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W See Section 2.1 of UAC Policy Guide 

OVERVIEW 

This section includes procedures for sponsor applications, assessments and background checks 
of potential sponsors, the roles and responsibilities of key participants in the release process, 
home study requirements, recommendations and decisions on release, including notifications 
of denial and procedures for appealing denial by a parent/guardian or UAC, procedures for 
release from ORR, including release to a sponsor, release for children with legal immigration 
status, procedures for post-release services and a safety and well-being follow up call, and 
closing the case file. 

ORR expects care providers and ORR staff and contractors to protect Personally Identifiable 
Information (PI I) when communicating information about sponsors and UAC. These procedures 
are described in Appendix 2.1 How to Protect Pll and Create Password Protected Files 
Documents that are uploaded in the UAC Portal do not need password protection. 

W See Section 2.2 of UAC Policy Guide 

OVERVIEW 
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ORR and its care providers work to ensure safe and timely release of each UAC from care 
whenever possible. This requires care providers to identify and contact potential sponsors as 
quickly as possible while maintaining the safety and well-being of the child. Potential sponsors 
complete a Family Reunification Application (FRA) and other forms and submit documents that 
are part of the larger Family Reunification Packet (FRP) (available in English and Spanish). ORR 
expects potential sponsors to complete the Family Reunification Packet within 7 calendar days 
of receipt of the packet. 

The Family Reunification Packet includes the following and is available on the home page of the 
UAC Portal and on the ORR Website under Key Documents for the UAC Program: 

• Family Reunification Packet Cover Letter 

• Authorization for Release of Information 
• Family Reunification Application 

• Sponsor Care Agreement 

• Legal Orientation Program for Custodians Overview 

• UAC Sexual Abuse Hotline Flyer 
• Fingerprinting Instructions 

• Sponsor Handbook 

• Letter of Designation for Care of a Minor (used when a parent or legal guardian 
wishes to specify another person to sponsor his or her child) 

• Sponsor Declaration 

• Privacy Notice for Sponsors 

• Privacy Notice for Parents and Legal Guardians 

• Fraud Warning 

The Sponsor Handbook includes other information and is available on the UAC Portal as well as 
the ORR Website. 
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The UAC Portal has a Case Status page that appears on the Case Management tab when a user 
clicks on an individual UAC's A number (see Fig. 2.1). Along with capturing a snapshot of a 
UAC's case at any given time, the function allows ORR to monitor cases to make sure 
assessments and communications occur within expected timeframes. Some fields on the page 
are auto-populated. Other fields require manual input. 

-~ :-"-- ---- -:C ''' '''' '''c ccc ''' cccc ''' ccc '- - ------ - ------ - ---------------- • • • • - ------ ------- ------- ------- --·-- · ------- --------- --- ••••• ••---
Addfe:S'li :D~te Corr•ph::~e.d: 

... .... ... .... ...... .... .. 

S·etween :UAC an.IJ Spon~r Date Com:p!eted: 
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ffi See Section 2.2.1 of the UAC Policy Guide 
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PROCEDURES 

1. Within 24 hours of placement of the UAC in ORR custody, the case manager: 

• Reviews the Intakes tab in the UAC Portal for any notes or contact 
information that was entered into the DHS referral to ORR, or to 
determine if the UAC was separated from a parent or other relative at 
time of apprehension. 

• Interviews the UAC to identify who he or she was expecting to live with in 
the United States and anyone else the UAC knows in the United States in 
order to help identify a potential sponsor. 
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• Identifies any safety concerns for the UAC if he/she were to have contact 
with the family in country of origin or the potential sponsor. 

• Contacts the UAC's parent or legal guardian (following safety protocols in 
regard to trafficking, smuggling, abuse or neglect concerns, criminal 
history information, or any other safety concerns) to notify them of the 
UAC's placement, identify family members or close friends who reside in 
the United States and who may have been expecting the UAC, and 
requests that they send the UAC's birth certificate immediately. 

• Advises the UAC's parent or legal guardian that ORR may release the UAC 
to a qualified sponsor in the United States who completes the application 
process and provides documentation to show proof of the sponsor's 

identify and the sponsor's relationship to the UAC. COifW 

PROCEDURES 

1. Within 24 hours of identification of a potential sponsor, the case manager 
explains to the potential sponsor the requirements of the sponsorship process 
by: 

• Providing an overview of ORR's function. principal tasks and participants. 
and the ORR connection to U.S. immigration proceedings by: 

o Stressing the fact that ORR is a federal agency within the U.S. 
Department of Health and Human Services and is dedicated to the 
welfare of unaccompanied alien children and that ORR is not an 
enforcement nor an immigration agency; 

o Advising that the UAC has been placed in immigration proceedings 
while in ORR care; 

o Explaining the role of the care provider's organization and that all 
services are free of charge to the UAC and to the sponsor; 

o Explaining the role of the case manager in assisting the potential 
sponsor with the family reunification process (include the case 
manager's contact information); 

o Emphasizing that the sponsor should be aware of potential fraud 
schemes (See Quick Glance: Protecting Sponsors from Fraud 

