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Adoption Assistance Program (AAP)

To provide guidelines for determination of Adoption Assistance Program (AAP)
benefits for adoptive families.

Approved

This revised policy was approved by Gary Taylor, Director of CFS, on August 17,
2010. Signature on file.

Background

AAP is a federal program which removes or reduces barriers to the adoption of
children who otherwise would remain in long term foster care. The program
provides necessary financial assistance to families who are willing and able to
assume parental responsibility for children but are prevented from doing so by
inadequate financial resources.

C

Purpose

O

Two major pieces of legislation defined AAP:
• Adoptions and Safe Families Act (ASFA) of 1997 aligned federal and state laws
as they relate to AAP
• Fostering Connections to Success and Increasing Adoptions Act of 2008
(Public Law 110-351) eliminated age related increases for AAP and detached
AAP from the income requirement for Title IV-E funding

Legal Mandates

Welfare and Institutions Code Section 16115.5 describes the legislative intent of
AAP.
Welfare and Institutions Code Section 16118 states that the county adoption
agency will be responsible for certifying that the child meets the eligibility
criteria for AAP and for determining the amount of financial assistance needed
by the child and adoptive family.
Welfare and Institutions Code Section16119 requires that the county adoption
agency provide detailed information to the adoptive family regarding AAP at the
time of application and at finalization of the adoption.
Welfare and Institutions Code Section16120 describes the eligibility criteria that
the child must meet to qualify for AAP.

Welfare and Institutions Code Section16121 states that the AAP cash benefit will
not exceed the amount received under Aid to Families with Dependent
Children—Foster Care (AFDC-FC) and eliminates any age related increases.
Welfare and Institutions Code Section16121.05 describes the circumstances
under which AAP payments will cease.
Welfare and Institutions Code Section 16125 states that children receiving AAP
are entitled to receive specialty mental health services.
California Code of Regulations, Title 22, Division 2, Section 35325 details the
County’s responsibility for administering an AAP program.
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California Code of Regulations, Title 22, Division 2, Section 35326 describes the
criteria for AAP eligibility.
California Code of Regulations, Title 22, Division 2, Section 35333 explains the
determination of amount and duration of AAP benefit for all children.
California Code of Regulations, Title 22, Division 2, Section 35334 explains the
determination of amount and duration of AAP benefit for a child in temporary
out-of-home placement.
California Code of Regulations, Title 22, Division 2, Section 35339 discusses the
deferral of AAP benefit.
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California Code of Regulations, Title 22, Division 2, Section 35343 details the
procedure for reassessment of the child’s needs.
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California Code of Regulations, Title 22, Division 2, Section 35351 states that the
AAP file will be kept separate from the adoption case record.
All County Letter 09-51 clarifies federal Title IV-E AAP requirements to ensure
compliance with federal law.
All County Letter 10-08 terminates age related increases for AAP and detaches
AAP from the income requirements of Title IV-E funding.
All County Letter 10-26 discusses the impact of California Alliance of Child and
Family Services v. Allenby, etal. on AAP rates.

Definitions

At risk of dependency: A family that is experiencing conditions that would
qualify as child abuse or neglect under the Child Abuse and Neglect Reporting
Act (CANRA).
Circumstances of the Family: A family’s ability to incorporate the child into
the household in relation to lifestyle, standard of living, and future plans and to
the overall capacity of the family to meet the immediate and future plans and
needs, including education, of the child.
Host County or State: The county or state where the child is placed.

Qualified Alien: An alien who is lawfully admitted for permanent residence
under various sections of the Immigration and Nationality Act (INA) including: An
asylee, a refugee, an individual who has been paroled into the U.S. for a period
of one year, an individual who has had his/her deportation withheld, and who
has been granted conditional entry. This definition also includes certain battered
immigrants.
Responsible County: The county that, at the time of adoptive placement,
would otherwise be responsible for payment under Cal-WORKs or AFDC-FC if the
child were not adopted.

POLICY

A.
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Responsibility for Children and Family Services (CFS) Adoption Program will certify that a child
AAP
meets eligibility criteria and determine the amount of financial assistance
Administration
needed by the child and the adopting family when:
CFS Adoption Program is responsible for the child.

–Or–
B.

The child has been relinquished to a private adoption agency. The
responsible county agency will be the county where the parent resides
when the relinquishment is signed.

