
 
 
To achieve permanency for a child, it is critical that all parents are identified and 
contacted as early in the case as possible.  The purpose of the Diligent Search Policy and 
Procedure is to: 

• combine existing policies ( Sections 4410.1  Permanency planning initiated at 
the beginning of a child’s placement; 5222.2  CYD Social worker 
Responsibilities if the child is placed in a CYD foster home;  5222.3  Provider 
agency responsibilities) and implement procedure for an effective search for 
parents who are missing and whose whereabouts are unknown.  A missing parent 
is not one who is necessarily absent, but one whose whereabouts are unknown.  

• ensure diligent efforts are made to identify and locate parents at the earliest stages 
of a case and periodically throughout the progression of a case, and 

• ensure clear documentation in the case file of all diligent efforts that demonstrates 
compliance with policy and regulations and assists with preparation for court 
hearings. 

 
Policy 

Search efforts to locate missing parents begin when a child is placed in CYD custody and 
continues through all phases of CYD planning. Social workers must obtain as much 
information as possible from the other parent and relatives regarding the identity and 
whereabouts of an unknown or missing parent. The CYD social worker must conduct a  
search, as described in this policy, for missing parents and update that search every six 
months in conjunction with the Family Service Plan/Child Permanency Plan (FSP/CPP) 
review cycle and the Court Review. The court sheet submitted to the Court must indicate 
the results of the search. 
 

 When children come into the custody of the CYD under circumstances where the 
whereabouts of the parents are unknown, the CYD social worker and provider agency 
will immediately undertake search efforts to locate the absent parents and other kin.  
These search efforts will be ongoing and documented in the case record. If the efforts do 
not yield the identity, location or contact with the parents or kin within three months, a 
special FSP Revision meeting will be held, notwithstanding the semiannual review cycle, 
and the goal on the FSP will be changed, if appropriate, to adoption. 
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The CYD social worker is responsible for the search efforts for parents of children in 
directly monitored kinship caregiver homes, and for ensuring that search efforts by 
provider agency social workers are completed. 
 
The provider agency social worker will also conduct a search as described in this policy 
for all missing parents and update such search efforts every six months in conjunction 
with the FSP/CPP and Individual Service Plan (ISP) review cycle, unless the parents are 
located. In addition, providers must continue to ask children in placement and kin on a 
regular basis about the whereabouts of missing parents.  
 
The CYD Social Worker will request a copy of a death certificate, if told that the parent 
is deceased at the time of placement or anytime thereafter. Search efforts shall continue 
until a copy of the death certificate is received. The information regarding the parent’s 
death must be documented in the case record and in FACTS. 
 
Parent Locator Service 
The Parent Locator Service (PLS) search is conducted through the Law Department.  The 
CYD social worker will contact the Law Department to request the PLS as soon as: 

 the social worker identifies a missing parent.  
 the whereabouts of a parent becomes unknown at anytime during the case. 

 
The more identifying information provided, the greater the likelihood that the PLS will be 
successful.  The most important information is an accurate first and last name, social 
security number, date of birth and last known address.  
 
When a CYD social worker drafts a dependent petition and the whereabouts of one or 
both parents is unknown, the legal assistant in the Law Department will automatically 
submit a PLS request. If the whereabouts of a parent become unknown at anytime during 
the case, DHS staff must contact the assigned solicitor to request a new PLS.  A PLS is 
also submitted when court ordered and when drafting a Goal Change/Termination of 
Parental Rights or PLC petition when the whereabouts of the parent are unknown. 
 
A PLS report is generated and provided to the CYD Social Worker and Court, if court 
ordered.  A PLS accesses the following sources of information:   

• Parents/PACES/DMO2 = Statewide Family Court Computer System 
• Department of Public Welfare 
• PCIC/NCIC =  State/National Criminal Information 
• Statewide Monthly Prison Printout from the Criminal Justice Center 
• Bureau of Motor Vehicles 
• Credit Bureau Association 
• Coles Directory – cross checking of addresses and /or telephone numbers 
• Federal Parent Locator Service 

 
If an address for the missing parent is identified, a letter must be sent by the CYD social 
worker via certified and regular mail to that individual. Results of the PLS search must be 
shared with the provider agency.  
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Documentation of Search Efforts  
The CYD social worker will document all search efforts in the narrative section of the 
case record. Once the PLS results are received by the social worker, the results of the 
PLS should be filed in the family section of the case record. 
 

Procedure 
CYD Social Worker: 
To ensure optimal outcomes in searching for absent parents, intensive search efforts will 
include the following: 

 Request PLS 
 Search JACS – Juvenile Probation (via Liaison Unit) 
 Check the Commonwealth Law Enforcement Assistance Network (CLEAN) (via 

Liaison unit) 
 Review any historical volumes in the case for information. 
 Search FACTS 

A PLS needs to be done every six months until the parents’ whereabouts are known.  Prior to 
every court review, the worker should indicate in the court sheet that a PLS was conducted and 
the results of the search.  
 
Provider Social Worker: 
Provider social workers will conduct ongoing search efforts to locate missing parents through 
the following methods:  

 Interview the parent and all available maternal and paternal family members regarding 
identity and whereabouts of the missing or unknown parent.  

 If appropriate, request that the parent or relative provide a copy of the missing parent’s 
death certificate.  

 Send a certified letter to the last known address and keep documentation of the certified 
letter receipt in file. 

 Search all available directories, including electronic ones.  
 Review Child’s Permanency Resource List for potential contact resources 

 
PLS Requests:  
The PLS should be requested from the assigned solicitor in the Law Department.  If there is no 
assigned solicitor to the case, then the request should be addressed to any legal assistant 
supervisor. 

 Results of the search will be returned to the DHS supervisor and DHS must share the 
result with the provider agency.  

 
Request for Death Certificates: 
Social workers can obtain and submit the application for a certified copy of a death record in 
Procurement, 2nd floor OPB. A copy of the birth certificate of one of the case children of the 
deceased parent must be attached to the application.  
 
Once a parent has been located, the CYD worker should discuss with his or her supervisor the 
next steps to be followed in contacting and following-up with the parent(s).  The Law 
Department as well as the provider must be notified that the parent has been located.   
Questions regarding information in this Guide may be addressed to: 
Patricia Ripoll, Policy and Planning Administrator  x4112  
Susan Weinberg, Program Supervisor   x4116 


