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DAYCARE PROVIDER CASE AND CPS ASSESSMENT ENTRY INTO FRAME 
 

Prior to adding a New Case, search FRAME for all employees. If the employee is known to the system 

under another case that is not related to the daycare on the report, DO NOT reopen that case. Example 

would be if an employee is registered in a case including their own children and family unit members. 

 

The daycare case information will be specific to the daycare with the exception of the employees address.  

 

Enter the daycare name as it displays on their license if known. 

 

 
 

Click Continue 

 

IMPORTANT NOTE: The family unit will consist of all employees working at the daycare that are 

included in the assessment or may be added into the assessment. The daycare children are NOT added to 

the family unit.  

 

Daycare children are added to the report as non-family members. 

 

 

 
 

 

MINIMUM INFORMATION THAT SHOULD BE OBTAINED FOR EMPLOYEES:  

 

• NAME OF OWNER/EMPLOYEE  

• THE PRIMARY ADDRESS FOR THE OWNER (NOT THE EMPLOYEES) IS THE DAYCARE CENTER ADDRESS 

• THE PRIMARY ADDRESS FOR THE EMPLOYEES (NOT THE OWNER) IS THE HOME ADDRESS  (This is for 

notifying them of the findings) 

• DATE OF BIRTH (Do not enter if unwilling to share) 
Note: The daycare licensure may be able 

to provide the information in RED for the 

employees if they are unwilling to share. 
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• SEX 

• Marital Status (Indicate Unknown if unwilling to share) 

• Race (Indicate Unable to determine if unwilling to share) 

• Hispanic (Indicate Unable to determine if unwilling to share) 

 

Update the Member Details screen for the Owner 

 

 
 

 

 

Update the Member Details screen for the employee as outlined in the following screen print. 

 

For the owner(s) 

only, enter the 

daycare address as 

the Primary Contact 

address. Address 

Type is Office. A 

county of Residence 

must be entered 

based on the address. 

 

The Secondary 

Contact will be the 

owner’s home 

address. 

 

 

 

The Case Addresses 

and Case Telephones 

will populate with the 

addition of each 

employee. Radio 

buttons can be 

selected accordingly. 
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Complete the Personal Details – select unknown or unable to determine if employee is unwilling to share 

 
 

Once all employees are registered, click continue 

 

If the home address of the 

employee was not entered 

into the Search Criteria, all 

address fields will be blank.  

 

The Primary Contact for 

employees (not an owner) is 

their home address. Select 

the Address Type as Home 

and enter the employee’s 

home address and County of 

Residence. 

To complete the 

Secondary Contact 

information, click the 

Secondary radio button 

for the daycare address. 

The Address Type and 

address will 

automatically populate. 

The telephone number 

is populated by 

selecting the Secondary 

telephone number 

specific to the daycare. 
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Add relationships for each employee to each other. In most cases the relationship will be OTHER. If it is 

known that any of the employees are related to one another, select the appropriate relationship.  

 

Example: Employee One is a cousin to Employee Three; which in turn makes Employee Three a Cousin to 

Employee one. Employee Two is not related to either Employee One or Three, therefore Other applies. 

 

NOTE: The relationship type is gender specific. The list displays according to the sex selected in the 

Member Details Screen. 

 

 
 

 

 

 

 
 

To add missing member information into this screen, click Edit under Action to update the record to go to 

the individual’s Member Details screen. Once the record is updated, the system will return to this screen to 

continue to the registration process. 

 

Once relationships have been updated, click Continue 

 

 

 

 

 

The relationship status will change 

from Edit to Add once information is 

entered 
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Options that may apply for Family Unit Structure are:  

Other Setting 

Non-relative caregiver household (includes non-relative foster care) 

Non-parent relative caregiver household (includes relative foster care)\ 

 

 
 

Select the daycare address as the primary address for the case and enter the phone number.  

 

Click Continue. 

 

An Add Role/Child Information screen will display for any employee that is under the age of 18.  

 

 

 

  

Complete the 

indicated fields. 

Unknown answers 

will automatically 

default. 

  

Set “In Household” 

to YES 

 

Set Family Unit 

Structure. See 

options below 

 

Select the daycare 

address for the 

Family Unit Address  

 

Enter the telephone 

number 
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This information is not applicable to the employee, therefore click Continue. 

