CCDF TRANSITION PLAN:
Community and Family and Children’s Bureau
	ACTIVITY
	PERSON RESPONSIBLE
	DUE DATE
	COMPLETION DATE
	

	Identify person responsible for the transition
	 
	     
	
	

	Secure office location for Regional offices
	
 
	 
	
	

	Establish a phone line, fax and internet connection
	
 
	 
	
	 

	Notify in writing to BCC site address(es), phone numbers, fax numbers and internet connection established
	


 
	 
	
	 

	Secure location in counties for face to face interviews
	
 
	 
	
	

	Significant Community Outreach: such as open houses, identifying community organizations in county and meeting with them
· Meet with DFR/IMPACT service providers
· Meet with local CCRR’s for each county (if applicable)
· Local CAP Agencies
	












 
	 
	
	

	Develop an internal policy and procedure manual for handling:
· Complaints
· Tracking complaints
· Appeals
· Call logs
· Waiting list procedure
· Provider changes
· Setting up appointments
· TANF/IMPACT referrals
· Open enrollments for large counties
· Open enrollments for small counties
· New hires
· Quality Assurance procedures
· Scanning procedures
· Maintaining AIS reports
· Notifications for recertifications
· Purging waiting list
· Tracking phone calls

	
 
	
 
	
	

	Determine equipment needs
	 
	 
	
	 

	Work with BCC and TCC to ensure appropriate software, phone line connections and internet connections are compatible with BCC hardware and databases. (data system testing)
	




 
	 
	
	

	Hire Staff
	 
	 
	
	

	Submit staffing plans for each county to BCC
	
 
	 
	
	

	CCDF Policy And Procedure Training
	
 
	 
	
	

	Scanning Training
	 
	 
	
	

	QA Training
	 
	 
	
	

	AIS training
	 
	 
	
	

	Transfer current family files to new Intake grantee. (including most current 805 and back up documentation)
	
	
	
	

	New Intake Grantee verifies current family files received from current Intake.
	
	
	
	

	In process families transferred from current Intake to new Intake
	 
	

 
	


	

	Complete inventory transfer forms 
	
 
	
 
	

	

	Transfer any equipment from current Intake to new Intake and obtain required signatures
	
 
	

 
	


	 

	One scanner w/ computer will stay with the outgoing Intake. Where will that location be?
	

 
	

 
	


	 

	When can all files be scanned into AIS?
	
 
	
 
	

	 

	Date to transfer last scanner?
	 
	 
	
	 

	Complete Hoosier Works inventory list and obtain required signatures
	

 
	


	


	 

	Transfer Hoosier Works cards from current Intake to new Intake
	

 
	

 
	


	



	Notification letter regarding changes will be sent to all active families and providers. (BCC must approve letter)
	

 
	 
	


	 .

	Notification letter regarding changes will be sent to the CCRR and DFR/IMPACT Service Provider
	

 
	 
	


	

 

	Meet with county DFR/IMPACT Service providers. Develop plan for IMPACT clients
	

 
	 

	
	 

	MOU/MOA signed with local CCRR’s and Agreement Centers 
	
 
	

 
	


	 .

	Identify recertification letters to be sent with new Intakes contact information and new Intake to complete those recertification appointments
	


 
	


 
	



	

	Obtain list of new Intake agents and roles for AIS usernames and passwords to be set up
	

 
	

 
	


	

	AIS changes to show new Intake contact information
	
 
	
 
	

	 

	Procedures for any documentation turned in to current Intake after the transition 
	

 
	

 
	
	 

	Procedure for routing calls to New Intake
	
	 
 
	 
	 

	Outgoing Intake needs to come up with a 30 day budget for 1 person to do close out, file transfer
	

 
	

 
	 
	

	Outgoing Intake sending out waitlist notices for purging.
	
 
	

	
	  

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



