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Identify, locate, and continue availability of services for children under state care or 

supervision who are displaced or adversely affected by a disaster. 

Verify the safety and location of youth in foster care, adoption, or CPS Assessments 

Social Services/Foster Care Case Managers locate all youth on their caseload, determine the safety 

of the youth, respond based on level of care needed, and ensure appropriate placements are 

maintained.  

The Department of Children’s Services has identified and designated these positions and personnel 

judged to be critical to organizational operations in any given emergency situation as continuity 

personnel. These designated personnel possess the skill sets necessary to perform the Department 

of Children’s Services Mission Essential Functions (MEF’s) and supporting task.   

Verify the safety and location of youth in foster care, adoption, or CPS Assessments: 

• Deputy Commissioner of Child Programs 

• Regional Administrator 

• Deputy Regional Administrator 

• Team Coordinators 

Verify the safety and location of youth in Juvenile Justice custodial care 

Juvenile Justice Case Managers locate all youth on their caseload, determine the safety of the youth, 

respond based on level of care needed, and ensure appropriate placements are maintained.  

The Department of Children’s Services has identified and designated these positions and personnel 

judged to be critical to organizational operations in any given emergency situation as continuity 

personnel. These designated personnel possess the skill sets necessary to perform the Department 

of Children’s Services MEF’s and supporting task.   

Verify the safety and location of youth in Juvenile Justice custodial care: 

• Deputy Commissioner of Juvenile Justice 

• Executive Director of Juvenile Justice 

• Juvenile Justice Program Director- Middle 

• Juvenile Justice Program Director-East 

• Juvenile Justice Program Director-West 

In the event children/youth are displaced from their current placement due to a disaster the 

provider or foster parent notifies each caseworker or placement staff to inform and get approval for 

their displaced placement. An individual service plan is developed to ensure continuity of services 

including school, therapy, and medical needs. A timeline is established by the provider or foster 

parent of when services as contracted can resume. This is updated to DCS weekly or monthly based 

on circumstances. 

Respond, as appropriate, to new child welfare cases in areas adversely affected by a disaster, 

and provide services in those cases. 
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Provide methods of communication around the clock to the general public to report child abuse or 

neglect via telephone and/or website. 

Case managers will continue responding to priority responses to ensure the safety of children while 

giving Priority 1 the highest priority and working with local law enforcement as needed.  

1. In the event intake is not available what plan is in place to ensure that critical cases are seen? 

If the Hotline is unable to receive calls or web referrals, the regional leadership teams are 

notified immediately and instructed to contact local law enforcement and hospitals to 

provide an emergency contact number, which is someone local and able to receive 

emergency reports and assign immediately if warranted.  When TFACTS is down, the online 

portal will hold the web referrals until TFACTS is back online (if unexpected and temporary 

issue) but if a known issue or will be down for an unknown duration, the online portal will 

update with a message letting users know to call the Hotline instead. 

 

2. If a DCS case manager is not available what steps are taken to assess in their absence? There 

are multiple staff on-call to assist when situations arise that hamper a case manager from 

responding.  Each shift also has a supervisor, team coordinator and director on call to 

provide assistance and coverage if necessary.   

 

3. Who steps in for emergency decisions should levels of supervision not be available to 

respond? There are multiple levels of supervision on call and accessible.  The levels range 

from frontline supervisor, team coordinator, Regional Director, Executive Director, Deputy 

Commissioner and Commissioner.   

 

4. Should computers and power be down how will the cases be maintained, stored and 

tracked? The information is handwritten and entered into the TFACTS system when the 

power is restored.  

 

5. What is the plan for maintaining documentation should the system be down due to power 

outage? Per policy, case documentation can be entered into the TFACTS system within 30 

days of the event.  Handwritten notes and documentation is utilized and later transferred 

into the TFACTS system.  

 

6. What is the process for clearing lower priority cases? Response times are determined based 

on the SDM tool at the Hotline or by a supervisor if the Hotline is unable to receive calls.  For 

lower priority cases, the response time is typically 5 business days.  The case managers can 

be contacted by supervision via phone, text or email to receive the information if a response 
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time is needed and case direction.  Information that is handwritten will be provided to the 

Hotline to be entered and processed in TFACTS once the system is functioning. 

The Department of Children’s Services has identified and designated these positions and personnel 

judged to be critical to organizational operations in any given emergency situation as continuity 

personnel. These designated personnel possess the skill sets necessary to perform the Department 

of Children’s Services Mission Essential Functions (MEF’s) and supporting task.   

Maintain level of investigations of child abuse/neglect: 

• Deputy Commissioner of Child Safety 

• Executive Commissioner of Child Safety 

• State Director of Investigations and Special Investigations Unit 

• Deputy Director of Investigations 

• Regional Director of Investigations 

 

 

The Continuity Plan 

Upon activation of the Continuity Plan, the Department of Children’s Services will continue to 

operate at its primary operating facility until ordered to cease operations by the Commissioner. At 

that time, essential functions will transfer to the continuity facility. The Department of Children’s 

Services should ensure that the continuity plan can be operational within 12 hours of activation.  

As continuity personnel arrive, the Emergency Relocation Group (ERG) will conduct in processing to 

ensure accountability. In process accountability are conducted in a central location continuity facility 

to be determined by the ERG. This location will be clearly labeled, and procedures will include at a 

minimum: Name, Organization, Phone Number, and email. In addition, the office will identify all 

organizational leadership available at the continuity facility.  

Upon arrival at the continuity facility and after check- in/in- processing the Department of Children’s 

Services continuity personnel will: 

• Receive all applicable instructions and equipment. 

• Report to their perspective workplaces as identified in Appendix D or as otherwise notified 

during the activation process. 

• Retrieve pre-positioned information and activate specialized systems or equipment. 

• Monitor the status of the Department of Children’s Services personnel and resources. 

• Continue Department of Children’s Services essential functions. 

• Prepare and disseminate instructions and reports, as required. 

• Comply with any additional continuity reporting requirements with the Department of 

Children’s Services. 

• If applicable, notify family members, next of kin, and emergency contacts of preferred 

contact methods and information. 
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Remain in communication with caseworkers and other essential child welfare personnel who 

are displaced because of a disaster. 

• The Department of Children’s Services employees are expected to remain in contact with 

their respective Supervisor/Branch/Division during any facility closure or relocation situation.  

Personnel will use the phone tree method   (a personnel rooster and phone list all staff have 

access to electronically and hard copy) to check in with their respective departments. 

The Department of Children’s Services will contact employees based on the current Department of 

Children’s Services Organizational Chart via phone tree or mass email notification. The office of 

Human Resources has the responsibility of attempting contact with those individuals who are 

unaccounted for. Accountability is reported to the Emergency Services Coordinator and 

Commissioner at one (1) hour increments.  

Preserve essential program records 

Records will be maintained on the  

• Regional Drive 

• On external hard drive 

• At the primary and alternative continuity locations 

Case managers handle and secure ongoing case files. A point person and back up person is in 

charge of maintaining the closed file room and sending records to alternate locations.   

Coordinate services and share information with other states. 

Maintain relationships and cooperative agreements with federal, state, local and tribal governments, 

and private sector and non-profit partners.  

Tennessee Emergency Management Agency (TEMA) supports local jurisdictions during emergencies 

in managing the flow of assets, services, and teams to address the emergency; activating the State 

Emergency Operations Center to coordinate and communicate with critical emergency functions; 

and reaching out for mutual aid from other departments or agencies of the state, from local 

jurisdictions, from other states, and from the federal government. 


