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WELCOME TO THE BRIDGES PROGRAM! 

On June 13, 2016, former Ohio Governor John Kasich signed into law Ohio House Bill 50 to extend Ohio’s 

Title IV-E foster care program to young adults who age out of foster care through their 21st birthday.  The 

law required the Ohio Department of Job and Family Services (ODJFS) to implement these changes, which 

is what led to the formation of the Bridges program. 

ODJFS administers and manages Bridges through a grant with the Child and Family Health Collaborative 

of Ohio (the Collaborative).  The Collaborative is a social enterprise of the Ohio Children’s Alliance, a 

statewide non-profit organization based in Columbus, Ohio. 

In partnership with ODJFS, the Collaborative and its statewide network of community provider agencies 

are committed to empowering Bridges Participants on their path to independence.  We recognize that 

quality providers and partners are key to improving the lives of Ohio’s young adults transitioning out of 

foster care.  Thank you for being a part of this team! 

ABOUT THE PROVIDER MANUAL 

This Provider Manual is intended for use by the Collaborative’s network of provider agencies – and their 

Liaisons and Supervisors – who are the backbone to Bridges.  The establishment of the Manual is set forth 

in the Bridges sub grant agreement that Bridges provider agencies hold with the Collaborative.  The 

Manual houses operational policies for Bridges.  The Manual also references other Bridges policies that 

have been established by ODJFS or the Ohio Administrative or Revised Code.  Since the Manual is revised 

from time to time, be sure to check the edition date on the front cover to make sure you are using the 

most current version. 
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INTRODUCTION TO BRIDGES 

The Bridges program provides direct services such as housing, case management and independent living 

skills to young adults who age out of foster care in Ohio.  These services are provided by trained Bridges 

Liaisons and Supervisors employed by Collaborative provider agencies.  Since Bridges is a statewide 

program, we are committed to ensuring that all Participants have access to the same level of benefits and 

services regardless of where they live or which agency employs their Bridges Liaison. 

Young adult participation in Bridges is voluntary, and young adults may apply to enroll (or re-enroll) in 

Bridges at any point before their 21st birthday.  The Collaborative strives to ensure that potentially eligible 

young adults are aware of Bridges and understand how to apply.   

The Collaborative and its provider agencies use the Ohio Statewide Automated Child Welfare Information 

System (SACWIS) as our case management database for Bridges.  The Collaborative provides monthly case 

rate payments to its provider agencies to reimburse them for the services they provide to Bridges 

Participants, as reflected in SACWIS.  The monthly case rate varies based upon a Participant’s housing type 

(i.e. apartment, college dorm) and the ‘service tier’ the Participant was classified in. 

In partnership with ODJFS and our network of provider agencies, the Collaborative is committed to the 
success of Bridges.  Our commitment is demonstrated by our collective hard work and in achieving 
improvement in Participant outcomes.  In the course of our work administering Bridges, we agree to 
pursue the following Bridges program goals: 

1. Include young adults as active Participants in the development of their “life plan.” Young adults 
are used as an expert resource during their involvement with Bridges.  

2. Encourage young adults to have and maintain employment that meets their financial needs.  
3. Promote an educational foundation.  
4. Guarantee that safety, permanency and well-being are at the forefront of program development 

and implementation.  
5. Ensure Bridges Liaisons and our entire network are adequately trained in trauma-informed care. 
6. Encourage healthy family relationships.  
7. Ensure that young adults have access to safe, stable and secure housing.  
8. Link young adults to appropriate services to address physical and behavioral health needs.  
9. Ensure young adults have the daily living skills essential to life-long self-sufficiency.  
10. Support young adults to build skills for self-advocacy.  
11. Use data to continually improve the quality of services to young adults and the overall 

effectiveness and operation of the Bridges program.  
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BRIDGES PROVIDER AGENCY PROTOCOLS AND REQUIREMENTS 

The Collaborative has sub grant agreements in place with each of its provider agencies.  These agencies 

must adhere to all applicable policies set forth by the sub grant, applicable state and federal laws and 

regulations, and this Manual.   

VERIFICATION OF PROVIDER AGENCIES ASSURANCES 

Provider agencies shall adhere to all assurances set forth in the sub grant, including such topics as: 

1. Maintaining administrative and sub grant records. 

2. Communicating notices and administrative information to the Collaborative. 

3. Possessing valid liability insurance. 

4. Conducting criminal background checks.  

5. Obtaining an independent financial audit. 

6. Maintaining a regularly updated list of Bridges Liaisons, Supervisors, and their agency sub 

grant administrator. 

STAFFING REQUIREMENTS AND QUALIFICATIONS  

Minimum Requirements for all Liaisons and Supervisors: 

1. Maintain full compliance with criminal background check requirements set forth in OAC 

5101:2-5-9 and 5101:2-5-9.1. 

2. Shall be an employee of the Bridges provider agency. 

3. Possess a post-secondary degree (may be an Associate’s degree or related certification) in 

social work, human services, behavioral health or related field;   

4. Possess a valid driver’s license; and 

5. Be twenty-one (21) years of age or older. 

Additional Requirements for Liaisons: 

1. Possess two (2) years of experience working with families and/or children in the child welfare 

system; or possess a bachelor’s degree in social work, human services, behavioral health or a 

related field. 

Additional Requirements for Supervisors: 

1. Possess a bachelor’s degree in social work, human services, behavioral health or a related 

field. 

2. Possess at least three (3) years of experience working directly with families and/or children in 

the child welfare system. 

Prohibitions: 

1. Under no circumstances may a Bridges Liaison provide psychotherapy to a Bridges Participant 

on their Bridges caseload.   
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2. A Bridges Liaison cannot be their own Supervisor; however, they may serve as a Supervisor of 

other Liaisons for limited periods of time, and subject to approval of the Collaborative Bridges 

Program Administrator.  This dual role shall only be a temporary strategy to be used during 

Supervisor turnover. 