Information regarding AAP will be provided to the adoptive family:
• At the time the adoption application is given to the prospective adoptive
parents, and
• Prior to finalization of the adoption decree

O

Disclosure to
Adoptive Family

C

Note: In the instance of a child relinquished to a private agency, CFS Adoption
Program will determine eligibility initially by considering whether the child was
“at risk of dependency” at the time of relinquishment.

AAP will be explained in writing and will detail:
A.

The difference between AAP and AFDC-FC

B.

Components of AAP including:
•
•
•
•

Cash benefit
Non-recurring adoption reimbursement
MediCal including mental health services
Federal and state tax credits

Criteria for AAP
Qualification

The child must meet multiple criteria to qualify for AAP.
A.

A child must meet all of the following special needs criteria to qualify for
AAP:
1.

There must be evidence in the dependency file that the child cannot
or should not be returned to the home of the parent(s). Evidence
may include a petition to terminate parental rights, a court order
terminating parental rights, a signed relinquishment, or a tribal
customary adoption order.

2.

A specific factor indicates that it is reasonable to conclude that the
child cannot be adopted without providing AAP payments. Per
Welfare and Institutions Code (WIC) §16120 (b)(1), such factors
include:

An effort must be made to place the child with appropriate adoptive
parents without providing adoption assistance unless it is not in the
best interest of the child. The requirement for this search will be
waived:
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3.
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• Race
• Child’s ethnic background
• Age (three years or older)
• Member of a sibling group
• Presence of a medical or behavioral condition in the parent’s
background that would adversely affect the development of the
child
• Color
• Language
• Child has a mental, physical, emotional, or medical disability that
has been certified by a licensed professional
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• When the child has developed significant emotional ties with
prospective adoptive parents while in the care of these persons as a
foster child
• When the child is placed with a relative due to the strong familial
ties inherent in this type of relationship

B.

In addition to meeting the special needs criteria identified above, the child
will also meet the eligibility requirements for Title IV-E funding. Due to the
implementation of Public Law 110-351, Title IV-E AAP eligibility based on
1996 Aid to Families with Dependent Children (AFDC) income requirement
is gradually being phased out. The phase out began October 1, 2009. The
1996 AFDC income requirement is being replaced with an eligibility
requirement based on the concept of “applicable child”.
1.

An applicable child is a child who:
• Meets the applicable age requirement (see Attachment 1)
anytime before the end of the Federal Fiscal Year (FFY), or
• Has been in foster care for at least 60 consecutive months, or
• Is a sibling of an applicable child, if both are placed in the same
prospective adoptive home, or
• Was 16 years or older before the end of the FFY 2010

2.

For an applicable child, effective October 1, 2009, one of four
eligibility requirements must be met to be AFDC eligible:
• The child is in the care of a public or private child placement
agency or Indian tribal organization and is subject to either one of
the following:
• An involuntary removal from home in accordance with
a judicial determination that continuation in the home
would be contrary to the welfare of the child
• A voluntary placement agreement or voluntary
relinquishment
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Note: There does not have to be a Title IV-E foster care
maintenance payment made on behalf of the applicable
child nor a judicial determination that continuation in
the home would be contrary to the welfare of the child
• The child has met all medical or disability eligibility requirements
for federal supplemental security income (SSI) benefits
• The child was residing in a foster family home or child care
institution with the child’s minor parent
• The child received AAP with respect to a prior adoption that
dissolved

3.

For a non-applicable child, one of the four eligibility requirements
must be met:

O
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• At the time the child was removed from the home, the child was
AFDC eligible in the home of removal. This is evidenced by a court
action where there is a judicial determination that to remain in the
home would be contrary to the child’s welfare. Only an official court
order is sufficient evidence of judicial determination
• A child may be eligible for “state only” funding if the
child was “at risk of dependency” at the time of
relinquishment or removal from the parent or relative.
The “at risk of dependency” finding must be
documented by the placing agency and certified by CFS
Adoption Program

• At least one Title IV-E foster care payment was made on behalf of
the child’s minor parent
• The child received AAP benefits with respect to a prior adoption,
the prior adoption dissolved, and the child is available for adoption
• Prior to finalization, the child met the requirements to receive
Federal Supplemental Security Income (SSI) benefits, as determined
and documented by the Social Security Administration

C.

The child must also meet all of the following requirements:
1.

