foster/adoptive parent, up to 10 items can be 
selected from the list. Individuals hear about things several times before they act on it, so 
it is critical that agencies track all the ways individuals hear about becoming 
foster/adoptive parents. This will allow agencies to develop effective recruitment 
strategies. Once an item is selected, the item will appear on the right side of the line. 
Click the item again to deselect the item or click clear list at the top of the list.  
 
Date the prospective foster/adotpive parent contacted your agency refers to the initial 
contact the prospective foster/adoptive parent contacted the agency. This includes the 
date that they left a voice message requesting information and/or a return call. 
 
Date of initial contact with prospective Foster/Adoptive Parent refers to the intial contact 
the recruiter and/or licensing specialist has with the prospecitve foster parent. This 
contact needs to be via phone or face to face and must be within 24 hours of the date 
the prospective foster/adoptive parent contaced your agency.  
 
Within 2 business days of the Inquiry – Contact the family to see if they have any 
questions since the initial conversation and explain to them what they can expect at 
orientation and confirm date/time for the individual orientation if a scheduled orientation 
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is not available within 2 weeks or confirm date/time of the scheduled group orientation. 
Enter this contact in Contacts.  
 
Date welcome packet was sent refers to when the worker sends out a “welcome” packet, 
which includes a letter thanking the prospective foster/adoptive parent for their interest, a 
schedule of planned orientations and PRIDE trainings, and literature regarding children in 
foster care, children waiting for adoption, and/or literature regarding your agency. The 
welcome packet needs to be sent to a prospective foster/adoptive parent within 24 hours 
of the Date of initial contact with prospective Foster/Adoptive Parent.  
 
Date of the next orientation for Foster/Adoptive Parents that can be attended refers to the 
date of the next orientation the prospective foster/adoptive parent can attend.  During the 
intial contact, the worker needs to invite the prospective foster/adoptive parent to the next 
orientation. If an immediate orientation (within 2 weeks of the inquiry date) is not 
available, then a home visit needs to be scheduled within 14 days to provide an individual 
orientation. 
 
If the prospective foster/adoptive parent is not able to attend the group orientation or 
cancels the individual orientation, the worker needs to re-schedule the orientation within 
48 hours. These contacts need to be tracked through Contacts. 
 
If a prospective foster/adoptive parent is not willing to commit to attending a group 
orientation or scheduling an individual orientation, then the worker needs to contact the 
prospective foster parent on a bi-weekly basis to answer any questions or concerns. These 
contacts need to be tracked through Contacts.  
 
MARE Use Only 
 

 
 
This section is for MARE staff and Adoption Navigators only. No other angencies fill out 
this section. More information is found under MARE and Adoption Navigator 
Inquiries. 
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Relative Referrals/Inquiries 
 

 
 
For relative referrals/inquiries, entering data under the Agency Information and 
Foster/Adoptive Parent sections remain the same. Under the Inquiry Information, select 
Relative with a placement for How did you hear about becoming a foster/adoptive parent. 
Then check the Relative Referral box. Date of Relative Placement, Date Relative Referral 
was Received, and Referring Agency appears.  
 
Date of Relative Placement refers to the date the child(ren) was placed with the relative.  
 
Date Relative Referral was Received refers to when the referring agency provides your 
agency with the relative information for licensure.   
 
For Referring Agency, type in the name of the agency referring the relative to your 
agency.  
 
Date of initial contact with prospective Foster/Adoptive Parent refers to the intial contact 
the recruiter and/or licensing specialist has with the relative. This contact needs to be 
via phone or face to face and must be within 24 hours of the date the agency 
received the relative referral.  
 
Within 2 business days of the Inquiry – Contact the family to see if they have any 
questions since the initial conversation and explain to them what they can expect at 
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orientation and confirm date/time for the individual orientation if a scheduled orientation 
is not available within 2 weeks or confirm date/time of the scheduled group orientation. 
Enter this contact in Contacts.  
 
Date welcome packet was sent refers to when the worker sends out a “welcome” packet, 
which includes a letter thanking the relative for their interest in licensure, a schedule of 
planned orientations and PRIDE trainings, and literature regarding children in foster care, 
children waiting for adoption, and/or literature regarding your agency. The welcome 
packet needs to be sent to the relative caregiver within 24 hours of the Date of initial 
contact with prospective Foster/Adoptive Parent.  
 
Date of the next orientation for Foster/Adoptive Parents that can be attended refers to the 
date of the next orientation the relative can attend.  During the intial contact, the worker 
needs to invite the relative to the next orientation. If an immediate orientation (within 2 
weeks of the referral date) is not available, then a home visit needs to be scheduled within 
14 days to provide an individual orientation. 
 
*Relative seeking a placement, but does not have placement of the relative, should be 
handled and entered as a new prospective foster/adoptive parent inquiry. 
 
