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MEMORANDUM 
 

TO: REGIONAL EXECUTIVE STAFF, CIRCUIT MANAGERS AND  
 CHILDREN’S DIVISION STAFF  
 
FROM:  FREDERIC M. SIMMENS, DIRECTOR 
 
SUBJECT: INTRODUCTION OF THE CHILD ABUSE/NEGLECT (CA/N)  

CALL OUT PROCEDURE FOR AFTER-HOURS AND HOLIDAYS 
 
CHILD WELFARE MANUAL REVISIONS:  
Section 2, Chapter 2, Attachment G

 
DISCUSSION:  
 
The purpose of this memorandum is to introduce the CA/N Call-Out Procedure for After-
Hours and Holidays.  This is procedure was developed for CANHU to use to call out 
hotline reports or referrals to field staff covering after-hour or holiday shifts.  
 
The Division has purchased 184 new and 17 refurbished laptops to be distributed 
through out the state to assist in the implementation of the new procedure.  These new 
laptops may be used for other business purposes, but must be made available to staff 
covering after-hour or holiday shifts. 
  
CA/N Call-Out Procedure for After-Hours and Holidays  
 
Emergency reports/referrals (covers any time during after-hours and holiday)

• CANHU pages on-call worker and provides call back number at 1-877-642-6320  
• On-call worker calls CANHU to confirm acceptance of all emergency 

reports/referrals  
• CANHU gives on-call worker incident number over the phone or gives the full 

report verbally, only if necessary due to 3 hour time frame   
• On-call worker pulls report up by laptop or by going into the office  
• On-call worker enters worker ID and supervisor ID in ATRU to indicate 

assignment of report 



  

• Reports will need to be printed using APRT to indicate acceptance of the report 
by the assigned county 

Non-emergency reports/referrals for holiday and weekend hours, between 8 a.m. 
to 5 p.m. 

• CANHU pages on-call worker with incident number  
• On-call worker accepts and pulls report by laptop or in office   
• On-call worker enters worker ID and supervisor ID in ATRU to indicate 

assignment of report 
• CANHU will not verify the on-call worker's acceptance of non-emergency 

report/referrals  

On-call worker will check ALOG (CANHU will not page) 

• Saturdays, Sundays, and Holidays--On-call worker completes 8 a.m. ALOG 
check for non-emergency reports alerted since 5 p.m. the previous evening 

• On-call worker accepts reports/referrals by laptop or in the office by entering 
worker ID and supervisor ID in ATRU to indicate assignment of report 

• CANHU will not verify the 8 a.m. acceptance of non-emergency reports/referrals 
alerted since 5 p.m. the previous evening   

• Saturdays, Sundays, and Holidays--On-call worker completes at least three (3) 
ALOG checks between 8 a.m. and 5 p.m. to assure all reports have been 
accepted  

Use of personal computers  
 
• Workers working out of their home should use laptops issued for after 

hours/holiday schedules rather than using their own home or personal computers 
• If it becomes necessary to use a home computer for work purposes the worker 

should save documents only until they can email the documents to their office 
computer.  Once that submission is confirmed confidential documents and 
information should then be deleted from their own home/personal computers. 

 
Instructions posted on the intranet 
 
“On-Call Laptop Help Files” are posted on the Children’s Division intranet website to 
assist staff in basic operation and dial-up procedures.  For additional questions, staff 
may contact their local ATC or SDSU.  If one-on-one instruction is necessary, the local 
ATC will be available to train users on how to dial up.   
  
  Problems with the laptop, dial-up connection or access to dial-up: 
 

• Technical assistance during business hours: contact your Area Technical 
Coordinator (ATC) or Systems Development and Support Unit (SDSU), 
(previously known as FACES) at 573-522-9651. 



  

• For password resets and other system connectivity issues (after-hours, 
weekends and holidays) contact DSS Centralized Help Desk at 1-800-392-8725.  
The State Data Center answers the phone after-hours and will page the 
appropriate contact.  

• For hardware issues (after-hours, weekends and holidays)   Contact the 
CANHU to inform them of the failure and make other arrangements to gather 
report information.  On the next business day report the laptop failure to your 
Area Technical Coordinator (ATC) or SDSU unit (573-522-9651) so 
arrangements can be made for getting a replacement laptop delivered to your 
site and/or getting the laptop repaired. 

 
 

NECESSARY ACTIONS: 
 

1. Please review this memorandum with all Children’s Division Staff. 
   
2. All questions should be cleared through normal supervisory channels and 

directed to:  
 
 
PDS CONTACT:  
Randy McDermit, PDS 
573-751-8932 
Randall.D.Mcdermit@dss.gov.mo
 

 
PROGRAM MANAGER: 
Kathryn Sapp 
573-522-5062 
Kathryn.Sapp@dss.mo.gov
 

 
CHILD WELFARE MANUAL REVISIONS: 
 
Section 2, Chapter 2, Attachment G  
 
 
RELATED STATUTE: 
 
Chapter 210 RSMo
  
 
ADMINISTRATIVE RULES: 
N/A 
 
 
COUNCIL ON ACCREDITATION (COA) STANDARDS:
 
S10.1.03   
S10.2   
S10.2.07   
S10.3.03   
  

mailto:Randall.D.Mcdermit@dss.gov.mo
mailto:Kathryn.Sapp@dss.mo.gov
http://www.dss.mo.gov/cd/info/cwmanual/section2/ch2/sec2ch2attachg.htm
http://www.moga.state.mo.us/statutes/c210.htm


  

 
PROGRAM IMPROVEMENT PLAN (PIP):
 
S1.1.4   
 
 
SACWIS REQUIREMENTS: 
 
Protocols and Investigation/Family Assessment: 
http://dsswebp.modss.net/cs/priority_tracking/sacwis/status/20050316.xls
  
 
RELATED LINKS: 
N/A 
 
 
FMS/RDM 
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