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GEORGIA DIVISION OF FAMILY &8 CHILDREN SERVICES

Instructional Guide
Welcome Prospective Caregiver(s)!

In this packet, you will find the Initial Onboarding Forms for the Prospective Foster, Adoptive, or Kinship Care-giver.
These forms can be completed electronically for your convenience. However, you may also print and complete them
manually. Should you decide to complete the forms manually, we ask that you print legibly. You may also con-tact
your local Caregiver Recruitment and Retention Specialist (CRRS) to assist you when needed.

The following forms are attached to this instructional guide and must be returned to your CRRS or assigned Home
Assessor within 10 business days:

o Safety and Quality Standards Acknowledgment

e Financial Statement for Resource Parenting

o Caregiver Reference Form

o Caregiver Child Safety Agreement

e SAFE Questionnaire 1-must be printed and completed manually

* Caregiver Confidentiality & Privacy Standards Agreement

The Prospective Foster or Adoptive Parent Medical Evaluation Report, must be completed by your medical provider
and returned to your CRRS or assigned Home Assessor within 30 calendar days. If you have not had a physical
evalua-tion within the past 12 months, you must have an evaluation done by your medical provider to complete this
form.

The CRRS will contact you to discuss the onboarding paperwork and provide additional information regarding the
next steps, as well as answer any other questions. Upon completion, you may email the forms/documents back to the
CRRS, however several of the forms will require an original signature. For emailed packets original signatures will be
obtained at the next in-person visit.

Please see the attached verification checklist listing additional documents you must provide for the completion of the
family assessment.

We look forward to partnering with you.

Thank you for making the decision to change the BLUEPRINT of a child’s life and join us as we build a State of Hope!
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Prospective Caregiver Onboarding Pathway
Supplemental Verifications Checklist

The following forms, documents, and/or verifications must be submitted to your case
manager along with your onboarding packet:

Primary and Secondary Caregiver

e TB Test Results —(if not completed during medical exam)

e Drug Screen Results- (If not completed during medical exam)

e Up-to-date pertussis (Whooping cough) vaccination to care for infants*
(unless the immunization is contrary to your health as documented by a
licensed health care professional.)

e Up-to-date influenza (flu) vaccination to care for infants* and children
with special medical needs (unless the immunization is contrary to your
health as documented by a licensed health care professional.)

e Proof of Citizenship (ie, birth certificate, naturalization papers, US
Passport, Permanent Resident Alien Form/Green Card)

e Copy of your Driver’s License —must be provided when completing
fingerprints

Copy of Automobile Insurance

Marriage Certificate(s)/Divorce Decree(s)

Death Certificate(s) (if applicable)

Verification of Income

Copy of Lease or Verification of Mortgage

Copy of Water/Sewage Bill or Environmental Statement

Additional Verifications needed
e Pet Vaccination Record, if applicable

e Up-to date Immunization Records for household members under the age
of 18, if applicable

e Emergency Preparedness, Fire Safety and Evacuation Plan
List of emergency telephone numbers including poison control posted in
a prominent place in the home

*Infant is defined as a child 24 months and under
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GEORGIA DIVISION OF FAMILY &8 CHILDREN SERVICES

Instructions for signing DFCS forms

Fill out the form in its entirety, and when you get to the page that requires your signature...

Home  Tools Caregiver_Child_... ® O K @
©BEQA ©O0 17 KNOO® wn- K T 82
Search tools
60f7 Caregiver Child Safety Agreement (Rev 8/18) ™ Create PDF

f.‘Iﬁ Combine Files

&2 Edit POF

[ Export PDF
Attestation:

'{D Organize Pages
_ g below, you are acknowledging tha Bicy/department representative has review-
ed the safety information with you and that you agree to TOWg the expectations as discussed.

Send for Review

Comment

Primary Caregiver Signature: Date:

A Fill &Sign

x%  Adobe Sign
Secondary Caregiver Signature: Date:

IE Enhance Scans

O Protect
Agency/Department Representative Signature: Date:

)g’) More Tools

> >

Under the “Edit” dropdown menu, or “Acrobat Pro DC" dropdown menu, go to “Preferences”
OnaPC: On a Mac:

Adobe Acrobat Pro DC PV ol File Edit  View

About Adobe Acrobat Pro DC
File =[N View Window Help About Adobe Plug-Ins

Preferences...
I

Services

Hide Adobe Acrobat Pro DC  &H
Hide Others X 3#H

Quit Adobe Acrobat ProDC  3#Q
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Instructions for signing DFCS forms

In the Preferences window, scroll to “Slgnatures” in the left column and click.
Then click the "More” button under “ldentities & Trusted Certificates”
Click the "OK" button

Preferences

Categories:
Digital Signatures
Convert From PDF

Convert To PDF
Email Accounts

Creation & Appearance

» Control options for signature creation More...
Forms « Set the appearance of signatures within a document
Identity
Internet Verification
JavaScript
Language « Control how and when signatures are verified More...

Measuring (2D)
Measuring (3D)
Measuring (Geo) Identities & Trusted Certificates

Multimedia (legacy)
« Create and manage identities for signing

Multimedia Trust (legacy) « Manage credentials used to trust documents

Reading

Reviewing . g
Document Timestamping

Search

Security » Configure timestamp server settings More...

