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5.   Inter Island Transfers 
 
5.0  PURPOSE: The following procedures apply to the inter-island transfer of 

CWS cases.  Cooperation between sections located on 
different islands is critical in the delivery of services to 
children and their families. In order to better serve the 
families when they move from one island to another, the 
following procedures were developed to prevent a delay or 
break in services. 

5.1 AUTHORITY: 
 

A. .
  

CFR 1340.14 (d - i) Investigations, institutional child 
abuse and neglect, emergency 
services, guardian ad Litem, 
prevention and treatment services, 
confidentiality 
 

B. . P.L. 105-89 Adoption and Safe Families Act of 
1997 
 

C.  P.L. 96-272 Adoption Assistance and Child 
Welfare Act (1980) 
 

D. .
  

CHAP 346-14 (1), 
HRS 

Establish and administer programs 
and standards, and adopt rules as 
deemed necessary for all public 
assistance programs 
 

E.  CHAP 350, HRS Child Abuse 
 

F.  CHAP 587, HRS Child Protective Act 
 

G.  CHAP 578, HRS Adoption 
 

H.  HAR 17-805 Adoption Services  
 

I.  HAR 17-920.1 Child Protective Services  
 

J.  HAR 17-945 Services to Children In or Needing 
Substitute Care 
 

K.  HAR 17-828 
replaced by 17-1617 

Foster Care Services to Children 
 

 

http://hawaii.gov/dhs/main/har/har_current/17-805.pdf
http://hawaii.gov/dhs/main/har/har_current/17-920.1.pdf
http://hawaii.gov/dhs/main/har/har_current/17-945.pdf
http://archive.jan2013.hawaii.gov/dhs/main/har/har_current/1617.pdf
http://archive.jan2013.hawaii.gov/dhs/main/har/har_current/1617.pdf
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5.2 GENERAL GUIDELINES 

It is the policy of the Branch that: 

If a family relocates to another section temporarily, their case must be 
assigned to a courtesy supervision worker in the section they will reside in 
for the duration of their stay. 

If a child is relocated to another section for treatment, or other reason, 
and the child is expected to return, the child must be assigned a courtesy 
supervision worker in the section they are receiving services in for the 
duration of their treatment. 

If a family or child permanently relocates in another location, their 
case/cases must be transferred to the location where they reside. 

For purposes of this section, inter-island transfers are defined as cases 
being transferred from Oahu to any neighbor island; any neighbor island 
transferring to Oahu or each other as well as transfers between East and 
West Hawaii Child Welfare Sections. 

A. For inter-section transfers, courtesy supervision or home study 
requests, each island/section will send the transfer or request 
directly to the geographic Section. 

 
B. When a case has court involvement, the department is to have only 

one assessment of the family that will be presented by the assigned 
CWS caseworker. 

 
1. The assessment and evaluation by the CWS caseworker 

having face-to-face contact with the child/family will have the 
greater weight in the decision making regarding the case 
direction unless the case situation indicates otherwise. 
 

2. If there are disagreements between the assigned CWS 
caseworker and the courtesy supervision CWS caseworker, the 
respective CWS unit supervisors are to be informed.  If a joint 
decision cannot be reached between the CWS unit supervisors, 
then the respective section administrators will make a 
decision. 

If the section administrators are unable to come to a decision, 
the Child Welfare Branch Administrator will become involved. 



Part III - Casework Services 

 

 
Casework Services: Section 5 Inter Island Transfers: Page:  3 

 

C. There will not be a change of venue request made by the sending 
CWS unit caseworker for families under court jurisdiction who 
RELOCATE to another island, until the receiving CWS unit 
caseworker has assessed the family situation and has determined 
that the family's move is permanent and that continued court 
involvement is necessary.  If the receiving CWS unit  caseworker 
assesses that the child is in a safe family home, the receiving CWS 
unit  caseworker will provide their assessment, recommendation and 
the reason for recommending court termination to the sending CWS 
unit who will review and  request court termination. 

The receiving unit has to agree to the change of venue.  (This does 
not apply to cases where the court, on their own, orders a change of 
venue.  When that happens, the sending CWS unit  caseworker 
needs to insure that the court order reflects that the change of 
venue was ordered over the objection of the department.) 

D. The level of services provided to a child or family will be consistent 
with departmental procedures, regardless of whether the case is 
active in court or receiving voluntary services.  All children and 
families in CWS cases are to be served equally. 
 

