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Guardianship Assistance Program 

 

FAQ regarding the process after the application has been 

submitted to central office. 

 

Helpful hints 

 

*The local office does not close the child’s placement, medical 

or the provider record during this process. (See question 7).  

 

* The local office and central office coordinate the process 

together. This ensures the process is completed in a timely 

manner and limits delays in payment or medical card 

coverage for the child and family. 

 

1) Is the caseworker notified that the guardianship assistance 

application has been assigned to a coordinator? 

 

A) Yes. An e-mail is sent to the caseworker and the supervisor 

stating the case has been assigned, the date it was assigned, 

and the coordinator assigned. 

 

2)  Where in OR-Kids can I find the central office coordinator 

assigned to negotiate the guardianship assistance?  

 

A) On the active child’s case, (CPS, FSS or Pre-adoptive if the 

child is legally free), open the case by clicking on the left most 

icon (the manila folder icon).  Click on the icon next to 

“Assignment”. Under the hyperlink there will be a coordinator’s 

name and a date. The date is when the case was assigned to 

a coordinator.  There is also a note in case notes. 

 

3) Where does the coordinator record their contact with the 

guardian family? 

 

A) Contact with the family is recorded in the provider notes in 

the provider record.  To locate the information, search for the 
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provider record in OR-Kids.  Open the record by clicking on the 

handshake icon. Scroll down to the “Provider Notes” hyperlink. 

There will be one or more provider notes created by the 

coordinator documenting their contact with the family.   

 

4)  Guardianship assistance does not have a tracking page like 

adoption assistance. How can I find out when the agreements 

were sent to the family?  

  

A) The coordinator creates a provider note to document when 

the agreements have been sent to the family. See question 

three for instructions on locating the provider note. 

 

5) How will I know when central office receives the agreements 

from the family? 

 

A) Central office sends an e-mail notifying the caseworker and 

supervisor that the agreements have been received. The e-mail 

also instructs the local office to proceed to court to request 

finalization of the guardianship. Read the instructions in the e-

mail carefully. The memo gives specific wording that is required 

to be in the Order Establishing Guardianship.  A copy of the e-

mail is also saved in the file cabinet in the child’s active case. 

 

6) Is the process complete once the court orders the 

guardianship? 

 

A) No.  The local office should notify central office immediately 

after the hearing in which the Court orders the guardianship.  

When the written court order is received by the local office, the 

local office should immediately save the order in the file 

cabinet in the child’s active case and notify the central office 

coordinator that the order has been received and saved in the 

file cabinet. 

 

It is extremely important that the local office save the 

guardianship order in OR-Kids and then e-mail central office as 
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soon as it is received.  Since the guardianship payment is often 

less than the foster care payment, the guardian can have an 

overpayment in foster care dollars if there is a delay in central 

office receiving this information.  

 

7) When is the guardianship assistance service open and when 

does the payment begin? 

 

A) Central office will open the guardianship service, which may 

include the subsidy and/or medical coverage, and close the 

foster care placement concurrently. The effective date is the 

date of the court order.  This cannot be done until central 

office is notified by the local office that the court order is saved 

in the file cabinet of the child’s active case and the 

coordinator has reviewed the order for legal sufficiency. 

 

9) Is the level of care payment resulting from a CANS screening 

included in the guardianship subsidy? 

 

A)  Yes, unlike foster care, a child receiving a level of care 

payment does not receive a yearly CANS assessment. The 

payment remains the same unless the guardian agrees to a 

renegotiated amount of guardianship assistance.  

 

 

8)  Can a guardianship assistance application be submitted to 

central office when the child’s annual CANS assessment is due 

within the next 30 to 60 days? 

 

A)  Yes.  However, all CANS screenings must be completed 

before the guardianship assistance can be negotiated with the 

family. If there is a level of care being paid and the annual 

screening is within 60 days or less of renewal, please request the 

renewal occur as early as possible.   The level of care included 

in the guardianship assistance subsidy should accurately reflect 

the child’s level of functioning. 

 