~£h~m~.~) 
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• Informing the sponsor of the ORR family reunification process and the 
potential sponsor's responsibilities by: 

o Reviewing the Family Reunification Packet (FRP) and all forms that are 

included in the packet; 

o Explaining other documentation requirements that are part of the 
packet, such as proof of address, proof of relationship, etc.; 

o Explaining the importance of listing all household members on the 
application; 

o Explaining the process for fingerprinting, if applicable. This includes 
notifying the sponsor that ORR will submit fingerprint information to 
the FBI for criminal history checks. 

o Explaining other background checks, including that internet criminal 
public records checks and sex offender registry checks will be 
performed for all sponsors, adult household members, and adult 
caregivers identified in a sponsor care plan; 

o Explaining that assistance from an attorney or any other paid 
representative is not required for completion of the packet; 

o Advising the sponsor to be wary of fraudulent phone calls asking for 
money to get the UAC released to him or her and directing their 
attention to the Fraud Warning flyer in the FRP (See Quick Glance: 
Protecting Sponsors from Fraud Schemes). 

o Explaining the importance of obtaining a Letter of Designation for 
Care of Minor from the UAC's parent or guardian if the potential 
sponsor is not a parent or legal guardian (and documenting efforts to 
obtain the letter if unsuccessful). 

• Emphasizing the timeframes for returning the packet by: 

o Immediately submitting the Authorization for Release of Information; 

o Immediately submitting the sponsor's government issued photo 10; 

o Submitting the complete FRP within 7 calendar days (noting that the 
case manager can assist if the sponsor is unable to read or write in 
English or Spanish). 

o Scheduling fingerprinting within 3 business days 

• Explaining ORR expectations for the potential sponsor if the UAC is 
released to the sponsor by: 

o Explaining that the sponsor must attend a Legal Orientation Program 
for Custodians (see 2.2.5 Legal Orientation Program for Custodians). 
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o Noting that the UAC may receive post-release services while in the 
care of the sponsor, should such services be warranted, and that 

participation in the service provision is voluntary. (0. 

2. Within 24 hours of identification of a potential sponsor, the case manager 
sends the Family Reunification Packet (FRP) to the potential sponsor by email or 
by sending the UAC Portal home page link (https://ucportal.acf.hhs.gov) which 
features the FRP. The case manager updates the UAC Portal Case Status page 
with the date the FRP was sent to sponsor. NOTE: Emailing the FRP or sending 
the UAC Portal link is preferred whenever possible, but case managers may send 

the FRP by expedited mail or fax if necessary.<OIJ .li?J/-1J/r!/J 

3. Within 1 business day of emailing or providing the UAC Portal link to the FRP 
for the potential sponsor (within 5 business days if the FRP is mailed), the case 
manager contacts the potential sponsor to: 

• Confirm receipt of the FRP. 
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• Provide the potential sponsor with help in filling out the packet, if 
needed. 

• Remind the potential sponsor and adult household members to 
immediately return the Authorization for Release of Information and a 
copy of the sponsor's and adult household members' government issued 
10, as applicable. 

• Assist the potential sponsor in scheduling an appointment for the Legal 
Orientation Program for Custodians (see 2.2.5 Legal Orientation Program 
for Custodians}. NOTE: The case manager should capture the information 
about the appointment in either the UAC Assessment or UAC Case 

Review, depending on when the information was obtained. iJ ~-1JB!J 

4. Within the same 1 business day timeframe, the case manager creates a new 
sponsor record or updates an existing record in the UAC Portal. Prior to creating 
a new record, the case manager searches for the potential sponsor's name and 
address in the UAC Portal to check if the sponsor has previously applied for 
sponsorship or if the address was previously used for sponsorship (see Q.!J.!~k 
Glance: How to Check for Previous Sponsorship}. A UAC may have multiple 
potential sponsors, but the case manager must designate one sponsor as the 
"primary sponsor" in the Sponsor Information section of the UAC Portal. 

NOTES: 

Defendants' Prod. Vol. 5 

• Creating the sponsor record initiates the sponsor assessment process 
used to evaluate a sponsor. Unless there are unexpected delays (such as 
a wait list for fingerprint checks or a case that requires the completion of 
a home study}, ORR expects the care provider to complete the evaluation 
process within these timeframes: 

o Cat 1 and Cat 2A: 10 calendar days 
o Cat 28: 14 calendar days 

o Cat 3: 21 calendar days <0'11 

• At this time the UAC Portal does not distinguish between Cat 2A or Cat 
2B. Case managers should continue to designate these sponsors as Cat 2 
for the dropdown designations but specify in the Release Request and 
other narrative documents whether the Cat 2 sponsor is designated a 2A 
or 2B. 
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First Name: 

SSN: 

Oats of Birth: 

: n::2 .i2 ~2l 

: 1 .i(o)~/2'Xil 

" :: 

Does anyone (n the HousehoEd have a Serious~ C<Jntagious Disease? {tf ~<es~ please explain {n ·:· Yes ·~· l'•k' 

Comments}; 

Do any of the Occupants Have -Crimina~ Convi<tions cr Charges, Other Th:an Minor Tr.a.ffic 

Violations? (If yes, pfe:ase expJa:in in Comments}: 

Re1oHa.rt""ih~p tv UAC: 

.to.ddJ-es:s : 

State~ 

Home Phone; 

Rrst Na.me~ 

SSN: 

Address.: 
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1>.11: 

A~: 

Oty: 

:·· Yes ·~; No 

·:. :· ' 

Last ~Jame: 

A~: 

Flag: ':~; 

