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REQUIRED WRITTEN NOTIFICATION POLICY 
 

A foster caregiver shall notify the agency in writing using the agency’s change in occupancy form (see 

forms section) prior to allowing any person to reside in the home for longer than two (2) weeks.   Any 

person residing in the home for more than two weeks shall be considered a new occupant and will be 

required to have a medical examination completed within thirty (30) days.   If the new occupant is over 

the age of eighteen they will be required to submit their fingerprints to the agency within ten (10) days. 

 
Upon notification of any change in the occupancy of the foster home, the substitute care worker must 
conduct a home visit within thirty (30) days from the receipt of the notification to determine if the change 
would affect the foster caregiver’s ability to provide care for foster children.   The substitute care worker 
will re-determine the specific number of children, sex and age of children to be placed in the home based 
upon the change. 
 

If the person added to the home is a new spouse of the foster parent, that person will be required to 

attend orientation training if the foster parent wishes to maintain his/her license.  
 
The agency requests that the foster family notify the substitute care unit when having any overnight 
visitors if the family has a child placed in the home. 
 

Although OAC states the foster caregiver shall notify the agency within twenty-four (24) hours if any of 

the following circumstances regarding a foster child occurs, Lake County’s policy states that the foster  

caregiver shall notify the agency immediately in the event of:  
1. A serious injury or illness involving medical treatment of a foster child; 
2. The death of a foster child; 
3. Unauthorized absence of a foster child from the home; 
4. Removal of a foster child from the home by any person or agency other than the Lake 

County Department of Job and Family Services or attempts at such removal; 
5. Any involvement of a foster child with law enforcement authorities.  

 
A foster caregiver shall notify the agency within twenty-four (24) hours or the next business day when 
any fire requiring the services of the fire department occurs in the home or the home becomes 
uninhabitable for any reason.  
 
A foster caregiver shall notify the agency within twenty-four (24) hours or the next business day if there 
is an impending change in the marital status of the foster caregivers or in the household occupancy of the 
home, or any serious injury or death in the household.  
 
The foster caregiver must notify the agency in writing within twenty-four (24) hours if there is any charge 
of any criminal offense brought against the caregiver or any resident of the home.   The caregiver must 
also notify the agency within twenty-four (24) hours of any conviction of a criminal offense.   The 
caregiver must also notify the agency in writing within twenty-four (24) hours if any resident of the home 
between the ages of twelve and eighteen years old has been convicted of or pleaded guilty to any offense 
listed on the attached page or if the child has been adjudicated as a delinquent child for committing an act 
that if committed by an adult would be equivalent to the attached violations.   Failure to report this 
information, in writing within twenty-four hours, will result in the agency immediately notifying the Ohio 
Department of Job and Family Services and ODJFS shall revoke the caregiver’s certification to operate 
the foster home.  

 

The foster family must notify the agency four (4) weeks prior to the family moving.   The substitute care 

worker must conduct a safety audit on the new residence within ten (10) business days from the date 

the family moved into the home.   The family must also complete and submit a new fire inspection within 

ninety (90) days of the move.  




