In summary, here are the four rules to build a genogram:

1. The male is always at the left of the family and the female is always at the right of
the family.

2. In the case of lack of information, assume a male-female relationship, rather than
male-male or female-female relationship.

3. A spouse must always be closer to his/her first partner, then the second partner
(if any), third partner, and so on...

4. The youngest child in the family starts on the right with the oldest ending on the
left.



Culturagram
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Family and Children’s Services Parent Locate Service Description

This position attempts to locate parents or relatives of children in foster care. The CFS
caseworker completes a pre-printed locate request form which provides the basic information, if
available, such as name, date of birth and social security number of the person they wish to
locate. Sometimes this information is very limited. | have had some cases in which the
caseworker did not even have access to the correct spelling of the person’s name. Upon receipt
of the form, | attempt to locate the person by searching the resources | have available. Some of
these resources would include:

State of Idaho, Department of Health and Welfare systems such as:
ICSES, EPICS & I-View

Department of Transportation

Department of Employment

Department of Corrections (for the appropriate State)
County Jails

ILETS

TransUnion Credit Bureau Trace

Experian Credit Bureau Trace

White Pages

Dexonline

ZABA Search

Human Services Agencies for the appropriate State
Postal verifications through the U.S. Postal Service

I will then follow up on any lead that is produced by any of the resources. Each step taken
throughout this process is documented on the locate request form and also narrated on any
associated ICSES cases.

Upon completion of the locate request, the locate request form is returned to the CFS
caseworker. Any new information is updated in ICSES.
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LOCATE REQUEST FORM

Instructions: Fill in all known information. More information will result in a more probable locate. Incomplete information
can help to identify non-custodial parents or extended family. (example: Birthplace, if the State is known, but not the city,
provide the State.)

CFS Use -
Date: CFS Staff Making Request:
Location: Phone:
Child’s Name:
DOB: Birthplace: SSN:
Mother’s Name:
Mother’s DOB: Birthplace: SSN:
Father’s Name:
Father’s DOB: Birthplace: SSN:
Is there a father listed on the child’s birth certificate? Yes[ ] No []
Were the father and mother married when child was conceived?  Yes[ | No [ ]
Is there an existing court order for this child? Yes[ ] No []
Is the person(s) you want to locate the non-custodial parent? Yes[ ] No []
Is the person(s) you want to locate a family member? Yes[ ] No []

(example: child’s Aunt/Uncle/Grandparent)
Notes:

Locate 1 - Person’s name to locate:
DOB: Birthplace: SSN:
Relationship to above listed child:
Last known address:
Last known employer:
When is the information needed (please give date):

Locate 2 - Person’s name to locate:
DOB: Birthplace: SSN:
Relationship to above listed child:
Last known address:
Last known employer:
When is the information needed (please give date):

69



Locate 3 - Person’s name to locate:
DOB: Birthplace: SSN:
Relationship to above listed child:
Last known address:
Last known employer:
When is the information needed (please give date):

Locate 4 - Person’s name to locate:
DOB: Birthplace: SSN:
Relationship to above listed child:

Last known address:
Last known employer:
When is the information needed (please give date):

Locate Unit Use -

Results:

Locate 1 -

Date: Staff Name: Tool Used: Result:
Date: Staff Name: Tool Used: Result:
Date: Staff Name: Tool Used: Result:
Date: Staff Name: Tool Used: Result:
Date: Staff Name: Tool Used: Result:
Locate 2 -

Date: Staff Name: Tool Used: Result:
Date: Staff Name: Tool Used: Result:
Date: Staff Name: Tool Used: Result:
Date: Staff Name: Tool Used: Result:
Date: Staff Name: Tool Used: Result:
Date: Staff Name: Tool Used: Result:
Locate 3 -

Date: Staff Name: Tool Used: Result:
Date: Staff Name: Tool Used: Result:
Date: Staff Name: Tool Used: Result:
Date: Staff Name: Tool Used: Result:
Date: Staff Name: Tool Used: Result:
Date: Staff Name: Tool Used: Result:

Locate 4 -



Appendix V
Civil Rights

MLK
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1.