LIAISON EMPLOYMENT AND CASE LOAD STANDARDS  

 

Table 1: Liaison Employment and Case Load Standards 

Liaison FTE Status Maximum Liaison 
Caseload  

Minimum Weekly Work Hours 
Devoted to Performing Liaison Work 

Actual Work 
Hours Per Week  

0.5 8 participants 18.75 hours 20 hours 

0.6 10 participants 22.5 hours 24 hours 

0.7 12 participants 26.25 hours 28 hours 

0.8 13 participants 30 hours 32 hours 

0.9 14 participants 33.75 hours 36 hours 

1.0 15 participants 37.5 hours 40 hours 

Please note that "Participants” are defined as young adults officially enrolled in Bridges.  Young adults that 

are in the process of applying or enrolling are not officially considered Bridges Participants and therefore 

do not count toward this staffing ratio policy. 

SUPERVISOR EMPLOYMENT AND SUPERVISION STANDARDS 

 

1. Supervisors shall not supervise more than five (5) Liaisons at one time. 

2. Supervisors shall devote a minimum of 30 minutes per week per Participant on their caseload in 

order to adequately perform their Bridges supervision responsibilities.  

3. Supervisors who supervise a combined caseload of 40 or more Participants must be employed in 

the Bridges Supervisors role on a 1.0 FTE basis. 
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BRIDGES LIAISON RESPONSIBILITIES  

Bridges Liaisons are case managers who provide direct services to Participants of Bridges.   

1. Establish access to SACWIS via completion of ODJFS Form 7078. 

2. Establish access to Collaborative Bridges Website Portal. 

3. Manage new referrals from Regional Coordinators/Supervisor and document all attempts to contact 

the Young Adult or PCSA (for referrals in the warm handoff process) in SACWIS.  The first contact 

attempt must be within forty-eight 48 hours or two (2) business days of receiving referral. 

4. Build rapport with Participants and respect their role in Bridges. 

5. Assist Participants with the completion of the Application, Voluntary Participation Agreement and 

gathering eligibility criteria supporting documentation. 

6. Enter Housing Type, Service Tier and Legal Custody within five (5) calendar days of the VPA effective 

date in SACWIS. 

7. Complete initial Tier Screening Tool within five (5) calendar days from the VPA effective date.  

Complete a new tier screening tool every ninety (90) calendar days thereafter and upload new Tier 

Screening tool in SACWIS. 

8. Complete Bridges Assessment within fifteen (15) calendar days and Bridges Plan within forty-five (45) 

calendar days of the VPA effective date. 

9. Provide and document Bridges Plan was provided to Participant within seven (7) calendar days of the 

Participant’s signature date. 

10. Complete the Bridges Review every ninety (90) calendar days from the Plan approval date. 

11. Complete any Bridges Plan amendments within seven (7) calendar days of the review approval date. 

12. Provide timely and effective case management to Participants to include life skills, arranging safe and 

affordable housing and other supportive services needed and as identified on their Plan. 

13. Confirm and document eligibility of Participants at every required thirty (30) day face-to-face meeting.  

Dependents are also required to be seen during these visits if receiving dependent case rate. 

14. Complete the Liaison Activity Log Template (located on the Collaborative Bridges Portal) to document 

the every 30 day home visit and enter into an activity log.  

15. Assist Participants with creation of their individualized budget; review monthly and update as needed.  

Ensure maintenance is disbursed to meet the Participant’s needs. 

16. Enter Activity Logs in SACWIS within five (5) calendar days of the activity occurring. 

17. Follow critical incident and notification procedures. 

18. Educate Participants about the grievance process. 

19. Generate, save and send Notice of Ineligibility and Letters of Termination as required and outlined in 

OAC 5101:2-50-03. 

20. Close cases according to policy. 

21. Prepare Participants for and appear in court as required. 

22. Ensure the signed and the most current Bridges Plan and Review are entered into SACWIS for legal 

counsel use.   

23. Copy and paste the legal counsel’s notification of a hearing motion into a SACWIS activity log.   

24. Alert attorneys immediately if a Participant’s case is closed or transferred. 

25. Arrange for Participant travel to official Bridges functions including court hearings and focus groups. 
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26. Maintain Bridges case documentation in SACWIS and hard file according to policy. 

27. Attend Collaborative functions including regional information sessions and trainings. 

28. Attend and complete ODJFS-mandated trainings. 

BRIDGES SUPERVISOR RESPONSIBILITIES  

Bridges Supervisors provide oversight for Liaisons and each Participant served by those Liaisons.  

1. Establish access to SACWIS via completion of ODJFS Form 7078. 

2. Establish access to Collaborative Bridges Website Portal. 

3. Serve as primary source of information, assistance, and support for Liaisons. 

4. Monitor whether Participants are receiving needed services from their Liaisons, including housing and 

basic needs. 

5. Provide, at a minimum, monthly face-to-face supervision with supervised Liaisons; review all cases in 

SACWIS checking for alerts, monitor the quality, timeliness and content of activity logs, ensure 

housing and tier records are properly recorded, eligibility is being maintained, and monitor the status 

of plan goals and budgets.  Complete the Supervisor Activity Log Template to document monthly 

supervisory staffings and enter into an activity log. 

6. Referral management: Assign and routinely track the status of referrals received and provide 

assistance to move those applications toward enrollment, ensure Liaisons are communicating with 

the referred young adults and are documenting those efforts.  Provide guidance to Liaisons on when 

to close referrals that are non-responsive or not moving toward eligibility.   

7. Application management: monitor all applications (regular and provisional) prior to submission and 

through the submission process.  Ensure applications are complete and that accompanying paperwork 

is sufficient for approval.  Monitor applications that are declined for rework and resubmit as soon as 

possible. 

8. Approve all Bridges plans, reviews, and amended Bridges plans in the required timeframes. 

9. Approve all documentation before it is submitted to ODJFS or courts. 

10. Complete Title IV-E eligibility and reimbursability records as required. 

11. Review eligibility documentation monthly to ensure Participants maintain eligibility. 

12. Assign cases to Liaisons and help maintain and review case documentation in SACWIS. 

13. Approve tier overrides as necessary. 

14. Enter at least monthly Supervisory Staffing notes in SACWIS and adequately discuss case information 

in accordance with Supervisor Staffing Activity Log Details Template on the Collaborative Website 

Portal. 