Editing and Updating Prospective Foster/Adoptive Parent Inquiry  
 
Once an inquiry has been completed, the inquiry can be tracked through the licensing 
process. Click on Show My Cases to view all cases assigned to you.  
 

 
 
Click on Edit. This reopens the Foster/Adoptive Parent Inquiry and all changes and 
updates can be made.  
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Once the prospective foster/adoptive parents or relative caregivers have attended 
orientation, they have started the certification process. Click the Certification Tab to 
continue processing the prospective foster/adoptive parent through the licensing process.  
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Agency and Prospective Information  
 
The assigned worker can be changed at this point from a recruitment worker to a 
licensing worker for agencies that have separate licensing and recruitment workers.  
 
The date the prospective foster/adoptive parents attended an orientation is entered under 
the Prospective Information section.  
 
Within two weeks after orientation - Follow up with families that did not submit a 
signed application. These contacts need to be tracked in Contacts. 
 
After the application has been submitted, send out references, begin checking out of state 
central registry if needed, request environmental if needed, and submit application and 
1326s for enrollment. 
  
Home Visits 
 
Within 30 days (1st Month) of receiving application the following must occur: 
  
Minimum 2 Home Visits  

 1st Home Visit (within two weeks of receiving application) to conduct assessment 
of physical space, collect medical statements, begin interviews to gather social 
history, explain the overall process, connect family to a Foster Parent Navigator, 
and set up the required future face to face meeting with the family. 

 2nd Home Visit - continue interviewing household members, follow up on 
progress towards completion of PRIDE 

 
 
Minimum 1 Phone Call above and beyond calls to schedule home visits 

 During call, address any concerns or question that the family has and ensure they 
are aware of the licensing process, timeframes, and expectations. This contact can 
be tracked through Contacts. 

 
Home visits are added under the Home Visits section by clicking Add. 
 

 
Home visit information can be changed by clicking edit.  
 
Clicking Add will open a new screen: Foster/Adoptive Contact. 
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Complete all fields. For Type of Contact select Face to Face at a Home Visit. 
 
Additional Adults in the Home and Substitute Caregivers 

 
 
Additional adults and substitute caregivers are tracked under this section. Click Add to 
enter an additional adult or substitute caregiver. Clicking Add will open a new screen: 
Additional Adults in the Home. 
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Complete all fields for an adult living in the home. Complete all fields for a substitute 
caregiver except physical completed and records check completed.  
 
Record Clearances Submitted and Medicals Completed 
 
Enter the date the worker received the record clearances from the prospective 
foster/adoptive parents.  
 

 
 
Enter the date the medicals were signed by the physician. Click Add to enter additional 
children in the home. Clicking Add will open a new screen: Children in the Home Not 
Foster. 
 

 Complete all fields on this screen.  
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References  
 

 
References need to be entered the day the worker sends the references out for tracking 
purposes. Click on Edit to update the reference section as references are received.  
 
If references are not received two weeks after the references were sent, then the worker 
needs to contact the reference by phone.  
 
Licensed 

 
 
Once the home becomes enrolled, click on the Licensed tab. Clicking the Licensed tab 
will open a new screen: Licensed Foster/Adoptive Home.  
 
Licensing and Child Demographics for the Home 
 
Enter the Date of Enrollment. 
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Once the 3130 has been approved by the agency’s supervisor, enter the date the complete 
licensing packet is sent to BCAL for licensure. Once the home is licensed complete the 
remaining fields in the Licensing and Child Demographics For Home sections.   
 
Children in the Home and Additional Adults/Substitute Caregivers 
 

 
Children added previously under the Medicals Complete section will automatically be 
transferred to this section. More children can be added as foster parents adopt by clicking 
Add. Information can be changed by clicking Edit.  
 
Substitute care givers and additional adults added previously under Additional Adults in 
the Home section will automatically be tranferred to Substitute Care Giver section. 
Additonal adults can be added by clicking Add. Information can be updated or changed 
by clicking Edit.  
 

 
 
Placements of foster children can be tracked in the Name of Foster Children section. 
Once a foster child is placed in the home, click Add. Clicking Add will open a new 
screen: Foster Children In Home.  
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Enter the foster child’s information. When the child is moved, the date and reason need to 
be entered.  
 
 
Closure 
 

 
 
When a foster home closes, enter the date of closure and choose the reason(s) for closure. 
Up to 5 reasons for closure can be selected. Once a reason is selected, the reason will 
appear on the right side of the line. Click the reason again to deselect the reason or click 
clear list at the top of the list.   
 
When Prospective Foster/Adoptive Parents are No Longer Interested 
 
The data base tracks prospective foster/adoptive dropping out at various times during the 
licensing process.  
 
