RIFIS
Update 8/1/19

When transferring a case from one agency to another within the same
FCCP region:

Create a new [Agency Intake]
a. Use all original information from the initial intake (referral date, open date,
etc.)
b. Do not change primary worker name at this time on the FCCP open/close

page!

. [Close] the initial Agency Intake using the date the case was reassigned to the new
agency and FSCC.
a. Be sure that close disposition date matches close date
b. [Close Reason] = Transfer Primary Child to another agency within the
FCCP
c. State reason in [Other Close Reason] comment field below the close
reason field
d. [Save] Agency Intake

. All family record details should be created and affiliated with the new Agency Intake
from here forward (be sure to select the correct agency if your staff have access to
multiple agencies)

. Request RIFIS Support to delete the initial Agency Intake Open Disposition (to eliminate
the case showing up as a duplicate record in the Monthly Invoice report submitted for
billing to DCYF)

a. Note: All other documentation under the previous Agency Intake will be

preserved.

Once RIFIS.support@dcyf.ri.gov confirms request is complete, assign the new primary
worker using the FCCP open/close page and Primary Worker field. When you save, it
will populate in the new Agency Intake record.

*Note to supervisors: In order to prevent staff having to duplicate all documentation
created by the initial agency, you will need to approve and put in a request with RIFIS
Support for your FSCC'’s to have access to view documentation created by previous
partner agencies. This will ensure for a smooth transition for the family, as well as,
allow the receiving agency to view important details when taking over the family's case.

**2nd Note to supervisors: Steps are different when transferring a Primary Child/Youth
from one FCCP region to an entirely different FCCP region. Please inquire if you do not
have these instructions.
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