United States (U.S.) Citizen or qualified alien:
If the child is placed with an unqualified alien, the child must be a
qualified alien or lived in the U.S. for five years if the child entered
the U.S. on or after August 22, 1996.
• Child is exempt from the five year residency requirement if:

• Child is placed with a U.S.Citizen or qualified alien, or
• The child is a member of an excepted group (refugees,
asylees, aliens whose deportation is withheld, veterans
and those on active duty (as well as the spouse and
unmarried dependent children of that person), Cuban or
Haitian entrants, and Amerasians from Vietnam
2.

Under age 18.

3.

The child is the responsibility of the adoptive parents pursuant to:

5.

b.

A final decree of adoption, and

c.

A signed Adoption Assistance Program (AAP) Agreement
(AD4320) was executed prior to finalization.

The child is receiving financial support from the adoptive parents
and they are legally responsible for the child.
The child is living in a home where the prospective adoptive parents
and any other adult living there have completed criminal
background checks.
Child is the subject of an agency adoption and was any of the
following:
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6.

An adoptive placement agreement, or
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4.

a.

Under the supervision of CFS as the subject of a Legal
Guardianship or a juvenile court dependency.

b.

Removed from the home of the adoptive parents due to the
court dismissing the adoption petition and returning the child
to the care of the adoption agency for subsequent
replacement.

O

a.

c.

An Indian child and the subject of an order of adoption based
on tribal customary adoption.

d.

Relinquished to a private or public agency and would
otherwise be at “risk of dependency.”

Determination of Once a child qualifies for AAP, the amount of cash benefit will be negotiated
Cash Benefit
between the CFS Adoption Program and the adoptive family. The amount of
cash benefit will be based on the needs of the child and the specific
circumstances of the adoptive family.
A.

A means test (i.e., review of adoptive family’s income) may not be used in
determining the AAP cash benefit, and the amount of cash benefit cannot
be reduced by income from any other source. This includes SSI or survivor
benefits.

1.

Reduction of cash benefit based on income the child receives from a
birth parent/relative or adoptive parent is prohibited.

2.

When a child has been determined to be eligible for Title IV-E AAP,
adoptive parents cannot be rejected for adoption assistance or
reduction in payments:
• Without their concurrence, or
• Because of their income, the child’s unearned income, or other
financial resources

The Applicant Senior Social Worker (SSW) will assess the child’s needs by:
1.

Direct observation of the child.

2.

Information contained in the child’s case file (e.g. birth, medical, and
psychological history, and other relevant assessments completed by
licensed professionals).

3.

4.

C.
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B.

Information contained in any specialized foster care increment
application.
Information provided by the adoptive parents.

The maximum AAP cash benefit will be:

For placements in Orange County, the state approved foster care
payment the child would have received had the child remained in
foster care.

C

1.

O

a.

b.

The AAP cash benefit is limited to the age related
state-approved foster care rate and any applicable
state-approved specialized care increment for which the child
is eligible.
Note: There are no age-related increases available for initial
agreements signed on or after January, 1, 2010.
A Foster Family Agency (FFA) treatment rate paid to a certified
home by the FFA will not be used in calculating the maximum
benefit.

2.

For placements outside of Orange County, the foster care rate
schedule (Orange County versus host county) which results in the
higher benefit.

3.

If the child has special needs requiring a special care increment, use
the special care rate schedule (Orange county versus host county or
state) which would result in the higher benefit.

4.

If the child is a California Regional Center (CRC) client receiving a
dual agency rate, the maximum AAP cash benefit for placements in
California would be the appropriate flat rate plus rate supplement
for the care the client requires. For Regional Center clients moving
outside California, the rate would remain the same.
Note: CRC will be responsible for securing services for the child’s
Individualized Family Service Plan (IFSP) or Individual Program Plan
(IPP).

A.

An adoptive parent may decline the receipt of AAP benefits in which case
CFS Adoption Program will encourage the adoptive parents to sign a
deferred Adoption Assistance Program (AAP) Agreement (AD 4320) prior
to adoption finalization. If the adoptive family does not sign a deferred
agreement, the child will not be able to access benefits in the future
should a need arise.

B.

The Adoption Assistance Program (AAP) Agreement (AD4320) will remain
in effect regardless of the family’s state of residence after the agreement
has been signed.

C.