HOW TO BE CIVIL AND RIGHT

You have the right to remain silent . . . Oops, wrong right! Civil
rights provide a different kind of protection. They guarantee that
you will not be illegally discriminated against because of who you
are or what you believe. Just like us, applicants, potential
applicants, and participants are protected from illegal
discrimination. Let's do a quick review to understand what is meant by client
"civil rights.”

There are Federal civil rights laws and policy that prohibit illegal discrimination in
programs and activities based on: (Circle a, b, or c¢)

a. Age, race, color, national origin, sex, disability, political beliefs, and
religion.
b. Color, race, sexual orientation, nationality, political beliefs, disability, age,

gender, religion, and marital or family status.
C. Disability, sex, race, age, color, religion, and national origin.
Which of the following types of interpretation does the Department use?
a over-the-phone
b. contract/on-call
c bi-lingual staff
d

all of the above

The Department will provide interpreter services to applicants, potential
applicants, and participants on a need-type basis at no cost to them.

"1 True 'l False
If a participant makes a written or verbal allegation of illegal discrimination, is the
worker or any other staff person permitted to resolve the issue without further

referral outside the field office or region?

[J Yes [l No
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Interpreters should only interpret what they think is relevant?

71 True 1 False
A participant makes the statement: "If | was a @#%#$* minority woman with six
kids you'd break your neck to help, but since I'm an unemployed white man, |
don't count for %*@(&#!” Is this an allegation of illegal discrimination?

[l Yes [1 No

As an employee of the Department, it is my responsibility to take direction for the
interpretation session from the interpreter?

71 True " False
A participant complains: "These aren't enough Food Stamps for my family. |
have a right to get enough to feed my family." Is this an allegation of illegal
discrimination?

1Yes "1 No

Under no circumstances can | use an untrained interpreter.

[J True [] False

10.Another participant has her Food Stamp (FS) benefits reduced because of an

11.

increase in her Social Security Income. She calls to ask why she is receiving so
few Food Stamps (FS). You explain the policy and offer to send a copy of it to
her. When she becomes more and more upset, you ask her if she is requesting
a fair hearing. She says, "There is no point in asking for a hearing since the
hearings officers are all on your side." She goes on to say, "Only young, healthy
folks get to keep their benefits. If you are old and disabled like me, you just get
your benefits taken away." She is not requesting a hearing so no further action is
required, right?

~ Right 1 Wrong

Where are the procedures for civil rights complaints from clients located in your
office?

12.1f an individual verbally alleges illegal discrimination but does not put it in writing,

what are you required to do?
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SCORE 10 POINTS FOR EACH CORRECT ANSWER

TOTAL SCORE:
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ANSWERS

1. The correct answer is "a". In accordance with federal law and U.S. Department
of Agriculture (USDA) and U.S. Department of Health and Human Services
(HHS) policy, the Department of Health and Welfare is prohibited from illegally
discriminating on the basis of race, color, national origin, sex, age, or disability.
Under the Food Stamp Act and USDA policy, illegal discrimination is prohibited
also on the basis of religion or political beliefs.

2. D. The interpreter you use will depend upon many things, including, the purpose
and desired outcome of the session, mode of communication that is required (in-
person versus over-the-phone), and the individual needs of each participant.

3. True.

4. No. Complaints alleging illegal discrimination must be forwarded to the
Department’s Civil Rights Manager, Division of Human Resources, 450 W. State
St., 10th Floor, Boise, Idaho 83720, within five (5) working days. Only the Civil
Rights Manager can review and/or dismiss an allegation of discrimination.

5. False. The interpreter is expected to provide a complete and accurate exchange
of the information and not add to, alter or omit any part of the message.

6. For sure! And on two (2) counts! Race includes "white" as well as all others.
And sex includes "male" as well as "female". It is not necessary for the client to
actually use the term "discrimination” in the allegation.

7. False. The interpreter takes direction for the conversation/interpretation from the
staff person(s) leading and/or facilitating the conversation.