Flag Note: 
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5. If the potential sponsor already exists in the UAC Portal, the case manager clicks 
"assign sponsor" on the screen that appears following "search sponsor" and 
continues to search the record as new information is collected regarding 
sponsor's address, household members, criminal background check, etc. If the 
sponsor has a new address, the case manager should update the address but 

should not create a new sponsor entry. See Fig. 2.2 . .leJ 

Fig. 2.2 Assign Sponsor 

6. If the sponsor is not in the system, the case manager creates a new sponsor 
record in the UAC Portal for each potential sponsor to whom an FRP is sent and 
enters the required sponsor information. See Figure 2.3. The case manager 
continues to update the record as new information is received. If the case 
manager identities fraud or other identified safety concerns at this time, he/she 
should elevate this to the FFS to determine if the person should be added to the 
UAC Portal in the event that the person attempts to sponsor a UAC in the future. 

~.leJ 
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Figure 2.3 Add New Sponsor 

r.aDDDDDOD~. ~·. ·.D. 0. 0. ' ... ~ ••• ~ .•.. ~ .. ··D. '.·.D. 0. 0. 0. '.· .. '.· .. '.·.'.·.·.'. 0. ' •.. ~ .•.. ~ .•.. ~.·. '.·.' •. 000000001 
:: :-:: :·~:»-·"~·X ~$-~VX: _: _ • 

7. If a check for previous sponsorship indicates that a potential sponsor has 
previously sponsored or previously attempted to sponsor a UAC in ORR care, the 
case manager assesses the sponsor's compliance: 

• For successful sponsorships, by obtaining proof that the previously 
sponsored UAC continues to reside with the sponsor (if still a minor), was 
registered in school as a minor or in accordance with state laws, attended 
his/her immigration court hearings (if scheduled), and the resources that the 
sponsor used to meet the UAC's needs. 

• In all cases, by obtaining the following records from the care provider where 
the previously sponsored UAC was in care: the sponsor's FRA and supporting 
documentation; the Sponsor Assessment; background checks; Home Study 
report, if applicable; Release Request; and safety and well-being follow-up 
call notes (or related information) and whether the case was referred for 

post release services (PRS) and the name of the PRS provider. See the .Q~t!~.k 

Glance: Requesting Records from Other Care Provider Programs. 

The case manager reviews the information provided and compares the 
information to the current case noting any discrepancies or red flags and then 

documents the findings in the UAC Case Review. CO!II-11~ 
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PROCEDURES 

1. The sponsor returns the FRA, preferably within 7 calendar days of receipt. The case 

manager updates the Case Status page with the date the FRA was received and 

uploads the FRA into the UAC Portal under the UAC Documents tab. See Fig. 2.1. 

CO[I ~~ 
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2. The case manager updates the sponsor record in the UAC Portal and conducts a new 
search for the name and addresses of adult household members and the adult 
caregiver identified in the sponsor care plan to determine if they have previously 
applied for sponsorship or if the address has been used previously by other sponsors 

(see Quick Glance: How to Check for Previous Sponsorship). '11 

3. If the search for previous sponsorship and previous use of the address reveals 
additional information, the case manager documents the information in the 
Comments section of the Sponsor Information section of the UAC Portal. If the 
additional information is of concern and requires elevation to the case coordinator 
and FFS, the case manager "flags" the applicable sponsor name or address and notes 
the reason in the "notes" box. See the Quick Glance: When to Flag a Sponsor, Other 
Adult, or Address. The case manager elevates any findings from any of the searches 

to the case coordinator for relevance to the current case.-1!~ 
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4. Upon receipt of a copy of the potential sponsor's, adult household members', and 
/or adult caregiver's photo ID(s), the case manager: 

• Performs a criminal public records check and sex offender registry check for 
the potential sponsor, adult household members, and adult caregiver 
identified in a sponsor care plan. The case manager saves a copy and/or 
screenshot of these checks in the UAC Documents tab of the UAC's 
Assessment file in the UAC Portal. Any findings from the checks are elevated 
to the case coordinator and FFS. See 2.5 Sponsorship Assessment 
Background Check Investigations for more information. 

• Initiates the fingerprinting process and assists the sponsor and household 
members with scheduling a fingerprint appointment, if applicable (see 
Appendix 2.14 Fingerprinting Requirements) 

• Assists the potential sponsor in scheduling an appointment for the Legal 
Orientation Program for Custodians. (see 2.2.5 Legal Orientation Program 

for Custodians) .<0!112lif 

ffi See Section 2.2.4 of the UAC Policy Guide 

PROCEDURES 
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Proof of Sponsor Identity 

1. Potential sponsor submits original versions or legible copies of government issued ID as 
evidence verifying his/her identify (see guick Glance: List of AcceQtable Proof of 

Identity Documents}.li21/tt:l 

2. The case manager offers guidance to potential sponsor on how to obtain the 
documentation, emphasizing to the sponsor that the proof of identity document will be 
required prior to release of the child. However, it is ultimately the potential sponsor's 

responsibility to find and submit documentation. 121/W 

3. The case manager reviews the proof of identity provided and uploads the documents to 
the UAC Documents tab in the UAC Portal copying all pages of the document, front and 
back sides. NOTE: The sponsor must be able to provide this ID at the time of the UAC's 

release; staff conducting the transfer of custody will verify the ID.IJ"el 
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Mexican border crossing card that 
contains a photograph with valid Form 1-
94 

Refugee travel document that contains a 
nhntr"\or·,. nh 

4. The case manager confirms the identity of all potential sponsors and documents the 
accurate name and date of birth in the Proof of Identity section of the Sponsor 
Assessment. See 2.4.1 Assessment Criteria for more information about the Sponsor 
Assessment. The case manager updates the Case Status page with the date the Proof of 

Identity was completed. See .f..!g~ .. Z~J. ~~~ 

5. The case manager or the CFS verifies the UAC's and/or potential sponsor's birth 
certificates or other foreign government issued documents with the Consulate under 
the following circumstances: 

• The authenticity of the original birth certificate or other foreign government 
issued document is questionable or the document appears to be fraudulent 
or altered. 