The adoptive family is responsible for reporting changes in circumstances
that might negatively affect their ability to meet the identified needs of
the child.
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Deferred AAP
Agreement

The Adoption Assistance Program (AAP) Agreement (AD 4320) is negotiated
between the adoptive family and CFS Adoption Program.

The AAP benefit may be deferred by the adoptive parent(s) when the child has a
known condition which does not require current benefits but may require future
benefits. The condition will be indicated on the Adoption Assistance Program
(AAP) Agreement (AD4320) that is completed by the adoptive parent(s).

C

AAP Agreement

O

Reassessment of After the initial AAP agreement is negotiated, the AAP benefit is periodically
AAP Benefit
reassessed.
A.

The Reassessment Information-Adoption Assistance Program (AAP 3) will
be used to reassess the child’s needs and the family’s circumstances at
least every two years.
• A reassessment may occur sooner upon the request of the adoptive
parent(s) or if CFS Adoption Program learns that the current AAP benefit
may no longer be appropriate

B.

If an adoptive family does not submit a Reassessment
Information—Adoption Assistance Program (AAP 3), the AAP cash benefit
will continue at the same rate reflected on the last Payment
Instructions–Adoption Assistance Program (AAP 2).

C.

The AAP benefit continues unless one of the following occurs:
• Child has attained the age of 18 or 21
• Adoptive parents are no longer legally responsible for the support of the
child
• Adoptive parents are no longer providing support for the child

D.

Out-of-Home
Placement

AAP cash benefit will not be adjusted without the concurrence of the
adoptive parents unless the AAP cash benefit exceeds the maximum
amount allowed as detailed in the previous Policy section, “Determination
of Cash Benefit.”

Payment will be made on behalf of the child for group home or residential care
to resolve temporary mental or emotional problems that existed prior to
adoptive placement. The payment for out-of-home placement (from the
adoptive home) will not exceed the maximum state approved facility rate for
where the child is placed.
Note: For out–of-state placements, the appropriate rate is room, board, and
supervision for that facility not to exceed the California state approved facility
rate.
Resulting changes in payment amount due to out-of-home placement
require a new Adoption Assistance Program (AAP) Agreement (AD4320)
and concurrence of the adoptive parents.

B.

The adoptive parents will request that payment be made directly to the
out-of-home placement.

C.

Upon return to the adoptive home from out-of-home placement, a new
Adoption Assistance Program (AAP) Agreement (AD4320) will be signed
reflecting the cash benefit amount not to exceed the state approved
foster home rate, eligible Special Care Increment (SCI) rate, or dual
agency rate and any applicable supplemental rate.

D.

The maximum length of time that the child may remain placed in
out-of-home care in a group home or residential treatment is 18 months
per episode or incident. If the initial agreement was signed prior to
October, 1, 1992, then this limit does not apply.
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A.

Interstate
Adoption

E.

Out-of-home placement is contingent on the adoptive parents
participating in a plan to return the child to the adoptive home.

F.

If CFS Adoption Program approves the provision for wraparound services
in lieu of out-of-home placement, the AAP cash benefit will be limited to
that which would have been paid for the out-of-home placement. Under
wraparound, the adoptive family continues to receive their AAP cash
benefit amount equivalent to the applicable state approved foster home
rate, and the remaining cash benefit is paid directly to the wraparound
fund to be distributed for services.

For a child placed or relinquished out-of-state, the public agency responsible for
administration of the child’s AAP will be determined as follows:
A.

When a child residing outside of California is relinquished to a private
agency in another state and placed with a prospective adoptive family in
California, the responsible public agency in the county in which the
prospective adoptive family resides will determine the child’s AAP
eligibility and enter into an adoption assistance agreement.

B.

The month in which the child turns 18 years old or, if CFS Adoption
Program has determined that the child has a mental or physical disability,
the month in which the child becomes 21 years old.

B.

CFS Adoption Program determines that the adoptive parents are no longer
legally responsible for the financial support of the child (e.g., the child
emancipates, gets married, etc.).

C.

CFS Adoption Program determines that the child is no longer receiving
financial support from the adoptive parents.

D.

AAP cash benefit exceeds that which would have been provided to a
licensed foster home.

E.

The adoptive parents voluntarily reduce or terminate AAP payments.

F.

The adopted child has extraordinary needs not anticipated at the time AAP
was negotiated.