E. The case is to be assigned to the sending CWS unit, via the CPSS. 
The courtesy supervision CWS caseworker will enter a line of service 
on the CPSS, using screen 50, to indicate services being provided by 
another CWS unit. 

 
F. The assigned CWS unit will be responsible for all payments. 

 
G. Case recordings will be entered into the CPSS pursuant to 

procedures. Refer to Part III, Section 11, RECORD MAINTENANCE, 
DOCUMENTATION AND FILING. 

 
H. When case records are transferred, the case record will be filed 

pursuant to procedures and all the proper summaries and 
documents are to be in the case record. (Refer to Part III, Section 
11, RECORD MAINTENANCE, DOCUMENTATION AND FILING.) 

5.3 FAMILY MOVES TO ANOTHER ISLAND 

Families may move from island to island, but they need to be aware that if 
the family home is still considered unsafe for the child, that their CWS 
case will be serviced by a CWS caseworker in their new location. 

5.3.1  Non-Court cases 
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If the family is not known to court the CWS case record is to be 
sent, in total, to the new location for service.  The case record 
should be transferred within 10 days of the family's move.   

For non-emergency requests, the sending CWS caseworker needs to 
send an ICF with the dummy file; the sending unit can alert the new 
section of the family's move and that the ICF and case record will 
follow immediately.  When the case is assigned to a courtesy worker 
in the receiving section the receiving courtesy worker and the 
sending worker shall convene a case conference via teleconference 
to ensure a smooth transition for the family. 

For emergency situations, the sending unit can FAX the ICF request 
to the receiving unit with the dummy file to follow via mail. 

5.3.2  Court cases 

For court cases, the CWS caseworker needs to inform the court of 
the move prior to the actual move, if known; and as soon 
afterwards, when known.  The CWS caseworker is to notify the 
court, ONLY, in a letter. (See Part III, Section 6, LEGAL 
INTERVENTION.) 

Once the receiving CWS caseworker has assessed the family, as 
outlined in the General Guidelines, Section 5.2, and recommends, in 
writing via ICF, or email, and documents their recommendation for a 
change in venue in the CPSS log of contacts, the receiving CWS unit 
caseworker will provide the assessment, the recommendation and 
the reason for recommending a change in venue to the sending CWS 
caseworker who is then to request  the court for a change of venue. 

5.3.3  Additional responsibilities of sections 

In addition to the General Guidelines outlined in Section 5.2: 

A. The sending CWS section/unit shall: 
 

1. For courtesy supervision requests: Sending section/unit 
must create a dummy file and include the latest court 
report, family service plan and court order.  The dummy 
file can be FAX’d to the receiving section/unit for 
immediate information.   CPSS screens must be updated 
with the most current information. (CU22, CU24, CU28, 
CU40, CU42, CU50, and CU52) 
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2. Until there is an agreement to a change of venue, the 

sending CWS unit will be requesting courtesy 
supervision services and will retain the case record and 
all payment and case management responsibilities. 

 
3. Casework decisions will be between the ongoing CWS 

caseworker and the courtesy supervision CWS 
caseworker as outlined in Section 5.2. 

 
4. Once a change of venue is ordered and agreed to, the 

case record is to be sent to the receiving unit within 10 
working days of the court order. 

 
B. The receiving section/unit will: 

 
1. Ensure that the case is sent to the appropriate service 

unit. 
 

2. Review the dummy file (fax’d or sent) and provide 
services to the family within 72 hours of assignment. 

 
3. Enter into the CPSS, using the CA50 and CA52 screens, 

the name of the CWS caseworker who will provide 
courtesy supervision services.   The receiving unit will 
email the sending unit the name and phone # of the 
assigned receiving unit caseworker. 

 
4. Contact the family and provide monthly summaries of 

contacts on the CPSS, using the CA52 screen. 
 

5. Until there is a change in venue or the court closes the 
case, provide a quarterly progress report to the sending 
unit, using appropriate Safe Family Home Guidelines. 

5.4 REQUESTING A HOME STUDY 

5.4.1  Timelines 

A request for a home study for possible placement of a child in the 
home of a parent, relative, prospective foster parent, or prospective 
adoptive parent is to be made before placing the child. 