• The birth certificate provided is for another individual. 

NOTE: The FFS supervisor determines the point of contact for each program. If the case 
manager is responsible, he/she will copy the FFS on the email to the Consulate. If the 
CFS is responsible, then the case manager will ask the CFS, copying the FFS, to contact 

the Consulate. ~~~ 

Proof of Identity of Other Adults 

All potential sponsors must submit documentation verifying the identity of other adults in 
the sponsor's household or adult identified in a sponsor care plan. 

1. The potential sponsor submits at least one identification document that contains a 
photograph for each adult household member and adult identified in a sponsor care 
plan. See the Quick Glance: List of Acceptable Proof of Identity Documents. The 

document may be an original or a legible copy. II ~ 

NOTE: If a member of the potential sponsor's household or an adult caregiver is a 
former UAC who was in ORR care, the potential sponsor may submit an original version 
or legible copy of the ORR Verification of Release form issued to the UAC at time of 
release. The document may only be used to verify the identity of adults under the age of 
21, and only if the form contains a photograph. ORR will not accept a Verification of 
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Release as proof of identity if it does not contain a photograph, and/or is for anyone 21 

and older.!IW 

2. The case manager reviews proof of identity for the adult household members and adult 
identified in the sponsor care plan and uploads the documents to the UAC Portal (front 
and back of the I D). The case manager confirms that the document is acceptable in the 
Proof of Identity section of the Sponsor Assessment. The case manager updates the Case 

Status page with the date the Proof of Identity review was completed. See Fig. 2.1.!1'1l 

Proof of Immigration Status or U.S. Citizenship 

1. The potential sponsor submits documentation to prove their immigration status or U.S. 
citizenship, if applicable (see Quick Glance: List of Acceptable Proof of Immigration or 

U.S. Citizenshi~ Documents). jglfttJ 

2. The case manager reviews the document(s) provided to ensure that the document(s) 
are sufficient to prove immigration status or U.S. citizenship and that the name, date of 
birth, and other identifying information in the document(s) match the identifying 
information contained in other documents provided by the potential sponsor and adult 
caregiver (e.g., birth certificate, proof of identity, address, or relationship documents, 
etc.). 

3. If the potential sponsor provided their alien number, the case manager also calls the 
Executive Office for Immigration Review (EOIR) immigration court information hotline at 
800-898-7180 to obtain information regarding the potential sponsor's and/or adult 
caregiver's immigration case. An alien number is required in order to access immigration 
information from the EOIR hotline. 

4. The case manager uploads the document(s) to the UAC Documents section of the UAC 
Portal and enters the potential sponsor's immigration status in the "Legal Status" field 

found in the Sponsor Information section of the UAC Portal. '11 

5. The case manager documents the potential sponsor's immigration status, what 
documents the potential sponsor submitted, and any information obtained from the 
EOIR hotline in the "Proof of Immigration Status or U.S. Citizenship" section of the 

Sponsor Assessment and the Release Request. !I 

6. The case manager determines if a sponsor care plan is required (see 2.7.61ssues 
Related to Recommendations and Decisions). 
NOTE: If the potential sponsor is unable to provide documentation to prove immigration 
status or U.S. citizenship or is only able to provide expired documents, the potential 
sponsor is consider to be without status and a sponsor care plan is required. 
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• Valid visa 
• Legal permanent resident card (green 

card) 

• Notice to Appear 

• Other Federal government issued 
documentation providing immigration 
status information 

Proof of Address 

Proof of U.S. Citizensh 

• U.S. passport 
• U.S. birth certificate 

• Naturalization papers 

• Court order 
• Other government issued document 

sufficient to prove U.S. citizenship 

1. The case manager ensures the proof of address submitted matches the address on the 
sponsor's application as well as the address that was previously searched in the UAC 
Portal. The case manager uploads the proof of address document provided by the 
potential sponsor to the UAC Portal, enters the type of document and the address on 
the document into the Proof of Address section of the Sponsor Assessment_ and enters 
the address in the sponsor information section of the UAC Portal. See the Quick Glance: 

Acceptable Proof of Address Documents. ~~~ 
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2. The case manager verifies that the address provided by the sponsor is a residential 
address by: 

• Entering the address into SmartyStreets.com to verify that the address is 
classified as residential under the RDI (Residential Delivery Indicator) 
category and that the address is not classified asP (post office box) under the 
Record Type category. 

• Entering the address into Google to verify that it is a valid address in Google 
Maps and in Google Earth (check the camera view to ensure it is pointing at 
the address and not across the street or adjacent). 