15. Ensure that both Supervisor and Liaison activity logs are entered within five (5) calendar days of the 

event occurring. 

16. Review and follow up on SACWIS Action Items. 

17. Close cases according to policy. 

18. Review and follow up on critical incidents to ensure accuracy, completeness and effective resolution. 

19. Attend Collaborative functions including regional information sessions, trainings, and webinars. 

20. Attend and complete ODJFS-mandated trainings. 

21. Plan case coverage in case of the absence of Liaisons. 

22. Maintain an accounting of individualized Participant maintenance funds. 
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ABSENCE AND CHANGES TO PROVIDER AGENCY BRIDGES STAFF 

Bridges provider agencies shall plan absences of the Supervisor and/or Liaison to ensure all case 

requirements continue without interruption.  This includes all SACWIS data entry requirements as well 

as ensuring ongoing case management requirements are met. 

Bridges provider agencies must notify the Collaborative Regional Coordinator of all absences, 

terminations, and additions to their designated Liaisons and Supervisors along with the coverage plan.   

REFERRALS 

Young adults start their enrollment journey to Bridges through a referral – either through a referral 

submitted by someone else on their behalf, or through a self-referral or “inquiry”.  All referrals are 

processed through the ODJFS Bridges website: bridgestosuccess.jfs.ohio.gov.  

IDENTIFYING GO-LIVE COUNTIES 

Provider agencies are responsible for identifying which Ohio counties they are willing to accept referrals 

from and communicating those preferences to the Collaborative.  Provider agencies shall accept all 

referrals originating from those counties, unless otherwise approved to refuse by the Collaborative.   

Provider agencies may, at their own discretion, accept referrals that indicate their agency as the preferred 

choice by the young adult applicant, even if the referrals originate from a county that the provider agency 

did not sign up for. 

ASSIGNING REFERRALS 

If a young adult referral includes a preference for a particular provider agency, the Collaborative will refer 

the young adult to that agency.  If no preference is given, referrals are typically assigned through an 

alphabetical round robin approach.  The Collaborative may withhold referrals to agencies under a 

Corrective Action Plan.   Upon provider agency request, the Collaborative may also assign additional 

referrals to willing agencies to facilitate onboarding a new Liaison. 

PROVIDER AGENCY RESPONSIBILITIES IN THE REFERRAL PROCESS 

Once a case is assigned to the provider agency, the Supervisor will assign the Liaison in SACWIS.  The 

Liaison must attempt contact with the young adult within two (2) business days of agency assignment.  

Contacts and attempted contacts must be recorded in the young adult’s SACWIS activity log. 

Liaisons shall attempt no less than three (3) contacts within thirty (30) calendar days of receiving the 

referral.  If all attempts are unsuccessful and the young adult is not proceeding in the application process, 

the Liaison may close the case in SACWIS.   

For referred cases of foster youth who are preparing for emancipation, the Liaison must communicate 

and coordinate this “warm handoff” with the young adult’s PCSA caseworker.  This process should begin 

file:///C:/Users/bbahl/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/9ZIZ6L3E/bridgestosuccess.jfs.ohio.gov
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thirty (30) days prior to the young adult’s planned emancipation date.  See the Warm Handoff Process 

document in the Collaborative’s Bridges Website Portal for details about agency responsibilities.   

For referred cases of emancipated young adults, Liaisons should work immediately to get them enrolled 

in Bridges.  This includes the gathering of eligibility documentation, solidifying housing plans and starting 

the Bridges Application and obtaining a signed Voluntary Participation Agreement.   

AGENCY OFFICES AND DISTANCE FROM PARTICIPANTS 

Bridges provider agencies must identify office locations from which their Liaisons and Supervisors work 

out of.  These locations are listed in an Appendix to the sub grant.  Liaisons shall not serve Participants 

who reside more than ninety (90) minutes driving distance away from their office, unless otherwise 

approved by the Collaborative’s Bridges Program Administrator. 

PUBLIC COMMUNICATIONS AND MARKETING 

Bridges provider agencies must strive to represent Bridges positively and professionally in all forms of 

communication.  The following guidelines are critical to achieving this goal:  

1. Communication to media outlets about Bridges is prohibited unless otherwise approved by 

the Collaborative. 

2. Marketing Bridges must be done in accordance with the Collaborative’s marketing strategy.  

The Collaborative encourages provider agencies to engage in marketing Bridges using 

approved marketing materials which are available on the Collaborative’s Bridges Web Portal.  

Questions on marketing can be directed to the Bridges Program Administrator.  

3. Provider agencies shall not display the Bridges logo on agency marketing materials, websites, 

or communications without the express permission of the Collaborative.   

4. Provider agencies shall not display the Collaborative logo on agency marketing materials, 

websites, or communications without the express permission of the Collaborative.   

Provider agencies may utilize the following text to describe your participation in Bridges. 

1. “[Your agency] provides services available through Bridges, a post-emancipation support 

program in Ohio that extends housing and other supportive services to eligible former foster 

youth.  These young adults are eligible to apply and participate at the age of 18, until they 

reach the age of 21.” 

2. “Bridges is administered by the Ohio Department of Job and Family services, through a grant 

agreement with the Child and Family Health Collaborative of Ohio.” 

3. “Our organization is participating in the Collaborative’s Bridges Service Provider network 

within the State of Ohio to support young adults in their efforts to achieve self-sufficiency and 

independence.” 