Adoptive parent(s) will be offered a grievance review process as detailed in
“Notices and Appeals/Complaints” Policy section of CFS P&P Foster Care Rates
(H-0112).
Hard copy documents will be filed on the Adoption Assistance Program (AAP)
Acco (F063-25-1133) in accordance with CFS P&P Case Filing (E-0102). The AAP
Acco (F063-25-1133) will be kept in a separate file from the adoption case
record. Data entry will be completed in accordance with CWS/CMS Data Entry
Standards—Adoptive Placement and Finalization for the initial AAP application
and CWS/CMS Data Entry Standards—Adoption Assistance Program Changes,
Re-certifications, Terminations for all subsequent case activity.

O

Documentation

A.
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Appeals/
Complaints

CFS Adoption Program will continue providing AAP benefits unchanged until:

C

Termination or
Change in AAP
Benefit

When a child is relinquished to CFS Adoption Program, CFS Adoption
Program will determine the child’s eligibility and enter into an adoption
assistance agreement even if the child is later placed out-of-state.

REFERENCES

Attachments and Hyperlinks are provided below to access attachments to this P&P and any
CWS/CMS Data
CWS/CMS Data Entry Standards that are referenced.
Entry Standards
• CWS/CMS Data Entry Standards—Adoptive Placement and Finalization
• CWS/CMS Data Entry Standards—Adoption Assistance Program Changes,
Re-certifications, Terminations
• Attachment 1—“Applicable Child” Age Criteria

Hyperlinks

Users accessing this document by computer may create a direct connection to
the following references by clicking on them.
•
•
•
•

Other Sources

CFS P&P Case Filing (E-0102)
CFS P&P Wraparound Referral and Services (D-0511)
CFS P&P Placement Change Notification (K-0209)
CFS P&P Foster Care Rates (H-0112)

Other printed references include the following:
None.

Required forms listed below may be printed out and completed, or completed
online, and may be accessed by clicking on the link provided.
Form Name

Form Number

Request For Adoption Assistance Program Benefit

AAP 1

Payment Instructions–Adoption Assistance Program

AAP 2

Reassessment Information–Adoption Assistance Program

AAP 3

Eligibility Certification–Adoption Assistance Program

AAP 4

Adoption Assistance Program (AAP) Agreement

AD 4320

Determination of Federal AFDC-FC Eligibility

FC 3

Federal Eligibility Certification for Adoption Assistance
Program

FC 8

Income and Property Checklist for Federal Eligibility
Determination–Adoption Assistance Program

FC 10

Specialized Foster Care Request

F063-28-164

AAP Packet Request Memo

F063-25-631

AAP Benefits Continuation Request

F063-25-633

AAP Benefits Continuation Request

F063-25-633SP

AAP Benefits Continuation Request Cover Letter

F063-25-630

AAP Special Care Rate Request

F063-25-632

AAP Special Care Rate Request

F063-25-632SP

AAP Special Care Rate Request Cover Letter

Fo63-25-629

AAP Special Care Rate Request Cover Letter

F063-25-629SP

O

C

Online Forms
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REQUIRED FORMS

Hard Copy Forms Forms listed below must be completed in hard copy (including multi-copy NCR
forms). For reference purposes only, links are provided to view these hard
copy forms, where available.
Form Name

Form Number

AAP Reporting Responsibilities

(Eligibility Form)

Adoption Assistance Program Acco

F063-25-1133

CWS/CMS Forms

The following required forms may only be obtained in CWS/CMS. For reference
purposes only, links are provided to view these CWS/CMS forms, where
available.

Brochures

Form Name

Form Number

Placement Information Change

F063-28-301

Brochures to distribute in conjunction with this procedure include:
Brochure Name

Brochure Number

None.

Required Actions—
Initial Request–AAP
Basic Rate or
MediCal Only

The following steps will be taken when completing an initial request for AAP
benefit equal to the foster care basic rate or for MediCal only.

Staff
Responsible

Step

Applicant SSW

1.

Required Action

Request that adoptive family complete and return Request for
Adoption Assistance Program Benefit (AAP 1).
Send AAP Packet Request Memo (F063-25-631) to the Intake
Eligibility Technician (ET).
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2.

3.

In response to step 2, complete and send Applicant SSW the
following forms:
a.

Eligibility Certification–Adoption Assistance Program (AAP 4).

b.