3. The case manager documents in the Proof of Address section of the Sponsor Assessment 
that verification of residential address has been completed through SmartyStreets, 
Google Maps, Google Earth, and UAC Portal search and updates the UAC Portal as 
needed with the results. The case manager saves the results of the search in a file that is 
uploaded in the UAC Documents tab. The case manager updates the Case Status page 

with the date the Proof of Address was completed. See Fig. 2.1. ~~~ 

4. If the sponsor does not submit an acceptable proof of address document or if the case 
manager cannot confirm that the address provided is a residential address or that the 
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sponsor lives at that address, the case manager documents this in the Proof of Address 
section of the Sponsor Assessment and elevates the issue to the case coordinator and 

the FFS. ~~~ 

Proof of Sponsor-Child Relationship 

1. The case manager gathers proof of relationship between the UAC and a potential 
sponsor to determine the sponsor category and to determine the existence of a prior 
relationship between the UAC and the potential sponsor and/or the UAC's family with 
the potential sponsor (If a UAC does not have a birth certificate, the case manager 

elevates the case to the FFS). !I 

2. The case manager uploads the documents provided by the sponsor to the UAC Portal. 
The case manager documents all information in the Proof of Relationship section of the 
Sponsor Assessment along with confirmation that the case manager was able to verify 
the sponsor-UAC relationship. See Quick Glance: Acce~table Proof of Relationship 
Documents. The case manager updates the Case Status page with the date the Proof of 

Relationship was completed. See Fig. 2.1. ~~~ 

Relationshi e 
Parent {Cat 1} 

Step-parent (who has legally 
adopted UAC} {Cat 1} 

Legal guardian {Cat 1} 

Defendants' Prod. Vol. 5 

ble Document 

• Birth certificates 

• Court records 

• Parent's valid/non-expired or expired (up to two years) 
government issued photo ID 

nsor who sa 

• Birth certificates 

• Parent's valid/non-expired or expired government 
issued photo ID 

• Step-parent's valid/non-expired or expired government 
issued photo ID 

• Marriage certificate 

• Court order documents confirming adoption or legal 
guardianship has been established 

• Court order documents confirming adoption or legal 
guardianship 

• Birth certificates 
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• Legal guardian's valid/ non-expired or expired 
government issued photo ID 

• Guardianship records 

• Death certificates 

• Hospital records 

Other related sponsors • Birth certificates 
(Cat 2A/28 or 3} • Trail of familial birth and/or death certificates showing 

that the UAC and the sponsor are related (this includes 
the UAC's birth certificate) 

• Marriage certificates 

• Hospital records 

• Court records 

• Guardianship records 

• Baptismal certificate 

• Primary Caregiver Affidavit (certain 2As only) 
Unrelated sponsors (Cat 3} • Birth certificates 

Cat 3 unrelated potential • Birth certificate or Record Not Found (government 

sponsors who are unable to issued document) 

provide verifiable • Government issued photo ID (verify in person or via 

documentation of a family video conference that you are speaking to the correct 

relationship with the UAC individual) 

must submit evidence that • Marriage certificate 

reliably and sufficiently • UAC parent's death certificate or death certificates of 

demonstrates a bona fide other family members 

social relationship with the • Baptismal certificate 

child and/or the child's family • Hospital records 

that existed before the UAC • School records/diploma 

migrated to the United • Remittance receipts evidencing financial support of UAC 
States. • For proof of recent travel or living in the UAC's family in 

The care provider should country of origin: passport including passport stamps, 

gather as many documents as land deeds of sponsor and minor's family, government 

needed to prove prior issued ration cards 

relationship. This table • Photographs or social media posts (labeled) 

includes acceptable • Family session(s) case notes (clinician and case manager 

documents for corroboration observations of interactions/conversations between 

purposes (not an exhaustive UAC and potential sponsor) 

list). • Consulate verification of birth certificate 

• Assessment based on interviews with UAC, UAC's family, 
UAC's caregiver in home country, and sponsor's 
neighbors (make all efforts to conduct in-person or via 
video conference); explanation of potential sponsor's 

Defendants' Prod. Vol. 5 24841 

GOV-00024841 



Case 2:18-cv-05741-DMG-PLA   Document 227-15   Filed 03/25/20   Page 29 of 81   Page ID
 #:5271

relationship with the UAC in the Family Reunification 
Application, confirmed by UAC's family. 

3. The case manager immediately notifies the case coordinator if it is determined that the 
UAC and the potential sponsor have no prior existing relationship and documents this 
information in the Proof of Relationship section of the Sponsor Assessment and in the 

UAC Case Review. See 2.7.4 Deny Release Reguest. -1:1 

Evidence of being a Primary Caregiver (Category 2A sponsors who are non-grandparents/non­
adult siblings only) 

If the potential sponsor has any guardianship documents or other documents from a state or 
foreign government they must submit this with the Family Reunification Application. ORR also 
accepts sworn affidavits from potential sponsors in addition to corroborating interviews the 
Case Manager has with the child, potential sponsor, and other family members to establish 
whether the potential sponsor was a primary giver to the child. 

1. The case manager contacts the potential Category 2A close adult relative sponsor (who 
is not a grandparent or adult sibling) and requests: 

a. Temporary guardianship documents (please note full legal guardianship or adoption 
would mean the sponsor is a Category 1) from a state or foreign government. 

or 

b. The case manager requests that the sponsor submit a sworn affidavit attesting that 
they were the child's primary caregiver. The affidavit includes the following 
information: 

• That the child lived in the same home with the sponsor. 