Official Bridges business cards may be purchased for your Liaisons and Supervisors.  Please follow this 

website link to make the purchase: https://cfhco.go.customprintcenter.com/ and use username 

member.support@cfhcohio.org and password Bridges5. 

https://cfhco.go.customprintcenter.com/
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CONTINUOUS QUALITY IMPROVEMENT 

 

BRIDGES PROGRAM AUDITS 

The Collaborative and/or ODJFS will regularly complete Bridges program audits of provider agencies.  The 

audits assess how provider agencies are delivering Bridges services in accordance with their sub grant and 

other applicable policies including this manual.  Audits also assess how provider agencies are 

administering the financial aspect of Bridges including spending case rate funds.  It is in the best interest 

of all contracted Bridges providers to review the sub grant thoroughly and retain pertinent records. 

According to the Bridges sub grant, provider agencies are sub-recipients of federal Title IV-E dollars and 

state dollars.  Therefore, Bridges provider agencies may be subject to audit by state or federal government 

entities.  For auditing purposes, all records relating to cost, work performed, and supporting 

documentation for invoices submitted to the Collaborative are to be retained per the Uniform 

Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards, referred to as 

the “OMB Omni-Circular” in the sub grant agreement. 

FOCUS GROUPS 

The Collaborative facilitates Participant focus groups as a means to understand the Bridges experience 

from the participant perspective.  Focus groups are held regionally and usually occur once per year per 

region.  When requested by the Collaborative, provider agencies shall assist in the coordination of the 

focus group events.  The following are example obligations of provider agencies:   

1. Identify a minimum number of Participants to invite to attend to a focus group. 

2. Send reminders to select Participants who are interested in attending a focus group. 

3. Provide safe transportation for Participants to and from the focus group events. 

QUALITY MEASURES: APPLICATION AND ENROLLMENT 

The Collaborative strives to continually improve the quality of the Bridges program.  Our continuous 

quality improvement (CQI) efforts encompass administration and operation of the grant with our network 

of provider agencies, as well as the quality of direct services that are provided to Participants.  The 

following table (see next page) lists performance outcomes that all Bridges provider agencies are held to 

and are obligated to incorporate into their own agency Bridges program auditing.  At a minimum, this will 

be completed via a monthly agency review of the completed/required Liaison and Supervisor monthly 

activity log templates.  The Bridges Supervisor shall document in a SACWIS activity log that the template 

was reviewed minimally with their agency supervisor. 

TIER SCREENING TOOL AND CONTACT REQUIREMENTS 

In addition to the Tier Screening Tool guidance already provided in this Manual, Bridges provider 

agencies are required to adhere to the following visitation and contact requirements between Liaisons 

and Participants.  Additional information about this topic can be found on the Tier Screening Tool 

document located on the Collaborative Bridges Website Portal.  
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Table 2: Required Minimum Liaison Contact Requirements for Participants 

Tier 1 Participants Tier 2 Participants Tier 3 Participants 

• One (1) face to face visit in the 
home every 30 days  

• Weekly additional 
engagement (texting, phone 
calls, facetime/skype) to check 
in with young adult 

• Two (2) face to face visits 
per month with at least 
one visit being in the 
Participant’s home every 
30 days  

 

• Weekly additional 
engagement (texting, 
phone calls, 
facetime/skype) to check in 
with young adult 

 

• Two (2) face to face visits 

per month with at least one 

visit being in the 

Participant’s home every 30 

days  

• Weekly additional 
engagement (texting, 
phone calls, 
facetime/skype) to check in 
with young adult 

 
• Obtain monthly reports 

from any service providers* 

• Quarterly team meetings 
with service providers and 
young adult (notify RC of 
meetings)* 

• Monthly phone call with 
known emergency contact 
or adult supporter to young 
adult * 

 

* As applicable and as needed, Liaisons should perform these activities for Tier 1 and 2 Participants. 
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BRIDGES QUALITY MEASURES 

Table 3: Bridges Quality Measures 

# Title of Measure Standard  

1 Referrals First contact attempt with Young Adult or PCSA (for referrals in the warm 
handoff process) must be within two (2) business days of referral; document all 
successful and unsuccessful contact attempts in SACWIS activity log 

2 Bridges Assessment Fifteen (15) calendar days of VPA effective date 

3 Bridges Plan Forty-five (45) calendar days of VPA effective date; a copy given to the YA 
within seven (7) calendar days of Participant’s signature 

4 Tier Screening Tool Complete initial Tier Screening Tool within five (5) calendar days.  Review and 
complete new Tier Screening tool every ninety (90) calendar days.  End date 
the old Tier Service Record and start a new one every 90 days. 

5 SACWIS Service Tier 
Record 

Five (5) calendar days of VPA effective date 

6 SACWIS Housing Tier 
Record 

Five (5) calendar days of VPA effective date 

7 SACWIS Legal 
Custody 

Five (5) calendar days of VPA effective date 

8 Activity logs Five (5) calendar days post event; 48 hours is best practice 

9 Best Interest Hearing 180 calendar days of VPA effective date; file at sixty (60) calendar days.  Give 
copy of VPA and most current Bridges Plan and Review to attorney at least 
fourteen (14) calendar days prior to hearing. 

10 Reasonable Efforts 
Hearing 

365 calendar days of VPA effective date; schedule at Best Interest hearing.  
Give copy of VPA and most current Bridges Plan and Review to attorney at 
least fourteen (14) calendar days prior to hearing. 

11 Record Hearing 
Outcome 

Record hearing 48 hours or not more than two (2) business days after hearing 
in SACWIS 

12 90 day reviews Completed every ninety (90) calendar days of Bridges Plan Approval Date.   

Consists of:   

▪ Reassessment – update young adult information, permanent 
connections, strength and growth opportunities 

▪ Confirm continued eligibility 

▪ Upload past two month’s eligibility documentation 

▪ Review of goals on Plan (Plan Update, if needed) 

13 Face to Face/In-
home visits 

Every thirty (30) calendar days based on previous visit date; note every thirty 
(30) days is not the same as monthly.  Use Liaison Activity Log Template. 