8. No. This is not one of the protected groups covered under civil rights legislation.

9. False. You can provide helpful guidance and direction to an interpreter before
the start of the session. Also, check out the Division of Human Resources web
page for some helpful information on how to coach an interpreter. Or, call the
Civil Rights Manager for assistance on how to instruct an untrained interpreter.

10.Wrong. The validity of the reason for denial or reduction of benefits does not
affect an allegation of illegal discrimination. Denying or reducing benefits
because of increased income is supported by Food Stamp policy. If a client
alleges discrimination, even when policy supports the decision, there is still a
requirement to address the allegation and send the complaint to the
Department’s Civil Rights Manager.

11.These procedures, and other related information, can be accessed from the
Division of Human Resources web page. If you refer to printed documentation, it
is important to ensure that the material reflects what is currently posted to the
Department’s infonet.

12.You guessed it! You are required to put it in writing, then proceed as described
in #4 above.



Scoring
90 -120 You have the Right Stuff
60 -80 You have the Right of Way

Under 50 You have the right to remain silent

A special "thank you" to Carol Duby, Oregon Adult and
Family Services, and Ann Christiansen, USDA Food and

Nutrition Services, who developed the original civil rights
quiz.
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STATE OF IDAHO
DEPARTMENT OF HEALTH AND WELFARE

POLICY MEMORANDUM NO. 04-05 (Replaces No. 01-1)

PROCEDURE FOR CIVIL RIGHTS COMPLAINTS FROM CLIENTS

Client Civil Rights Complaint Form (English/Spanish)

PURPOSE:
To provide policy and procedure when clients and applicants for services file civil rights discrimination
complaints.

Statement of Policy:

The Idaho Department of Health and Welfare is committed to equal opportunity in the delivery of
program services to clients. Any client or applicant for services who feels excluded from participation in
or denied the benefits of services due to discrimination on the basis of race, color, national origin,
religion, sex, age, disability, or political beliefs may file a complaint with the Department within 180 days
after the alleged discriminatory action has taken place. (Not all prohibited bases apply to all programs.)
Complainant shall have the right to present evidence/respond to adverse action. Complaints may also be
filed with compliance agencies noted on the Client Civil Rights Complaint form, within 180 days of the
alleged discrimination.

Procedure: (Filing of Complaints)
1. Complaints may be filed with the Department verbally, in writing or by telephone.

2. The complaint will state the date, place and nature of the discriminatory action and will specify the
remedy sought by the complainant.

3. The complaint should be filed with: Civil Rights Manager, Division of Human Resources, Idaho
Department of Health and Welfare, Statehouse, Boise, ldaho 83720.

4. Complaints should be filed within 180 days after the alleged discriminatory action has taken place.
(This time limit may be extended by the Civil Rights Manager based on reasonable evidence that 180
days is not sufficient.)

5. The complaint may be filed by either the complainant or a designated representative. Complaints may
also be filed anonymously. Confidentiality will be protected to the extent possible in investigating the
complaint.

Responsibilities:
1. Within thirty (30) calendar days after receiving the complaint, the Civil Rights Manager will
investigate the incident and issue a written finding of whether or not evidence of discrimination was
found. The investigation may include, but will not be limited to, interviews with the complainant and
Department staff.

2. If discrimination is found, within thirty (30) days, the Civil Rights Manager, in cooperation with the
Division of Human Resources, will recommend and assist in correcting the alleged discriminatory action
in the operating unit and in prevention of future discriminatory action.
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http://infonetdhw/HR/civil_rights/cr_complaint_eng.pdf
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3. If the complainant does not agree with the findings of the Department, the complainant has thirty (30)
days to provide additional information to the Civil Rights Manager to facilitate further review of the
complaint. The complainant will be notified of the right to appeal the Department's conclusions to the
proper federal compliance agency.

4. No individual who has filed a complaint, testified, assisted or participated in any manner in the
investigation of a complaint shall be intimidated, coerced or otherwise discriminated against.