Security (Enhanced)

Spelling
Tracker
Trust Manager
Units & Guides
Updater

Cancel

Click the "Name" icon

s Digital IDs

Digital ID and Trusted Certificate Settings

e r-E F~ Export e Refresh & Remove ID
~ Issuer Storage Mechani... Expires

John D...c.com> John D...c.com> Digital ID File 2023.1...:37:27 Z

Roaming ID Accounts

> Pgltaibikles Henry...velL.com> Henry...vell.com> Digital ID File 2023.1...:36:40 Z
JohnDoe.p12 Steven...ell.com> Steven...el.com> Digital ID File 2023.0..:37:31Z

1, com.a..E61A com.ap..7BE61A Mac Ke...in Store 2014.0...:55:41 Z

HenrvWinkler.n12  com.a..FB1A  com.an..7BE61A Mac Ke...in Store  2014.0...:55:43 7
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Instructions for signing DFCS forms

Click the radio button for “A new digitial ID | want to create now” then click the “Next” button

Add or create a digital ID to sign and encrypt documents. The certificate that comes with your
digital ID is sent to others so that they can verify your signature. Add or create a digital ID using:

* My existing digital ID from:
* Afile
A roaming digital ID accessed via a server

A device connected to this computer

Onew digital ID | want to create now
Cancel @

Fill in the "Name" and "Email Address” fields. Click the “Next” button

Add Digital ID

Organizational Unit:
Organization Name:

Email Address

Country/Region: [T
Key Algorithm: 2048-bit RSA [
Use digital ID for: Digital Signatures and Data Encryption [ |

Cancel
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Instructions for signing DFCS forms

Fillin a password of your choice in both fields. Keep a record of it, because you'll need it
again shortly. Click the “Finish” button

Enter a file location and password for your new digital ID file. You will need the password when
you use the digital ID to sign or decrypt documents. You should make a note of the file location
so that you can copy this file for backup or other purposes. You can later change options for this
file using the Security Settings dialog.

File Name:

/Users/Sevell/Library/Application Support/Adobe/Acrobat/DC/Security/Johnath Browse...

Password:

Confirm Password:

Cancel < Back

You'll see your name. Click the "Close” button

® ) Digital ID and Trusted Certificate Settings
0 Dateibe i‘ _/ - R E ~ Export e Refresh & Remove ID
Roaming ID Account: ~ Name ~ Issuer Expires

Johnat...ail.com> Johnat...ail.com> 2023.1...:18:09 Z
v Digital ID Files

JohnathanK_Smit/

Keychain Digital IDs Johnathan K. Smith

PKCS#11 Modules ai Issued by: Johnathan K. Smith
i Valid from: 2018/10/11 14:18:09 -04'00'
Valid to: 2023/10/11 14:18:09 -04'00'

Intended usage: Digital Signature, Encrypt Document, Key Agreement
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Instructions for signing DFCS forms

Click the “Certificates” link in the right column. If you don't see the word “Certificates”...
Search for the word “Certificates” in the “search tools” field

Home Tools Caregiver_Child_... x & @ s @;

® B8R Q @ 7 AT AR MO @ wx% - B F B ¢ '] Share
60f7 Caregiver Child Safety Agreement (Rev 8/18) cate PDF

'f."a Combine Files

2 Edit POF

[ Export POF
Attestation:

(D Organize Pages
By signing below, you are acknowledging that the agency/department representative has review-

d the safety inftc ti ith d that to follow th tatic di d.
ed the safety information with you and that you agree to follow the expectations as discusse Serdilfor Review

Comment

Primary Caregiver Signature: Date:

A Fill&Sign

x&  Adobe Sign
Secondary Caregiver Signature: Date:

Iai Enhance Scans

O Protect
Agency/Department Representative Signature: Date:

/", More Tools

> >

When you see the word “Certificates” appear below the “search tools” bar, click it.

certificatesI

é{:p Certificates

£% Digitally Sign

Certificates
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Instructions for signing DFCS forms

Click the "Digitally Sign” link

000 = Caregiver_Child_Safety_Agreement_Forms_8_2108.pdf
Home Tools Caregiver_Child_... x

@EEO\ ® 7 /7 k@@@ns%vﬁv?

I Certificates

ﬁq Digitally Sign [%9 Time Stamp QQ Certify (Visible Signature) Q Cerl

Click on the Signature line, and follow the prompts.

Home Tools Caregiver_Child_... x - @ ‘ @g;

® B8 X Q @ 77 AR M O @ wms% -

s
<f
u
AN
&
H

£

Search tools

60f7 Caregiver Child Safety Agreement (Rev 8/18) ™ Create PDF

f.‘Iﬁ Combine Files

&2 Edit POF

[5 Export PDF
Attestation:

"‘D Organize Pages
By signi] t the agency/department representative has review-

safety information with you and that y« to follow the expectations as discussed.

Send for Review

Comment

Primary Caregiver Signature: Date!
A Fill &Sign
x% Adobe Sign
Secondary Caregiver Signature: Date:
ﬁi Enhance Scans
O Protect
Agency/Department Representative Signature: Date:
7% More Tools
4 >
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Instructions for signing DFCS forms

Click the button by your name. Click continue

Sign with a Digital ID X
Choose the Digital ID that you want to use for signing:
@ Johnathan K. Smith (Digital ID file) View Details
K Issued by: Johnathan K. Smith, Expires: 2023.10.11

©) ( Configure New Digital ID ) ( Cancel

Click the “Lock document after signing” box, type in your password. Click the “Sign” button.

O
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