14 Provisional 
Enrollments 

Eligibility documentation for full enrollment due to ODJFS thirty (30) calendar 
days of VPA effective date; signed agreement is required 

15 Initial Title IV-E 
Eligibility and 
Reimbursability 

To be completed no later than thirty (30) calendar days of VPA effective date 
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16 Ongoing Title IV-E 
Eligibility and 
Reimbursability 

Within thirty (30) calendar days after Best Interest Court Hearing; note: enter 
Best Interest court hearing ruling in SACWIS 

17 Annual Reasonable 
Efforts Title  

IV-E Reimbursability 

Within thirty (30) calendar days of Annual Reasonable Efforts hearings, 
complete only IV-E reimbursability 

18 Title IV-E 
Reimbursability for 
Non-Paid Housing  

Entered at the time non-paid starts and again when it ends  

19 Supervisory Staffing 
Activity Log 

Conducted at least monthly and entered within five (5) calendar days of an 
event; best practice is 48 hours for each case.  Use Supervisor Activity Log 
Template. 

20 SACWIS-required 
Supervisor Approvals 

Obtain approvals for Bridges Plan; Bridges Review; Tier Screening Tool Score 
Override; Case Closure; Case Transfer 

21 Critical Incident 
Report 

Notification to Regional Coordinator and Supervisor within 24 hours of 
incident; form completed within 72 hours regardless of weekends, holidays, 
etc. 

22 Severe Critical 
Incident Report 

Notification to Regional Coordinator, Supervisor and ODJFS within 24 hours; 
form completed within 72 hours regardless of weekends, holidays, etc. 

23 Notice of Ineligibility Generated from SACWIS and dated on the day young adult is found ineligible.  
Copy saved to SACWIS and in paper case file. Please be sure all dates are 
correct. 

24 Termination Letter Generated from SACWIS.  Copy saved to SACWIS and in paper case file.  Please 
be sure all dates are correct. 

25 Custody Termination 
& Case Closure 

Enter custody termination date immediately so that payment distribution is 
not negatively impacted.  Young adult has fifteen (15) calendar days from the 
date of termination to send in appeal.  If no appeal, case can be closed in 
SACWIS beginning the sixteenth (16) calendar day.  Cases should be closed in 
SACWIS no later than 30 days from termination date.  Follow the steps outlined 
in the case closure guide located in the portal or case closure KBA located in 
SACWIS.   

26 Leaves As soon as the incident occurs, or when the Liaison/Supervisor has knowledge 
of, all leaves must be entered on the corresponding Housing Record for any of 
the following:  Incarceration, hospitalization, whereabouts unknown and 
vacation. 
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TECHNICAL ASSISTANCE AND CORRECTIVE ACTION 

TECHNICAL ASSISTANCE 

The Collaborative’s Regional Coordinators are the primary point of contact for Liaisons and Supervisors 

for all matters concerning Bridges.  Regional Coordinators provide training and technical assistance to 

their assigned regional agencies and are experts in SACWIS.  Further, Regional Coordinators act as the 

conduit to ODJFS if certain questions or concerns cannot be adequately answered.  Problems or 

unresolved matters between provider agencies and Regional Coordinators should be promptly escalated 

to the Collaborative Bridges Program Administrator.  

CORRECTIVE ACTION  

The Collaborative uses a corrective action plan procedure to alert provider agencies of performance 

concerns and to assist them with improvement efforts in a timely and effective manner.  This 

progressive approach is designed to help agencies continually improve the quality, timeliness, and 

adherence to Bridges processes and procedures. 

Issues and infractions are brought to the attention of the Collaborative and/or ODJFS during audits of 

Participant SACWIS case files.  There are times when communication with agency staff or Participants 

alerts the Collaborative or ODJFS to issues that require prompt investigation and intervention. 

When issues or infractions are identified, the following process will be followed. 

A. Minor Issues 

For singular issues or infractions that do not negatively impact the eligibility or on-going service of 

Participants, or that do not violate the agency sub grant, the following process will be taken: 

1. The Collaborative informs the provider agency Supervisor and designated sub grant 

administrator about the issue and logs it in the Collaborative’s Issue Resolution Matrix. 

2. The Collaborative Regional Coordinator contacts the provider agency to arrange for training 

or technical assistance to be provided to correct the issue.   

3. Once the issue is resolved, the Collaborative will log the corrective measure and date 

completed to the Issue Resolution Matrix and it will be effectively closed. 

Example list of minor issues  

1. Not adhering to entering activity logs within five (5) days of the event 
2. Not adding Housing or Service Tier records  
3. Missing deadlines or signatures on Bridges Plans and Assessments 

(initial and ongoing) 
4. Late or missing Supervisor staffing activity logs 
5. Failure to attempt contact Young Adult within two (2) business days of 

assignment 
6. Not following process for initial and ongoing Tier Screeners 
7. Lack of adequate information in activity logs 
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B. Major Issues 

For major issues or infractions that are or could negatively impact the eligibility or on-going service of 

Participants, or which violate the agency sub grant agreement or ODJFS rule, the following steps will be 

taken: 

1. The Bridges CQI Director will notify the provider agency sub grant administrator of the 

issues and will follow up with a letter explaining the issues and will be accompanied by a 

Performance Improvement Plan (PIP). 

2. The provider agency will have ten (10) business days to complete the PIP and submit to the 

Bridges Program Administrator. 

3. Once the PIP is approved, the provider agency will be expected to resolve the issues in the 

stated timeframes (not to exceed 30 days) and inform the Bridges Program Administrator 

when the items are complete. 

4. Provider agencies should initiate and decide what training and technical assistance is 

needed. 

5. The Collaborative and or ODJFS will audit the cases and substantiate completion or, again 

using the PIP, will request additional measures be taken. 

6. If the issue is corrected, and a plan in place to ensure it does not reoccur, the corrective 

measure(s) and date completed will be added to the Issue Resolution Matrix and effectively 

closed. 

