
RECORDS PRODUCTION FOR ADMINISTRATIVE REVIEW OF  
FINDINGS (ARIF) OF A CPS INVESTIGATION    
RECORDS MANAGEMENT GROUP (RMG) AND CPS RESOLUTION SPECIALISTS

Purpose:  CPS Resolution Specialists alert RMG at times when a Designated Perpetrator 
(DP) requests receipt of the case record in which he/she was involved.  RMG sends out 
redacted copy of the case record.    

CPS Resolution Specialist (RS) 
responds to client’s request for an 
ARIF and offers a redacted copy 
of the case record.

No records should be released to 
the client.  No action will be 
taken by RMG.
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RS makes a request for redaction via OneCase and 
chooses Administrative Review as the request type.  

In contact info fields, RSs will put themselves as the 
caseworker.

In the court/hearing date field, RS requests a 45 day time 
period beginning on the date the request is entered into 
OneCase.

In the comments section RS:
1. identifies self as a Resolution Specialist;
2. states that redacted case record should go to the client 
and includes the client’s name and mailing address.

Note: If the mailing address is correct in IMPACT, the RS 
may omit it from the comments.

Client requests a copy of case 
record.

Client requests an ARIF, but 
not a copy of the case record.

RMG processes the 
records request by  
releasing of redacted 
case record  to the 
client.

Note: RS may use the 
Request Status button in 
OneCase to check when 
RMG has sent the redacted 
record to the client.

http://www.dfps.state.tx.us/policies/caserecord.asp
http://www.dfps.state.tx.us/policies/caserecord.asp
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