Data for when a prospective foster/adoptive parent is no longer interested in pursuing 
licensure prior to attending an orientation is captured under the Inquiry tab on the 
Foster/Adoptive Parent Inquiry screen.  
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Once the prospective foster/adoptive parent is no longer interested, the worker will no 
longer receive reminders for follow up.  
 
Data for when a prospective foster/adoptive parent is no longer interested in pursuing 
licensure, but has attended an orientation is captured under the Certification tab on the 
Certification Process screen.  
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Once the prospective foster/adoptive parent is no longer interested, the worker will no 
longer receive reminders for follow up.  
 
Data for when a prospective foster/adoptive parent is no longer interested in pursuing 
licensure, but has submitted an application and is currently enrolled is captured under the 
Licensed tab on the Licensed Foster/Adoptive Home screen.  
 

 
 
Once the prospective foster/adoptive parent is no longer interested, the worker will no 
longer receive reminders for follow up.  
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Entering Existing Foster Parents 
 
After selecting Foster/Adoptive Parent Information from the FAMCARE menu, type in 
the name of the current foster parent and press search.  Do not select an agency.   

 
 
If no records are found, click Add. This will open a new screen: Foster/Adoptive Parent 
Inquiry. 
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Complete all fields in the Agency Information section and Foster/Adoptive Parent 
section. Check the Existing Foster Parent box. This will allow the worker to bypass the 
rest of the sections. Click the Licensed tab and complete entering data into the Licensing, 
Child Demographics for the Foster Home, Child in Home Not Foster, Substitute 
Caregiver, and Name of Foster Children sections.  
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Entering Training Events 
 
PRIDE training can be tracked during the licensing process and continuing 
education/training can be tracked after the foster parent becomes licensed.  
 

 
 
To add training, click the Training Events tab. To enter orientation and PRIDE training 
sessions, click Add under PRIDE training. Clicking Add will open a new screen: PRIDE 
Training. 
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Enter the attendees names. Choose the sessions attended and the length of time for the 
training. Then choose the agency presenting the PRIDE training.  
 
To enter continuing education/training, click Add under Other Training. Clicking Add 
will open a new screen: Other Training. 
 

 
Complete all fields. For Name of Training, select the topic the training is covering and 
use the text box to type in the name of the training. 
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Entering Contacts 
 
To enter contacts, click the Contacts Tab and click Add.  
 

 
Clicking Add will open a new screen: Foster/Adoptive Parent Contact.  
 

 
 
All fields need to be completed. However, Location of Contact is only completed when a 
face to face contact is made.  



Product of the Bureau of Child Welfare/June 2012                                                       42 
 

 
MARE, Adoption Navigator, and Foster Care Navigator Inquiries 
 
MARE staff, Adoption Navigators, and Foster Care Navigators follow the same 
procedure for entering a new foster/adoptive inquiry. Adoption Navigators and Foster 
Care Navigators will have access to all inquiries to provide support and guidance to 
prospective foster and adoptive parents. Foster Care Navigators will provide support and 
assistance through the licensing process and through the first foster child placement.  
 
Adoption Navigators will provide support and assistance until the adoption is completed. 
Adoption Navigators will need to complete the MARE Use Only section on the 
Foster/Adoptive Parent Inquiry screen. 
 

 
 
Adoption Navigators will assist prospective adoptive parents in choosing an agency. 
Even after the inquiry chooses an adoption agency, Adoption Navigators need to continue 
to monitor the inquiry for support.  
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Special Investigations 
 
Special Investigations are tracked under the Special Investigations tab. To add a special 
investigation, click Add.  
 

 
 
Clicking Add will open a new screen: Foster/Adoptive Special Investigation. 
 

 
 
Click Add to enter alleged rule violations. Clicking Add will open a new screen: 
Foster/Adoption Special Investigation Rules Violation. Click Click Here to Select a Rule. 
A new screen will open with all licensing rules. Choose the alleged licensing rule 
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violation. Only one rule can be selected at a time. Additional alleged rule violations can 
be selected by clicking Add on the Foster/Adoptive Special Investigation screen.  
 

 
 
After the special investigation is completed, click Edit, under the Investigation Details on 
the Special Investigations screen.  
 

 
 
Then click Edit under Rules Listing on the Foster/Adoptive Special Investigation screen. 
 

 
 
Then click if the foster family was found in compliance or non-compliance.  
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Transferring a Current Foster Home to a New Agency 
 
After all three parties, the foster parent, the transferring agency, and the accepting agency 
have agreed on the transfer, the transferring agency will change the agency in the foster 
parents’ case to the accepting agency.  
 

 
 
Once the tranferring agency has selected the accepting agency, the foster home 
information will only be seen by the accepting agency.  
 
The same process can be used for tranferring an inquiry or when a foster/adoptive parent 
chooses to change agencies during the licensing process.  
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