Example list of major issues  

1. Failure to conduct every 30 day in home visits 
2. Failure to complete Title IV-E work on time 
3. Not completing Best Interest or Reasonable Efforts hearings on time 
4. Not adhering to CIR process and timelines 
5. Not completing 90 day reviews timely 
6. Not obtaining eligibility documentation on a monthly basis 
7. Failure to follow up on Applications declined for rework 
8. Failure to initiate a plan to serve Participants in the absence of a 

Liaison or Supervisor 
9. Failure to follow Provisional Enrollment process or not providing 

adequate documentation within timeframes 

 

C. Non-Adherence to a PIP 

If the provider agency does not adhere to the PIP, the following steps will be used: 

1. If the agency does not meet the deadline for the PIP to be completed or the timeframes for 

the corrective actions to be resolved, the agency will receive a second notice and will be 

required to indicate why the PIP was not completed or fulfilled on time.   

2. The agency will be given an additional 15 business days to complete all items on the PIP. 
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3. If the agency has not completed all corrective actions with 45 days, the Collaborative will 

send a probationary notice that may include a course of action including the suspension of 

future referrals, withholding administrative funds and initiating Participant transfers to 

other agencies.   

4. If the agency does not complete all corrective actions within 60 days, the Collaborative will 

begin the process to terminate the agency sub-agreement and finalize Participant transfers 

to be effective within 30 days.   

Further, if additional infractions are identified during an “open” corrective action process, they will be 

added to the current PIP following the same timeframes and processed as above.  The pattern and 

severity of new infractions will be taken into account, and additional immediate action may be initiated 

by the Collaborative such as suspending referrals.  

PARTICIPANT ELIGIBILITY, REQUIREMENTS, AND GRIEVANCE PROCESS 

PARTICIPANT ELIGIBILITY CRITERIA 

All young adults who have emancipated from custody of public children service agencies in Ohio (even if 

they are not currently a resident of Ohio), and are between the ages 18 to 21 are potentially eligible for 

Bridges.  Prior to enrollment, and throughout their enrollment in Bridges, Participants are required to 

meet at least one of the following: 

1. Is completing secondary education or a program leading to an equivalent credential like: 

enrollment in school to receive high school diploma or GED program. 

2. Is enrolled in an institution that provides post-secondary or vocational education like: public or 

private 4-year college or University, Community College, Vocational Programs, and Technical 

schools, for a minimum of seven (7) credit hours total. 

3. Is participating in a program or activity designed to promote, or remove barriers to employment 

like:  Job Corps, Job skills training, and Comprehensive Case Management and Employment 

Programs (CCMEP). 

4. Is employed for at least eighty (80) hours per month in Regular Employment; AmeriCorps; an 

internship or externship. 

5. Is incapable of any of the activities described in parts (1) to (4) above due to a medical condition, 

which incapacity is supported by review every ninety (90) days at minimum. 

Please refer to the Bridges Documentation Clarification document on the Portal to reference how a 

young adult may meet the eligibility requirements; Participants can combine requirement criteria within 

sections 1-4 in order to qualify. 

VERIFICATION OF ELIGIBILITY 

Supervisors must verify Title IV-E initial eligibility and reimbursability for all Participants on their 

Liaisons’ caseloads within thirty (30) days of an executed Voluntary Participation Agreement (which is 

effective on signature date of ODJFS).  Participants are subject to losing eligibility for Bridges if “Best 
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Interest” is not determined by the juvenile court within 180 days following the Voluntary Participation 

Agreement effective date.   

According to ODJFS Rule, Eligibility must be verified for each Participant every 60 days at a minimum.  

However, it is best practice for Liaisons to acquire on-going eligibility documentation on a monthly basis 

and upload to SACWIS.  If documentation cannot be gathered monthly, Liaisons must develop a plan 

with the Participant to obtain this documentation. 

As soon as it is discovered that the Participant is no longer meeting eligibility, a Notice of Ineligibility 

(NOI) must be issued.  This requirement drives and supports the Ineligibility period start date and the 

overall Termination Date from the program. This process affects federal and state funding to the young 

adult and the provider agency. Failure to comply with correct process for ineligibility and termination 

could result in future financial penalty should it be found a Participant was still enrolled in the program 

past dates they should have been terminated.  

For assistance with acceptable documentation showing proof of eligibility, please see the Bridges 

Documentation Clarification and the Bridges Eligibility and Acknowledgement Form in the Portal. 

PARTICIPANT REQUIREMENTS 

Participants must maintain continued eligibility during their tenure in Bridges or else face the possibility 

of termination.  If it is identified that a Participant is no longer eligible, the Liaison shall provide a hard 

copy of the “Notice of Ineligibility” form to the Participant in person or via US mail and document the 

event in SACWIS.  Starting on this date, the Participant will be granted a sixty (60) calendar day grace 

period to present acceptable eligibility documentation in order to maintain and re-establish their 

eligibility. 

• Example: if a Participant does not notify their Liaison until 45 days after they have become 

ineligible, they will only have 15 calendar days left to quickly meet eligibility criteria.  For this 

reason, Liaisons should encourage Participants to regularly communicate with them as soon as a 

life event could impact their eligibility. 

If an applicant for Bridges is determined by ODJFS to be ineligible, the Bridges Liaison who assisted them 

with their application must notify the young adult that their application was denied.  Liaisons can verbally 

notify the Young Adult and document the conversation in SACWIS.  The applicant will receive a denial 

letter and “State Hearing Rights” form in the mail from ODJFS.  

A Young adult may choose to withdraw their application during the application process for a variety of 

reasons, such as they lost their job and know that they would not meet the Bridges eligibility standard.  

The liaison must document in an activity log why the Participant is withdrawing.  If there is a pending 

application in SACWIS, and the Participant has NOT signed any form, then the liaison can route the 

pending application directly to his/her supervisor with the recommendation of 'withdrawn'.  The liaison 

may then follow case closure procedures. 

Young adults are still entitled to have their application submitted even if it is clear that they are not 

eligible.  During these unusual situations, the Liaison shall submit the application to ODJFS with the 
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recommendation of “Denied”.  ODJFS will then send the applicant a “Notice of Denial” and “State Hearing 

Rights” form. 

