
C
en

tr
al

 O
ff

ic
e 

– 
Su

bs
id

iz
ed

 G
u

ar
d

ia
ns

h
ip

C
en

tr
al

 O
ff

ic
e 

– 
Su

bs
id

iz
ed

 G
u

ar
d

ia
ns

h
ip

FS
W

/S
u

p
e

rv
is

o
r

FS
W

/S
u

p
e

rv
is

o
r

DCFS – Subsidized Guardianship – v4.0 Last Updated:  04/29/2020

FSW/Sup initiates a 
request for 
subsidized 

guardianship

Start Process

Request Case # from 
FSW via email

Review IV-E 
eligibility in 

CHRIS

Verify length of 
placement

Child must be in 
approved relative/

fictive kin foster 
family home for 6 

months

Verify all  info is 
submitted and is in 
CHRIS,  and  review 

any placement 
concerns

Set up guardianship 
meeting & send 

packet to meeting 
members

Attendees:
- Adoption manager 
- 2 Assist directors
-  Program Administrator

Request packet from 
FSW

Conduct meeting, 
review packet and 
gather questions/

concerns

Respond to 
questions and 

concerns from the 
meeting

Prepare subsidy 
agreement for DCFS 

director signature

DCFS director signs 
Sub-guardianship 

agreement

Notify FSW,  scan 
and email 

agreement to FSW

Update Contact 
screen in CHRIS 

with Sub-
guardianship

Take agreement to 
family/fictive kin to 

review and sign

Email signed 
agreement to 

Central Office Sub-
guardianship Unit

Cen 
Off

Cen 
Off

Receive court order 
from FSW

Open new case 
in CHRIS for 

Guardianship & 
close FC case

Email Eligibility Unit 
with signed court 

order & signed 
agreement

Guardian takes 
add’l kids?

Assign Resource 
Worker as 
primary & 

Central Office as 
secondary

Assign Central 
Office as 
primary

Evaluate annually 
via letter & form to 

guardian for 
completion

Validate continued 
guardianship,  
immunizations, 
school report card, 
etc.

Review returned 
form and mail copy 

to court where 
guardianship was 

completed

Scan documents 
and  into 
EDUCTUS

Update CHRIS 
Contact screen 
notating form 
was received

End Process

Approved Sub-
guardianship 

request?

Prepare 335 form 
and send to FSW

No

End Process

Yes

Yes

No

Packet:
Home Study
CFS435, etc.,

Attend court hearing 
(see Guardianship 

Hearing) & receives 
court orders

Email court orders 
to Central Office 
Sub-guardianship 

Unit
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