5. Records of all complaints and investigations filed under this procedure will be retained by the Civil
Rights Manager, in the Division of Human Resources, for a period of three (3) years, and shall be kept
confidential.

IMPLEMENTATION:
This policy shall become effective immediately.

ENFORCEMENT:
All employees of the Department are responsible for acting in accordance with this policy. Employees in
violation of this policy may be subject to disciplinary action.

Karl Kurtz
Director
(signed 10-20-04)

Go to: Policy Memo List Policies and Procedures Manual InfoNet Home Page
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NONDISCRIMINATION STATUTES
(Partial List)

Declaration of Independence in 1776, provides:
“We hold these truths to be self-evident, that all men are created equal, that among these are life,
liberty, and the pursuit of happiness.”

The Civil Rights Act of 1866, 42 U.S.C. 1981, provides:

“All persons within the jurisdiction of the United States shall have the same right ... to make and
enforce contracts, to sue, be partiers, give evidence, and to the full and equal benefit of all laws
and proceedings for the security of their persons and property as is enjoyed by white citizens,
and shall be subject to like punishments, pains, penalties, taxes, licenses, and exactions of every
kind, and to not other.” (Equal Rights)

14™ Amendment of 1868, provides:

“All persons born or naturalized in the U.S. ... are citizens ... nor shall any State deprive any
person of life, liberty, or property, without due process of law; nor deny to any person ... the
equal protections of the laws.”

The Civil Rights Act of 1870, 42 U.S.C. 1982, provides:

“All citizens of the United States shall have the same right, in every State and Territory, as is
enjoyed by white citizens thereof to inherit, purchase, lease, sell, hold, and convey real and
personal property.” (Property Rights)

The Civil Rights Act of 1871, 42 U.S.C. 1982, provides:

“Every person who, under color of any statute, ordinance, regulation, custom or usage, of any
State or Territory, subjects, or causes to be subjected, any citizen of the United States or other
person within the jurisdiction thereof to the deprivation of any rights, privileges or immunities
secured by the Constitution and laws, shall be liable to the party injured in an action at law, suit
in equity, or other proper proceeding for redress.” (Deprivation of Rights: Civil Action)

19™ Amendment of 1920, provides:
“The rights of citizens ... to vote shall not be denied or abridged ... on account of sex.”

Equal Pay Act of 1963, provides:
Prohibits sex-based differentials on jobs.

Title VI of the Civil Rights Act of 1964, provides:

As amended, “No person in the United States shall, on the ground of race, color, or national
origin, be excluded from participation in, be denied the benefits of, or be subjected to
discrimination under any program or activity receiving federal financial assistance.” (Protects
Clients from Discrimination in Federal Programs or Activities)

Title VI of the Civil Rights Act of 1964, provides:
As amended, prohibits employment discrimination based on race, color, religion, sex and
national origin. (Equal Employment Opportunity)
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Revised (02/08)

CLIENTS CIVIL RIGHTS COMPLAINT FORM

Date/Place (Street Address) discriminatory act took place:

Names and Titles of Department employee(s) involved:

Names, Addresses and Telephone Numbers of Witnesses:

Reason for the Alleged Discrimination:
Age Color Disability

National Origin Race Religion

Please describe what happened:

Sex

Political Beliefs

What action can the Department take to correct the problem?:

Name, Address and Telephone Number of Person Lodging Complaint;

Signature Date

83



Revised (02/08)

CLIENTS CIVIL RIGHTS COMPLAINT FORM

(Page 2)
NONDISCRIMINATION COVERED PROGRAMS
COMPLIANCE AGENCIES
USDA, Director, Office of Civil Rights All Food and Nutrition Programs, Food Stamps, WIC
1400 Independence Avenue, SW (Women, Infants, Children), etc.
Washington, DC 20250-9410
(800) 795-3272 (voice)
(202) 720-6382 (TTY), or
Office for Civil Rights, USDA
90 Seventh Street, Suite 10-100
San Francisco, CA 94103
1-888-271-5983 (voice)
1-800-735-2922 (TTY/TDD)
HHS, Director, Office for Civil Rights AFDC, Adoptions, Adult/Child Development, Child
Room 506-F Support Enforcement, Developmental Disabilities, Early
200 Independence Avenue, S.W. Periodic Screening and Detection (EPSDT), Health Care
Washington, D.C. 20201 Services, Nursing Homes, Hospitals and Institutions,
(202) 619-0403 (voice) Medical Assistance, Preventive Medicine, Social
(202) 619-3257 (TTY) Services, Substance Abuse, Block Grants, Foster Care,