To maintain eligibility in Bridges, Participants are expected to demonstrate: 

1. Program eligibility when requested by the Collaborative or ODJFS.  

2. Within five (5) calendar days, inform their Liaison of any concerns and/or changes with living 

arrangement, education or vocational setting, employment, or contact information. 

3. Within forty-eight (48) hours, inform their Liaison of any new involvement with a child protective 

services agency.  

4. In partnership with their Liaison, create an individualized Bridges Plan, and participate in regular 

meetings to review and update this plan.  

5. Reside in a safe and stable living arrangement that has been agreed upon through working with 

the Liaison and the developed Bridges Plan. 

6. Follow through with the responsibilities outlined in the Bridges Plan, participate in identified 

services, maintain scheduled in-person meetings and engage with their Liaison, and keep the 

Liaison informed of their needs. 

7. Attend court reviews as needed for continued program eligibility; if unable to attend, attempt to 

notify their Liaison within fourteen (14) days of their scheduled court appearance.  

8. Follow the rules and regulations of their established living arrangement. 

9. Follow the requirements of their place of employment, educational or vocational setting, or 

program. 

Participants must also be willing to sign a Voluntary Participation Agreement, which is a general 

agreement between the young adult and ODJFS that includes each party’s responsibilities. 

APPLICANTS WHO DID NOT EMANCIPATE IN OHIO 

Young adults who did not emancipate from a public children service agency in Ohio are not eligible for 

Bridges.  If they emancipated from foster care in another state, the Collaborative may be able to arrange 

“courtesy supervision” or at least refer them to a public children service agency for aftercare services.  

Liaisons and Supervisors should refer all young adults emancipated to another state to the Regional 

Coordinator for processing. 

PARTICIPANT GRIEVANCE PROCESS 

When a Participant has a concern or complaint, this is known as a grievance.  Please follow the steps 

below to resolve the Participant concerns or complaints. 

1. Open Communication with Bridges Staff 

a. Before filing an official complaint, the Participant should engage in an open conversation 

with the Bridges liaison, their supervisor or the service vendor they are experiencing 

conflict with. They should discuss their concerns in a straightforward and honest 

communication, which often can correct good-faith mistakes or clear up any confusion. 
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2. Speak with a Regional Coordinator (if necessary) 

a. If the situation does not improve after a Participant has spoken to a Bridges liaison, 

supervisor or service provider, they can request an appointment with the Bridges 

Regional Coordinator. When they meet with the coordinator, they should provide any 

relevant documentation to support their complaint. The Regional Coordinator should be 

able to answer their questions and act based on policies and guidelines. 

 

3. Contact ODJFS (if necessary) 

a. If the situation does not improve after the Participant meets with the Regional 

Coordinator, they may contact the Bridges administrators at ODJFS. ODJFS can review 

case records and mediate disputes between young adults and local Bridges staff. Note 

that federal or state law may impose time limits for filing complaints or appealing earlier 

decisions. 

Please refer to the Bridges Regional Coordinator for assistance in the grievance process. 

BRIDGES PARTICIPANT TERMINATION AND RE-ENTRY 

Young adults enrolled in Bridges are responsible to supply documentation to their Liaison to verify their 

eligibility every 90 days.  

Bridges Participants must be terminated from the Bridges program at any time if the following events 

occur: 

1. No longer meets one of the five criteria (or compounded criteria) for the Bridges program 

eligibility for more than sixty (60) consecutive calendar days. 

2. Best Interest is not heard within 180 days of enrollment. 

3. Fails to participate in a face-to-face meeting with a Bridges Liaison for more than sixty (60) 

consecutive calendar days. 

4. Is incarcerated for more than sixty (60) consecutive calendar days. 

5. Voluntarily withdraws from Bridges (Once in the program and the Young Adult wants to withdraw, 

there is a Bridges ODJFS Voluntary Withdrawal form that needs to be completed by the Young 

Adult). 

6. Reaches the age of twenty-one (21). 

7. Participant dies. 

8. ODJFS utilizes discretionary action to terminate. 

Bridges Participants may choose to exit from the program and re-enter at any time until their twenty-first 

(21st) birthday, so long as they are eligible and complete the enrollment or re-enrollment process.   
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BRIDGES JUDICIAL PROCESS 

Once a young adult has successfully navigated the enrollment process for the Bridges program, they are 

required to complete the judicial review process in order to maintain their enrollment within the program.  

Pursuant to the Ohio Revised Code 2151.353, the Ohio Juvenile Court system that held jurisdiction over 

the young adult at the time the young adult turned 18 shall retain jurisdiction during an eligible 

Participant’s tenure within the Bridges program. 

All Participants in the Bridges program have the right to legal counsel during the Bridges judicial review 

process.  If they are unable to afford counsel, it shall be appointed upon request. Participants should be 

informed of their rights by the court during their first hearing, and should also be included in the summons 

sent to the Participant by the court (oftentimes court mail is sent as certified mail; this may need to be 

explained to the young adults as they may not have ever received certified mail before).  In addition, the 

appointment or participation of a Guardian ad Litem is not considered necessary or appropriate for 

Participants within the Bridges program, as Participants are now of legal adult age. 

BEST INTEREST HEARING 

The initial Best Interest Determination court hearing must occur no later than 180 days from the VPA 

effective date.  If the hearing is not completed by this time frame, the Participant’s case will need to be 

closed and a new application started to re-enroll.  

REASONABLE EFFORTS HEARING 

This determination must be made within 365 days from the VPA effective date.  In this hearing the court 

makes a ruling that the Liaison is making reasonable efforts to help the Participant achieve the goals of 

the Plan and establish independence.  If the court rules that the reasonable efforts have not been made, 

state funds may be used to support that Participant’s continued participation in Bridges.  ODJFS needs to 

be alerted as soon as this occurs.   

BRIDGES PROVIDER AGENCY RESPONSIBILIT IES IN THE JUDICIAL PROCESS 

1. Provide the Collaborative’s legal counsel with confirmation of county of emancipation and county of 

residence.   