• The amount of time the child lived with the sponsor. 

• The amount of time the child lived with the sponsor, for which the sponsor claims 
they were the child's primary caregiver. 

• Where the child's biological parents lived at the time. 

• Why the child's biological parents were unable to provide primary care for the 
child. 

• Whether the child's biological parents asked/consented to the sponsor being the 
primary caregiver. 

• Who took the following responsibilities for the child, while the child lived with the 
sponsor: 

o Bathed the child 
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o Fed the child 

o Made health care arrangements 

o Disciplined the child 

o Financially supported the child 

o Supervised the child 

o Consoled/Comforted the child 

• Attestation that the sponsor did not sexually or physically abuse the child, or 
through their negligence allow others to sexually or physically abuse the child 

• Attestation that the sponsor did not abandon or mistreat the child. 

2. For purposes of 2(b) above the case manager conducts interviews with the child, the 
sponsor, and other family members to corroborate the information in the affidavit. 

3. The case manager identifies Category 2A sponsors in the Release Request and in the 
Sponsor Assessment. 

Missing Documentation or Incomplete FRA 

1. If the potential sponsor does not complete the FRA or submit the required proof of 
identity, immigration status/U.S. citizenship, address, relationship, etc., the case 
manager consults with the case coordinator and the FFS. NOTE: In these cases, the case 

manager does NOT submit a Release Request. W/~ 

2. The case manager enters the sponsor's name and information in the sponsor 
information section of the UAC Portal for the UAC and in the sponsor information 
section of the UAC Case Review, documenting the reason why the sponsor was pursued 
or attempted to sponsor a UAC and decided to withdraw or ORR decided to cancel 

pursuit of the sponsor.-11 

3. The case manager flags potential sponsors who disclose information that demonstrate a 
safety concern or potential risk to the child in the UAC Portal (See Quick Glance: How to 
Check for Previous Sponsorship and Quick Glance: When to Flag a Sponsor, Other 

Adult, or Address).-1! 

Reporting Fraudulent Information and/or Documents 

If a sponsor, household member, or adult caregiver provides fraudulent information during 
the sponsor assessment process for the purpose of obtaining sponsorship of a UAC, the care 
provider must report the incident to the U.S. Department of Health and Human Services 
Office of the Inspector General (UAC@oig.hhs.KIDL.) and U.S._Immigration and Customs 
Enforcement Homeland Security Investigations tip line: USICE HSI Tip Line 

(HSITipline.Collaboration@ice.dhs.gov). ~ 
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State Issued Identity Documents 

If the case manager has evidence that a potential sponsor has submitted altered or 
fraudulent state-issued Identity documents (such as an ID card or driver's license), the case 
manager should send an email to the reporting agency for the state and copy the FFS (email 
addresses for the state agencies are included in Appendix 2.3 Reporting Agencies for 
Suspected Document Fraud for Most Common ID Documents in Key States). All reports 
should include any information about the potential sponsor or the circumstances 
surrounding the fraud. 

The U.S. Department of Health and Human Services Office of the Inspector General must be 
copied in the correspondence with the state agency (UAC@oig.hhs.gov). If the suspected 
fraud is in a state not identified as a key state in Appendix 2.3, the case manager should 

contact the assigned FFS and case coordinator. tir/~ 

W See Section 2.2.5 of the UAC Policy Guide 

PROCEDURES 

1. The case manager schedules the sponsor for an LOPC presentation using the LOPe's 
online scheduling system: 

Website: https://catholiccharitiesny.org/log-in 
In the email account section insert: LOPC@archny.org 
Password: Orientationl (case sensitive) 

NOTE: If the online scheduling system is unavailable, the case manager calls the 
LOPC Call Center for UAC at (888} 996-3848 and arranges for the Call Center to set 

up an appointment for the sponsor. W 

2. The case manager enters the sponsor's postal code or city and state in the online 
scheduling system to find the LOPC provider closest to the sponsor's home address. If a 
sponsor lives more than 60 miles from an LOPC provider or cannot travel to a provider, 
the case manager contacts the LOPC Call Center. 

NOTE: Special instructions for case managers in the Harlingen/Brownsville area: If a 
sponsor lives more than 60 miles from a LOPC provider in the Harlingen/Brownsville 
area and is unable to travel to the provider, the case manager may schedule the sponsor 

for an online LOPC appointment. tir 
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3. The case manager provides the sponsor confirmation of the appointment time, date and 
location by: 

• Printing out a copy of the online confirmation and mailing the confirmation 
to the sponsor; or 

• Entering a valid email address for the sponsor into the appropriate field of 
the online scheduling system, and the system will automatically generate and 
send an email confirmation to the sponsor; 

• If the LOPC appointment is scheduled to take place within 48 hours of 
scheduling, calling the sponsor and documenting the phone call in the UAC 

case file. COli dJ12!if 

W See Section 2.2.6 of the UAC Polic~ Guide 

W See Section 2.3 of the UAC Polic~ Guide 

IJJ See Section 2.3.1 of the UAC Policy Guide 

IJJ See Section 2.3.2 of the UAC Policy Guide 
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W See Section 2.3.4 of the UAC Policy Guide 