A home study must be requested immediately and the SW 
must inform the court and all parties when a child, who is 
under the placement responsibility of the department, visits 
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a home on another island/section for more than 10 days AND 
the intent is  to place the child in that home. 

All requests for an Oahu Child Specific license will be sent to 
the FHLU Section Administrator for assignment. 

NI requests for a Child Specific license will be sent to the SA 
of that island where the prospective child specific home 
resides. 

5.4.2  Responsibilities of sections 

In addition to the General Guidelines outlined in Section 5.2: 

A. The sending section shall: 
 

1. Email the receiving section to request a home study.  
Indicate in the email the plan regarding the child and 
the proposed placement.  Upon confirmation of receipt 
of the email the sending section must send the latest 
court report, family service plan, court order and other 
documents relevant to the placement.  

 
2. Upon confirmation that the home study has been 

completed and the home is approved and certified or 
licensed by the department or other authorized child 
placing organization, coordinate arrangements for the 
child's placement with the receiving section if the 
decision is to use the home. 

 
3. If the home is NOT approved, certified or licensed by the 

department or other authorized child placing 
organization, placement is not to be made.  If the 
child is already in the home for a visit and the home is 
subsequently not approved, certified or licensed by the 
department or other authorized child placing 
organization, the receiving section must inform the 
sending section immediately.  Upon notification, the 
sending section must coordinate the immediate return of 
the child.   

Note:  The receiving unit is responsible for the approval 
and certification of the home, the sending unit cannot 
override the decision regarding the appropriateness of 
the home. 
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If the placement is ordered by the Family Court and the 
home cannot be approved, certified or licensed by the 
department or other authorized child placing 
organization the sending section must file a motion for 
immediate review to inform the Court that the home is 
not appropriate or safe for the child.   
 
If the Court orders that the child shall remain in the 
home which cannot be approved, certified or licensed by 
the department or other authorized child placing 
organization, the Department’s concerns and objections 
must be stated for the record and included in the written 
order. 

4. Unless parental rights have been terminated or a legal 
guardianship has been awarded by the court, the child is 
still part of the parent's case record, regardless of where 
the child is placed.  The case record and case 
management responsibilities remain with the sending 
section until TPR is ordered by the court. 

Change of venue requests are not appropriate if parental 
rights have not been terminated and the family is still 
residing on the sending island/section with a goal of 
reunification. 

Once the child’s parental rights have terminated the 
sending unit must create a new case record for the child   
A change of venue can then be requested, if the 
receiving section agrees.  Follow the procedures in 
Section 5.2. 

If there is an award of legal guardianship and the legal 
guardian and the child permanently resides in another 
section the case should be transferred to the section in 
which the family resides, unless there is a circumstance 
that would indicate that maintaining the case in the 
sending section would be advantageous to the child and 
family. 

B. The receiving section shall: 
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1. Following the receipt of the email requesting transfer of 
a case; indicate on the CPSS, screen CA52, the name 
and phone number of the unit which will be conducting 
the home study. Send the request to the unit. 

 
2. The courtesy supervision CWS caseworker will make 

face-to-face contact with the family within 10 working 
days of assignment by the Unit Supervisor.  The 
courtesy supervision CWS caseworker will contact the 
sending worker to notify them of the assignment.  Upon 
contacting the family the assigned CWS caseworker will 
call or email the sending CWS caseworker and inform 
them of their preliminary assessment as soon as 
possible.  A written report, which has been reviewed 
and approved by the unit supervisor, is to be sent to 
the sending unit within 30 days of assignment of the 
home study. 

 
3. Ensure that the home (family) meets the licensing 

requirements of the department, including the criminal 
history requirements for all members of the family and 
other adults living in the home. 

 
4. Upon notification from the sending unit of the child's 

placement plans, coordinate placement and indicate in 
the CPSS, using screen CA52, if the case is to be 
reassigned to a different CWS unit and CWS caseworker 
for the courtesy supervision services for the child. 

 
5. Ensure that the licensing information and forms have 

been completed and submitted to the proper licensing 
unit.  The licensing unit is to enter the home into the 
Licensing Resource File and assign a FOS number to the 
home. 

 
6. Once the child is placed, the receiving unit will provide 

courtesy supervision services (as outlined in Section 
5.5(B)) until there is a change of venue or the case is 
closed. 