2. Ensure the Participant is aware of, understands, and is prepared for the hearing(s). 

3. The Participant must attend the hearings.  If the Participant is unable to do so due to distance or 

school/work, the Participant shall complete a waiver and write a letter which summarizes their goals, 

progress, and work with the Liaison while in the program. 

4. The Liaison (or designee, if necessary) shall attend all hearings.  If no one is available, inform the 

Collaborative’s legal counsel immediately so that we can attempt to re-schedule the hearing. 

5. Be familiar with the Participant and their Plan as you might be asked questions to help the judge or 

magistrate make a ruling.   

6. Liaisons shall ensure hearings are filed in timely manner by maintaining routine contact with the 

Collaborative’s legal counsel and internally tracking when hearings are due. 

7. Maintain a copy of all court documents in the Participant’s file. 
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8. Record legal Ruling information in SACWIS within five (5) calendar days of the ruling. 

 

COLLABORATIVE’S CENTRALIZED RESPONSIBILITIES IN THE JUDICIAL  PROCESS 

1. The Collaborative’s legal counsel will file the required court motions on behalf of Bridges provider 

agencies and Participants.   

2. The Collaborative’s legal counsel will send a signed copy of the most up-to-date Bridges Plan and 

Review to the applicable court at least fourteen (14) days prior to scheduled hearings.   

3. The Collaborative’s legal counsel will send an email notification to the Liaison and Supervisor that 

the motion was filed.  Once received, this notification must be copied and pasted into an activity log.   

 

BRIDGES SERVICE PAYMENT PROCESS AND REPORTING 

CASE RATES 

Prevailing Administrative and Maintenance case rates are set forth in the agency sub grant agreement.   

BRIDGES SERVICE PAYMENT PROCESS AND REPORTING 

The Collaborative distributes case rate funding to our provider network.  Each month, the Collaborative 

will generate payment reports via SACWIS that will contain a breakdown per region of young adults 

served, including what housing type (maintenance) and tier level (administrative) the young adult has 

been assigned in SACWIS.  Financial assistance must be made available to Participants immediately upon 

enrollment into Bridges. 

Failure to appropriately document Housing Types and Service Tiers will result in the report not identifying 

Administrative and Maintenance costs, therefore Bridges providers may miss an opportunity to obtain 

service payments during the month they were owed.  If this happens, agencies are still responsible for 

financial provisions to the Participant(s).   

MAINTENANCE FUNDS AND REPORTING 

The Maintenance fund portion of the agency case rate payment are to be utilized solely for room, board, 

and incidental costs for Participants.  A list of allowable expenses can be found in a document titled 

Maintenance Allowable Expenses on the Collaborative Bridges Website Portal. 

Provider agencies must maintain an accounting system that records how maintenance funds are utilized 

per month, per Participant.  Items that are expected to be recorded include, but are not limited to: 

• Rent or living arrangement agreements, leases, and payment records 

• Utility statements 

• Direct payments (if applicable) to Participants with documentation of their intended purpose (i.e. 

groceries, rent) 
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Direct payments of all or a portion of the maintenance funds may be issued directly to the Participant by 

the provider agency.  Once maintenance funds are given directly to a Participant, receipt records of 

Participant spending are not required to be maintained.  However, provider agencies must record the 

purpose of direct payments as noted above.  

In the event there are remaining funds after monthly maintenance funds are allocated, they are expected 

to be used on the assigned Participant, or for other Participants of Bridges under the management of the 

provider agency not later than end of September of each state fiscal year (which concludes on June 30 of 

each year).  In the event a Participant’s living costs cannot be met with the amount of available 

maintenance funds, provider agencies should contact the Collaborative to discuss financial options 

outside of the maintenance funds allocation. 

Provider agencies must adequately service Bridges Participants and fulfill their basic needs through 

available financial means.  Given that Bridges case rate funds are received subsequent of their calendar 

month, provider agencies are expected to anticipate and budget recoupment of those financial obligations 

when Bridges funds are finally distributed.  As well, provider agencies receiving maintenance funds the 

month following the termination of a Bridges Participant are required to meet their basic needs even 

during their last month of enrollment. 

TAX GUIDANCE 

 
The Collaborative’s guidance on tax reporting including the following: 
 
1. Maintenance funds paid to Participants is not taxable income.  There is no need for the provider 

agency to issue an IRS Form 1099 to Participants. 
2. Maintenance funds paid to Host Homes / In Home Providers is not taxable income.  There is no need 

for the provider agency to issue an IRS Form 1099 to host homes. 
3. When provider agencies make payment to landlords, those payments are taxable for the landlord.   
4. When provider agencies pay vendors for services, depending on the situation, you may need to issue 

those vendors an IRS Form 1099, if such payments exceed $600 in a year.   
 
Please refer to your agency accounting staff, tax professionals, or legal counsel for further tax advice. 
 

EMERGENCY AND NORMALCY FUNDS 

Provider agencies may request the Collaborative reimburse them for “Emergency and Normalcy” 

expenses.  The Collaborative will consider reimbursing agencies for expenses that are for circumstances 

that require expedited access to funds and/or for expenses that are above what the typical monthly case 

rate would otherwise fund.  Further instructions and information can be found in the document titled 

Normalcy and Emergency Funds form located on the Collaborative’s Website Portal. 

FLEXIBLE MAINTENANCE DISBURSEMENT 

It is vitally important that agencies establish accounting systems to flexibly release the maintenance 

stipends to the Participants.  Each Participant will have an individualized budget that will reflect only 

maintenance allowable expenses. Each Participant will likely have different needs based on their 
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employment, housing status, basic needs and will require a different amount to be disbursed.  

Maintenance will be released to the Participant on a schedule that ensures they have the funds to pay 

bills timely (to include emergency situations) and have funds for other basic needs such as food and 

transportation.  Funds will be released to the Participant in a way that is convenient for them.  This can in 

the form of EFT’s (direct deposit), checks, debit cards, etc., but the method of disbursement will be based 

on financial discussions and budgeting for the needs of the Participants. 