PROCEDURES 

1. The care provider or other referring party completes Section 1 of the Child Advocate 
Recommendation & Appointment Form and sends it as an attachment to the local child 

advocate program by email. !II ~ 

2. The child advocate program makes a recommendation for an individual Child Advocate 
based upon availability and the individual needs of the UAC. The child advocate program 
completes Section 2 of the Child Advocate Recommendation & Appointment Form. The 
child advocate program emails the form as an attachment to ORR/DUCO HQ at 
DucsConsent@acf.hhs.gov and includes the appropriate points of contact (program 

staff, FFS, referring party). !II ~ 

3. The designated ORR staff makes an appointment determination. The ORR staff 
documents the appointment determination by completing Section 3 of the Child 
Advocate Recommendation & Appointment Form and emails the form as a password 
protected attachment to the child advocate program, the care provider, and the 
designated ORR/FFS. The case manager uploads this appointment form to the UAC 

Portal as documentation. !I ~.leJ 

4. The child advocate program notifies the UAC's legal service provider or attorney of 

record by sending the Child Advocate Recommendation & Appointment Form. IJ ~ 

AP.P..~.n~.i.?.<: .l·.~ is a screenshot of the Child Advocate Recommendation & Appointment Form. 
The fillable template can be found in the UAC Portal under Forms, Checklists and Other Tools­
Administration. 

ffi See Section 2.4 of the UAC Policy Guide 

OVERVIEW 

The care provider evaluates each potential sponsor's ability to provide for the physical and 
mental well-being of the UAC. ORR determines if additional screening procedures or services, 
such as a home study, are necessary to ensure the welfare of the child. 
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ORR may in its discretion require potential sponsors to submit additional documentation before 
making a release decision. 

W See Section 2.4.1 of the UAC Policy Guide 

PROCEDURES 

1. Within five calendar days of identifying a potential sponsor, the case manager or the 
clinician interviews the potential sponsor based on the Sponsor Assessment Interviewing 
Guidance (see Quick Glance: Tips for Interviewing Sponsors)_ completes the tillable 
Sponsor Assessment form and uploads the form to the UAC Portal. The file should be 
saved as [Sponsor name]_Sponsor_Assessment_[date]. Once the Sponsor Assessment 
form is uploaded, the case manager cannot make any changes or additions to the form. 

The case manager or the clinician who conducted the interview and completed the 
Sponsor Assessment must certify that the potential sponsor was interviewed based on 
the Interviewing Guidance and must (electronically) sign and enter his/her name, title, 
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and the date as certification in the Sponsor Assessment form. The case manager updates 
the Case Status page with the date the Sponsor Assessment was completed. 

If the form is incomplete within the 5 days due to missing information or 
documentation, the case manager may save a copy for updating and upload the form 
later (see Step 3 below). But the case manager must complete the following sections in 
the initial Sponsor Assessment form within the 5 day timeframe and upload it in the 
UAC Portal: 

• Sponsor Basic Information (NOTE: ORR no longer collects Social Security 
Numbers (SSN) of sponsors.) 

• Sponsor Cultural Information 

• Family Relationships (including family tree, if applicable) 

• Household Composition 

• Previous Sponsorship 

• Proof of Identity 

• Criminal History 

• UAC Journey and Apprehension 

• Human Trafficking 

• Fraud COtiiJ~ 

iJ AQpendix 2.5 is the Sponsor Assessment Interviewing Guidance. 

iJ Appendix 2.6 is the Sponsor Assessment form. 
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2. If the sponsor self-discloses criminal history in the interview (or if background checks 
reveal criminal history or a safety risk for the potential sponsor, adult household 
members, and adult identified in the sponsor care plan), the case manager elevates to 
the case coordinator and the FFS to determine if ORR should obtain court records, 
police reports, proof of rehabilitation, and letters of explanation of the incident. 

If these records are no longer available because they have been expunged, the case 

manager should elevate to the FFS for next steps. ~~~ 

Figure 2.4 indicates where to upload the Sponsor Assessment in the UAC Portal. liJJI~ 

Figure 2.4 Where to Upload the Sponsor Assessment in the UAC Portal 
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3. If the case manager needs to update the Sponsor Assessment after the 5 day timeframe, 
he/she should create a new word document of the form using the following naming 
convention: [Sponsor name]_Updated_Sponsor_Assessment_[date]. The form may be 
updated as necessary but must be completed and uploaded to the UAC Portal before 
the case manager submits the release recommendation to the case coordinator. The 
number of Sponsor Assessments submitted per sponsor may not exceed two copies. 
Each copy must clearly indicate whether it is the initial assessment or the final version. 

COli~ 

4. If the case manager determines during the sponsor assessment process that a sponsor 
or address should be flagged, the case manager should click on the editing icon 
highlighted in Fig. 2.5 which opens the "Sponsor Information" tab under UAC 

Assessments to enter demographic, background check information, or other reason a 

sponsor, other adult, or address is flagged. COli~ 
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Fig. 2.5 Updating or Adding a Flag to the UAC Portal 
Click on the edit icon highlighted below. 

5. If a case manager is conducting concurrent planning, he/she should include this 
information in the UAC Assessment and UAC Case Review and indicate which sponsor is 
designated as the "Current Sponsor" since only one individual may hold this designation 
at any time in the UAC Case Review (simply click the "yes" or "no" button in the sponsor 

information page for each sponsor). '11 

6. The case manager must complete the sponsor assessment process before: 

• The case manager submits a home study referral. 