Determination of Federal AFDC-FC Eligibility (FC 3).

c.

Federal Eligibility Certification for Adoption Assistance
Program (FC 8).

d.

Income and Property Checklist for Federal Eligibility
Determination–Adoption Assistance Program (FC 10).

e.

Payment Instructions–Adoption Assistance Program (AAP 2).

O

Intake ET
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PROCEDURE

Applicant SSW

4.

Complete and sign forms received in step 3, and file on the AAP
Acco.

5.

Complete Adoption Assistance Program Agreement (AD 4320).

6.

At adoption placement signing, have adoptive parent(s) sign the
following documents:

• Adoption Assistance Program Agreement (AD 4320)
• AAP Reporting Responsibilities

Adoption SSSS

File signed copy of Adoption Assistance Program Agreement (AD
4320) on the AAP Acco and send the AAP Acco plus applicant file
to the Applicant Unit Clerk. Send original AAP Reporting
Responsibilities to the Intake ET.

8.

Contact Placement Change Hotline per CFS P&P Placement
Change Notification (K-0209).

9.

Upon receipt of AAP Acco and applicant file, file Placement
Information Change (F063-28-301) per CFS P&P Placement
Change Notification (K-0209).

10.

Enter AAP cash benefit information per CWS/CMS Data Entry
Standards—Adoptive Placement and Finalization. Send the AAP
Acco and applicant file to the Adoption SSSS.

11.

12.

13.

Initial approval on Payment Instructions–Adoption Assistance
Program (AAP 2) and Adoption Presentation /Placement Summary
(F063-18-121).
Review AAP documents and initial Payment Instructions–Adoption
Assistance Program (AAP 2). Send AAP Acco and applicant file to
the AAP Information Processing Technician (IPT) immediately.
Make copy of the AAP Acco and send copy to the Intake ET. Return
applicant file with AAP Acco to the Applicant SSW.

C

AAP IPT
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Applicant Unit
Clerk

7.

The following steps will be taken when completing an initial request for AAP
cash benefit that equals a rate with a specialized care increment (SCI).

O

Required Actions—
Initial
Request-Specialized
Care Increment
Staff
Responsible

Step

Required Action

Applicant SSW

1.

Complete steps 1–4 as detailed in the basic rate procedure.

2.

Request the approved Specialized Foster Care Request
(F063-28-164) along with supporting documentation from the
assigned SSW, per CFS P&P Foster Care Rates (H-0112). Request
the assigned SSW forward directly to the AAP SSSS.

AAP SSSS

3.

Review and initial Specialized Foster Care Request (F063-28-164)
and forward to the Adoption Program Manager (PM).

Adoption PM

4.

Review, initial, and return the Specialized Foster Care Request
(F063-28-164) with supporting documents to the AAP SSSS.

AAP SSSS

5.

Forward the Specialized Foster Care Request (F063-28-164) with
supporting documents to the assigned SSW.

Assigned SSW

6.

Forward a copy of the Specialized Foster Care Request
(F063-28-164) with supporting documents to the Applicant SSW.

Applicant SSW

7.

File a copy of Specialized Foster Care Request (F063-28-164) with
supporting documents on the AAP Acco. Complete steps 5–13 in
the Basic Rate Procedure section above.

Required Actions—
Reassessment

The following steps will be completed when doing a reassessment of an
adoptive family’s AAP benefit.
Step

Required Action

AAP ET

1.

Send Reassessment Information–Adoption Assistance Program
(AAP 3) and AAP Reporting Responsibilities to the family 60 days
prior to reassessment date.

2.

Pull orange AAP file and combine with documents received in step
2. Send to the assigned AAP SSW.

4.

Review orange AAP file and process per checked box on the
Reassessment Information–Adoption Assistance Program (AAP 3).

5.

If increase is requested, send AAP Special Care Rate Request
Cover letter (F063-25-629) and AAP Special Care Request
(F063-25-632) to adoptive parent(s).

6.

Review documents returned by the adoptive parent(s) and:

O

AAP SSW

3.

Upon receipt of signed documents from step 1, prepare the
Payment Instructions–Adoption Assistance Program (AAP 2) with
demographic information completed and attach to the
Reassessment Information–Adoption Assistance Program (AAP 3).
Forward both documents to the AAP IPT. Note: If the signed
documents from step 1 are not received by the 15th of the
reassessment due month, the ET will send only the AAP2 (without
AAP3) to the AAP IPT.