5.5 COURTESY SUPERVISION SERVICES FOR A CHILD IN PLACEMENT 

5.5.1  Request 

Courtesy supervision services are requested when: 1) the child 
(under the placement responsibility of the department) is being 



Part III - Casework Services 

 

 
Casework Services: Section 5 Inter Island Transfers: Page:  9 

 

placed in an approved foster home, adoptive home, group home, or 
treatment facility; 2) the child is moving with a resource family; or 
3) the child is having an extended visit for more than 60 days with a 
family in a different section. 

All requests pertaining to a sex abuse case goes to the OSCWSS. 

5.5.2  Responsibilities of sections 

In addition to the General Guidelines outlined in Section 5.2: 

A. The sending section shall: 
 

1. Email, FAX or send an ICF requesting courtesy 
supervision services to the receiving section with the 
latest court report, family service plan, court order and 
other relevant documents. Ensure that all applicable 
CPSS screens are updated. (CU22, CU24, CU28, CU40, 
CU42, CU50, and CU52.) 

 
2. Until there is a change of venue, the sending CWS unit 

will retain the case record and all payment and case 
management responsibilities. 

 
3. Casework decisions will be made by the ongoing CWS 

caseworker and the courtesy CWS caseworker as 
outlined in the General Guidelines in Section 5.2. 

 
4. Once a change of venue is ordered, the case record is to 

be sent to the receiving unit within 10 working days. 
 

B. The receiving section shall: 
 

1. Review the request, email the sending CWS caseworker 
informing the sending unit the name of the assigned 
receiving unit caseworker and contact the sending unit 
caseworker with any questions and concerns and 
provide services to the child within 72 hours of 
assignment. 

 
2. Enter into the CPSS, using the CA50 and CA52 screens, 

the name of the CWS caseworker who will provide 
courtesy supervision services. 

 
3. Contact the child and caregiver in accordance with CFSR 
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requirements.  Input information about the child and 
family situation on a monthly basis on the CPSS, using 
the CA52 screen. 

4. Immediately notify the sending CWS caseworker via 
telephone, with a follow up email if there are any 
concerns regarding the child or placement. 

5. Until there is a change of venue or the court closes the 
case, provide a quarterly progress report to the sending 
unit, using all applicable Safe Family Home Guidelines 
for inclusion into the 6 month periodic review or 12 
month permanency hearing.  

5.6 RESOURCE CAREGIVERS / PROSPECTIVE ADOPTIVE PARENTS 
WHO MOVE TO ANOTHER ISLAND 

This pertains to resource caregivers and prospective adoptive parents who 
relocate to another island without the child (who is under the placement 
responsibility of the department) but who want to continue providing 
foster care or who want to adopt. 

In addition to the General Guidelines outlined in Section 5.2: 

A. The sending section shall: 
 

1. Refer the resource caregivers/prospective adoptive parents to 
the appropriate (licensing or adoption) unit of the new 
section/island where they will be relocating to as soon as they 
arrive.  Inform via email or telephone call the appropriate 
licensing unit that the resource caregivers/prospective 
adoptive parents have been referred.   

 
2. Notify the appropriate unit via an email of the pending arrival 

of the family and the plans regarding the family and the child 
in question. Inform the receiving unit of any concerns or 
issues related to the resource caregivers/ prospective adoptive 
parents, if any. 

 
3. Have the licensing CWS caseworker, with access to the LRF, 

enter "Transfer Out Type”, “M” (for moved) in the license 
resource file for the family and enter the new CWS unit and 
CWS caseworker number on screen 1. 

4. Indicate in the resource home/adoptive home record that the 
family moved and transfer the case record within 10 working 
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days. 
 

B. The receiving unit shall: 

1. Upon contact from the resource caregiver/adoptive parent, 
make a home visit within 30 days to examine the physical 
facility as the home study from the previous section can be 
used to approve the home. 

 
2. If the foster home meets the licensing standards and can be 

approved, issue a new certificate for the remaining period of 
the original certificate. (For example, if the home was 
originally approved for 1/97 to 1/99 and the family moved in 
8/97; issue a new certificate for the home from 8/97 to 1/99). 

 
3. If the adoptive home can continue to be approved, log in the 

case record in the CPSS using the CA52 screen. 
 

4. If the home cannot be approved, inform the foster/prospective 
adoptive parent and terminate the foster home license and/or 
disapprove the prospective adoptive home for placement of 
the child. 
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