• The case manager submits a release recommendation. 

W See Section 2.4.2 of the UAC Policy Guide 

PROCEDURES 

1. The case manager continuously consults with the case coordinator using information 
collected during the UAC's initial assessment and throughout his/her stay in conjunction 
with the sponsor assessment process to determine if a home study of the potential 
sponsor is required. Home studies are only requested for potentially viable sponsors. 
~(0 

2. Within 2 business days of the completion of the FRA and after consultation with the 
case coordinator, the case manager submits the Release Request with a 
recommendation to perform a home study and summarizes the following in the 
comments section (Fig. 2.6 shows a partial snapshot of the Release Request): 

• Initial Intakes Assessment 
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• UAC Assessment 

• FRA 

• Safety Plan, if applicable 

• Background check results 

• Relevant SIRs 

• UAC Case Review 

• /SP 

• For category 2A/B and 3 cases, information about the biological parents' or 
legal guardians' consent for release and/or provision of Letter of Designation 
for Care of a Minor 

• Any additional assessments, including psychological assessments, and 
additional documentation on the UAC related to the release assessment 
(e.g., juvenile delinquency records) 

• For discretionary home studies: 
o What additional information will a discretionary home study be able 

to provide, other than what has already been gathered via the 
sponsor assessment process, to mitigate concerns and create a safer 
release scenario for the UAC 

o What questions need to be answered by the discretionary home 

study CO W-11 

Fig. 2.6 Case Manager Section of the Release Request 
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3. If there is nonconcurrence between the case manager's recommendation and the case 
coordinator's recommendation on regarding the performance of a home study, the case 
coordinator immediately elevates the case to the FFS who will make a determination on 
whether or not to conduct a home study in the Release Request in the UAC Portal within 
1 business day (see 2.7 Recommendations and Decisions on Release below for more 

information about the Release Request). (O..IeJ 

4. The case manager goes to the referral tab in the UAC Portal (See Fig. 2.6 Case Manager 
Section of the Release Request and Fig. 2.7 Home Study Case Referral Section) to 
complete the home study referral. 

Fig. 2.7 Home Study Case Referral Section 
(A) 

(B) 

RdN~;:"<$: ~il'tJ~~}'~i.,-t oM¥. ' cC C cCC CCc , c.· .·. ·.·.· .·. ·.· .·. ·.·.· .·.·.· .·.· .· . . ·.· .· .·. ·.·.·. ·.· .· .·. ·.·.·. ·.· .· .·.·. ·.·. ·.·.· .·. Cc. ' C·O 

:'S;A.'.t·~~t !(,&(.o'jj~(;!:t~1l0:Jo 

:t.yl_:.r.:-;~)! N·H~Y. ! 

ORR prioritizes Home Study and PRS TVPRA cases. Discretionary home study referrals 
may not be posted in the UAC Portal until the FFS approves the home study. See Quick 
Glance: FFS Approval for Discretionary Home Studies. W~..leJ 
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If a case is no longer in need of a home study or PRS, the case manager goes to the 
Home Study Case Referral tab in the Discharge Section and chooses the option to 
"Cancel Case Referral" for the specific case. The case manager also needs to update the 
Release Request. 

The case manager ensures that all documentation is saved in the UAC Portal. The 
information includes: 

• Initial Intakes Assessment 

• UAC Assessment 

• Sponsor Assessment 

• FRP 
• Safety Plan, if applicable 

• Background check results 

• Relevant SIRs (NOTE: Because HS/PRS providers cannot access SIRs, the case 
manager must send email copies to the provider.) 

• UAC Case Review 

• /SP 
• For category 2A/B and 3 cases, information about the biological parents' or 

legal guardians' consent for release and/or provision of Letter of Designation 

for Care of a Minor 
• Any additional assessments, including psychological assessments, medical 

records, and additional documentation on the UAC related to the release 

assessment (e.g., juvenile delinquency records)<OIJ'""el~ 
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5. When a case has a home study referral, the navigation tab on the UAC Portal includes a 
HS and PRS tab which is used by the HS/PRS provider to manage cases. See Figure 2.8 

H.~ .. ~n.~ .. P..R~.I~.~-

The home study provider selects cases from the National HS/PRS Referral List by clicking 
the accept button in the UAC Portal's Referral Tab. (This moves the referral from the 
"waiting" list to the accepting provider's "active" list until the home study is 

completed.)-1! 

Figure 2.8 HS and PRS Tab 

UAC Portal 

NOTE: Each Friday, the home study provider must submit their active HS/PRS case list to 
DCS HSPRS@acf.hhs.gov. The home study provider reviews all cases for duplication of 
services on the National Network Call on Tuesdays at 2:00p.m. EST. If duplication is 
found, the providers reach a consensus to determine which provider will continue with 
the case. ~ (0[8JW 

6. The home study provider contacts the care provider to confirm acceptance and request 

missing (if any) referral documents (including SIRs). '11~ 

7. The portal automatically removes UAC who turn 18 years of age while on the referral 

wait list because the UAC are no longer eligible for services. W-11 

8. Within 2 business days of the home study provider's referral acceptance, the home 
study provider reviews the Release Request and staffs the case with the case manager, 

as needed. CO[~ 
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