C

AAP IPT
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Staff
Responsible

• Assess for appropriateness of proposed increase
• Complete SCI request per steps 3–4 in the SCI Procedure
section above
• Return to AAP SSW

AAP IPT

7.

For both basic and SCI rates, forward the orange AAP file along
with the new Payment Instructions–Adoption Assistance Program
(AAP 2) to the AAP IPT for further processing.

8.

Upon receipt of the orange AAP file, for changes in amount,
prepare and send Adoption Assistance Program Agreement (AD
4320) to adoptive parent(s). Hold Payment Instructions–Adoption
Assistance Program (AAP 2) pending return of Adoption Assistance
Program Agreement (AD 4320).

Required Actions—
Dual Agency Rate

9.

Receive Adoption Assistance Program Agreement (AD 4320) from
adoptive parents. Copy the Payment Instructions–Adoption
Assistance Program (AAP 2) sent to Intake ET.

10.

Enter new AAP benefit data per CWS/CMS Data Entry
Standards—Adoption Assistance Program Changes,
Re-Certifications, Terminations.

11.

Send the orange AAP file back to assigned AAP SSW.

The following steps will be completed when processing an initial AAP
application for a child with a dual agency rate.
Step

Required Action

Applicant SSW

1.

Complete steps 1–4 as detailed in the Basic Rate Procedure
section above.

Assigned SSW

2.

AAP SSSS

3.

Adoption PM

4.

SS
A

Staff
Responsible

Complete dual agency paperwork per CFS P&P Foster Care Rates
(H-0112) and forward to the AAP SSSS.
Review Regional Center letter, dual agency rate forms,
documentation and initial approval on Specialized Foster Care
Request (F063-28-164). Forward to the Adoption PM.

C

Review, initial, and return the Specialized Foster Care Request
(F063-28-164) with supporting documents to the AAP SSSS.

5.

Forward Regional Center letter, dual agency rate forms, and
documentation to the assigned SSW.

Assigned SSW

6.

Send copies of Regional Center letter, dual agency rate forms, and
documentation to the Applicant SSW.

Applicant SSW

7.

Complete Assistance Program Agreement (AD 4320). For child
under age three years, rate shown on Adoption Assistance
Program Agreement (AD 4320) will be split between the dual
agency rate and the basic rate.

8.

Attach Regional Center letter, dual agency rate forms,
documentation, and all AAP forms to the AAP Acco.

9.

Proceed according to steps 5–13 of the Basic Rate Procedure
section above.

O

AAP SSSS

Required Actions—
The following steps will be completed when processing a request for AAP
Continuation Past 18th past the child’s 18th birthday.
Birthday
Staff
Responsible

Step

Required Action

1.

Complete steps 1–2 per the Reassessment Procedure section
above.

AAP IPT

2.

Pull the orange AAP file and combine with documents received in
step 1. Send to the assigned AAP SSW.

AAP SSW

3.

Receive reassessment packet with orange AAP file from AAP IPT.
Review of Reassessment Information–Adoption Assistance
Program (AAP 3) indicates that box 2 is checked.

4.

Send AAP Benefits Continuation Request (F063-25-633) along with
the AAP Benefits Continuation Request Cover letter (F063-25-630)
to adoptive parent(s) requesting completion and attachment of
supporting professional documentation.

5.

Review existing Payment Instructions–Adoption Assistance
Program (AAP 2) to ensure that payment is terminated at month
of 18th birthday to prevent overpayment.

6.

SS
A

AAP ET

Review documentation received from adoptive parent(s) and write
memo to AAP SSSS recommending approval or denial of
continuation of AAP. Attach memo to new Payment
Instructions–Adoption Assistance Program (AAP 2) and Adoption
Assistance Program Agreement (AD 4320). Forward memo with
all documentation to the AAP SSSS.

7.

Review memo with supporting documentation, approve, and
return to the AAP IPT for further processing. Initial the Payment
Instructions–Adoption Assistance Program (AAP 2) if approval
given.

O

AAP SSSS

C

Note: Payment Instructions–Adoption Assistance Program (AAP 2)
and Adoption Assistance Program Agreement (AD 4320) will be
completed with a reassessment date of one year to avoid
overpayments.

AAP IPT

8.