 

 
 

Add School Information will also display, this information can be completed if known, but registration can 

be completed without it.  

 

 
 

Click Complete Registration – The Summary screen will display and all employees will display under the 

Family Unit Details. Additional employees can be added through Edit Family Unit.  

 

 
 

  



7 | P a g e  

 

ENTERING A DAYCARE CPS REPORT 

 

On the Summary Case Details screen, under the Intake tab, click Add CPS Report 

 

 
 

Add the CPS Report Details 

 

                               
 

 

 

 

 

The fields 

with an 

asterisk are 

required 

fields and 

must be 

completed 

prior to 

continuing to 

the next page 

The Reporter 

Details are not 

required, but if 

they have been 

provided on 

the SFN 960, 

they should be 

entered. 
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Completed CPS Report Details Screen 

 

 
 

Click Continue  

 

 
 

Add the day care children reported as victims in the report to the CPS report through the Add 

Nonfamily Individual function. 

 

 

 

 

Select the Suspected Maltreatment 

based on report.  

 

Enter the Incident Date as defined 

under the FRAME In System Help 

option 
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ADDING A NONFAMILY INDIVIDUAL 

 
  

SELECT THE APPROPRIATE ROLE/RESPONSIBILITY – THE DAYCARE CHILDREN WILL 

HAVE A ROLE OF OTHER 

 

 
 

ADDITIONAL EMPLOYEES THAT ARE FOUND TO BE PART OF THE ASSESSMENT WILL 

BE ADDED INTO THE FAMILY UNIT AND THEN SELECTED TO ADD TO ASSESSMENT 

 

Complete the dropdowns for the subject/victim, employment status, and public assistance. 

Employment status and public assistance can be completed and updated through the assessment.  

 

  

Enter the Contact 

Details information for 

the child – the only 

required field is the 

name. Please complete 

the additional 

information if 

available. 

Enter the Personal Details for the 

daycare child. Enter the information 

that is known at the time. If the Race 

or Hispanic cannot be confirmed, 

indicate Unable to Determine 
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COMPLETED PAGE 2 OF THE ADD CPS REPORT 

 

 
 

Click Update  

Note: once the report has been added to an assessment, only help desk can make changes to the 1st 

page of the report only. Changes cannot be made to the suspected maltreatments, or to the 

Individuals/Caregivers/Victims table as registered in the report. 

 

Completed CPS Report 

 
 

Click Assessment  
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Complete the CPS Assessment Details 

 
 

Option to Finish Later or Continue 

 

Continue will display the View CPS Assessment Screen 

 

Assessment Location dropdown:  

Child Care 

Home 

School 

Contact Made By dropdown:  

CPS Social Worker 

CW Social Worker 

Juvenile Court 

Law Enforcement 

Medical 

Military Family Advocacy  
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REMINDER: ADDITIONAL EMPLOYEES MUST BE REGISTERED INTO THE FAMILY 

UNIT! 

   

Add the new employee through the Edit Individuals/Caregivers/Victims function. The function to 

add additional family unit members will display. 

 

  
 

Click Add Family Unit Member and select the new member/employee.  

 

Documentation must contain 

scanned copies of all 960’s 

entered under Intake 
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Add additional daycare children through the Edit Individuals/Caregivers/Victims function under 

Add Nonfamily Individuals.  

 

Note: Employees added as Nonfamily Individuals will not have a role of Family Unit Member. 

 

Update the Subject/Victim, Employment Status and Public Assistance for the new employee 

 

Once assessment is completed, Add CPS Assessment Team Staffing/Decision 
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COMPLETE THE FOLLOWING PRIOR TO SUBMITTING TO THE REGIONAL OFFICE: 

• Edit Maltreatments for each child equal to the team staffing decision 

• Enter at least one Risk Factor for each employee 

• Enter at least one Service Outcome for each employee 

• Enter at least one Risk Factor and Services Outcome for the Assessment 

• Add an Assessment Initiated Log of Contact for the assessment 

 

A Date of Death must be entered for any child that is a victim of a Fatal Maltreatment and the 

maltreatment decision must be Yes-Services Required. 

 

Additional children listed in the assessment in which there is a Fatal Maltreatment that pulls forward from 

the CPS Report, must have a decision of No Service Required for the Fatal Maltreatment and no date of 

death is entered. 