Primary Health Clinic, WIN, Low Income Energy
Assistance Program, Community Service Block Grants

U.S. Department of Energy Weatherization Assistance Program
Seattle Regional Office

800 5™ Avenue, Ste. 3950

Seattle, WA 98104-3122
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Language Line Services (Revised 10/08)
Over-the-Phone Interpretation Service
Access Information

DIAL: 1-877-584-2544

Enter the following information, as appropriate, on your telephone keypad:

Organization Name and 6-digit client ID
Number: Identify the client ID Number assigned
to your division. When prompted by LLS, enter it
on your telephone keypad.

Access Code: Identify the Access Code which
best identifies the nature of your phone call. When
prompted by LLS, enter it on your telephone
keypad.

Division of Medicaid 11- Regional Medicaid Services
12- Central Office Medicaid
Client ID Number: 540036 33- EDS
Division of Behavioral Health 34- Administration
35- Adult Mental Health
Client ID Number: 540061 36- Children’s Mental Health
37- Substance Abuse
38- State Hospital North
39- State Hospital South
Division of Family and Community Services 13- Administration
14- Care Line
Client ID Number: 540032 15- Child Welfare
16- 211 After Hours (effective 4/25/07)
17- deactivated
18- Adult Developmental Disabilities
19- Children’s Developmental Disabilities
20- deactivated
21- Idaho State School and Hospital
22- deactivated
23- deactivated
Division of Welfare 24- Central Office (CO) — Child Support
25- Central Office — Benefits
Client ID Number: 540033 26- Field Offices (FO) — Child Support
27- Field Offices — Benefits
Division of Health 28- EMS Medicaid Reimbursement Authorization
29- EMS Communications Center
Client ID Number: 540034 30~ Vital Statistics
31- Health Miscellaneous
Indirect Services (including the Office of the 32- Indirect Services

Director, Regional Directors, Legal Services,
Management Services, Human Resources, and
Information and Technology Services)

Client ID Number: 540035

Any Door Navigation

Client ID Number: 540040

No access code required.
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OTHER IMMIGRATION NATIONAL RESOURCES:

_ Family Violence Prevention Fund - International & Immigration Division,
PH: 415.252.8900, FAX: 415.252.8991, 383 Rhode Island St., Ste. 304,
San Francisco, CA 94103-513

_ Immigration and Refugee Services of America, PH: 202.797.2105, 1717
Massachusetts Ave, NW, Ste 200, Washington, DC 20036.

_ Immigrant Legal Resource Center, PH: 415.255.9499, FAX:
415.255. 99792, 1663 Mission Street, Suite 602, San Francisco, CA 94103

_ Bridging Refugee Youth and Children's Services (BRYCS), PH: 202-541-
3232 or toll-free 1-888-572- 6500, www.brycs.org
U.S. Conference of Catholic Bishops, 3211 4th Street, NE, Washington,
DC 20017
5/12/2007 6
_ National Immigration Law Center, PH: 213.639.3900, 3435 Wilshire Blvd.,
Ste. 2850, Los Angeles, CA 90010.
_ Public Counsel Immigration Project, PH:213.385.2977, PO Box76900, Los
Angeles, CA 90076
_ Western Center for Law and Poverty, PH: 213.476.7211, Western Center
on Law & Poverty. 370! Wilshire Blvd., Suite 208, Los Angeles, CA 90010
www.wclp.org
_ Youth Law Center, PH: 415.543.3379, FAX: 415.956.9022, 417
Montgomery St, Ste 900, San Francisco, CA 94104
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