Complete steps 8–11 of the Reassessment Procedure section
above.

Required Actions—
The following steps will be completed when requesting wraparound services.
Wraparound Services
Staff
Responsible

Step

Required Action

AAP SSW

1.

In response to inquiry from adoptive parent(s) regarding
Wraparound services, send brochure with disclosure/consent form
per CFS P&P Wraparound Referral and Services (D-0511).

2.

Receive Disclosure/consent form from adoptive parent(s). Contact
adoptive parent(s) to determine if adoptee meets “at risk of
out-of-home placement.”

3.

Discuss with Wraparound SSSS to confirm that adoptee meets “at
risk of out-of-home placement.”

Wraparound SSSS 4.

Send Wraparound referral package of forms to the AAP SSW per
CFS P&P Wraparound Referral and Services (D-0511).

AAP SSW

5.

Complete referral forms package and sign “consent to
participate.” Forward referral package to AAP SSSS for review and
approval.

AAP SSSS

6.

Approve Wraparound referral forms package and participation
agreement. Forward Wraparound referral package to Wraparound
Services.

AAP SSW

7.

Receive notice of first Wraparound meeting with adoptive family.
Complete Payment Instructions–Adoption Assistance Program
(AAP 2) with payee as Wraparound team. Send to AAP IPT.

8.

AAP IPT

Send copy of Payment Instructions–Adoption Assistance Program
(AAP 2) to Intake ET upon receipt of AD 4320. File Adoption
Assistance Program Agreement (AD 4320) and Payment
Instructions–Adoption Assistance Program (AAP 2) on the AAP Acco.
Place AAP Acco in the orange AAP file.
Enter Wraparound benefits information per CWS/CMS Data Entry
Standards—Adoption Assistance Program–Changes,
Recertifications, Terminations.

C

9.

SS
A

Complete Adoption Assistance Program Agreement (AD 4320) and
leave amount blank. Write on bottom of front page of Adoption
Assistance Program Agreement (AD 4320), “Child enrolled in
Wraparound services.” Send to adoptive parent(s).

10.

The following steps will be completed when requesting out-of- home
placement.

O

Required Actions—
Out-of-Home
Placement

Send the orange AAP file to the assigned AAP SSW.

Staff
Responsible

Step

Required Action

AAP SSW

1.

Answer request from family by sending letter detailing websites
which list eligible treatment facilities available for potential
placement and requirements for placement.

2.

Inform family that letters from professionals (i.e., psychiatrist,
treating therapist) recommending residential treatment are
required as supporting documentation.

3.

Review documentation received and write memo to AAP SSSS
recommending approval/denial.

4.

Request the following documents from the selected treatment
facility:

• Copy of license
• Document showing that facility is a registered 501(c)(3)
non-profit
• Rate letter breaking down rate by room, board, and supervision
• Letter should also state that they are Title IV-E
eligible
5.

Place documents from steps 3–4 in folder with memo on top.
Forward to AAP SSSS.

AAP SSSS

6.

Review and approve/deny treatment request. Forward to Adoption
PM.

Adoption PM

7.

Review and approve/deny treatment request. Forward to Deputy
Director-Planning and Permanency Services.

9.

AAP SSW

10.

Notify family of treatment decision. Send family new Adoption
Assistance Program Agreement (AD 4320) for signature and return.
Prepare new Payment Instructions–Adoption Assistance Program
(AAP 2) and write on bottom of document that group home has
been notified of AAP Group Home Payment Process. Place all
documentation and approvals on the AAP Acco. Forward file and
Acco to AAP IPT.

11.

Send copy of Payment Instructions–Adoption Assistance Program
(AAP 2) to the Intake ET upon receipt of AD4320. File Adoption
Assistance Program Agreement (AD 4320) and Payment
Instructions–Adoption Assistance Program (AAP 2) on the AAP Acco.
Place the AAP Acco in the orange AAP file.

O

AAP IPT

Review and approve/deny treatment request. Return to AAP SSW.

C

CFS Director

Review and approve/deny treatment request. Forward to the
Children and Family Services Director.

SS
A

8.
Deputy
Director—Planning
and Permanency
Services

12.

Enter benefit information per CWS/CMS Data Entry
Standards—Adoption Assistance Program–Changes,
Recertification’s, Terminations.

13.

Send orange AAP file to the assigned AAP SSW.

