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Step 1: After logging into FSFN, locate the desired case name and click on the Case Book hyperlink. 

 

 
 

Step 2: On the Case Book screen, locate and click on the Progress Update hyperlink. Important: The 

Progress Update must be completed prior to creating the JR Worksheet. 
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Step 3: If it is the initial Progress Update, select the desired FFA-Ongoing and click the Continue button.  

If it is an updated Progress Update, select the previously created Progress Update and click the 

Continue button.  

  
 

 

 

 

 

 

 

 

Step 4: Select the desired Case Plan Worksheet and click the Continue button. Also Important: Since 

you will be assessing for the progress of the case plan tasks and domains, be sure to select the 

correct Case Plan Worksheet. 
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Step 5: Complete all three sections of the Participants tab. 

  
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Number  What needs to be done in this area? 
1 Review to ensure all the Children pertinent to this Progress Update are included. As needed, click on 

the Insert button or Remove hyperlink to add/eliminate individuals.  

2 Review to ensure all the Parent/Legal Guardian(s) pertinent to this Progress Update are included.  As 
needed, click on the Insert button or Remove hyperlink to add/eliminate individuals. 

3 Click on the Insert button and include all the Family Supports pertinent to this Progress Update; to 
utilize this feature, the individuals must be inserted in the Maintain Case Screen under the 
Professional/Family Support Network Contacts tab. 

1 3 

2 

Verify you have selected the 

correct FFA/Progress Update 

and CP Worksheet prior to 

saving by clicking on the 

hyperlink(s) to view the work. 
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Step 6: Complete the Family Assessment Areas tab by updating the Domains. 
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Need assistance updating the Domains? On the Case Book screen click on the 

participant hyperlink to view all the historical domain information saved in 

FSFN. 
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On the Person Management screen, click on the Child/Adult Functioning and Parenting tab to 

view the historical domain information. Click on the expando (triangle) to view the appropriate 

domain. If you clicked on a child’s name only Child Functioning will show. If an adult hyperlink 

is clicked, then Adult Functioning and Parenting will show. All domain information from all 

created work products will be available to view (FFA-Investigation/FFA-O/Progress Update). 
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Step 7: Review and update as needed the Reason(s) for Ongoing Involvement tab by selecting the 

appropriate Danger Threat(s). 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 8: If necessary, update the Danger Statement section. 
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Step 9: Complete the Child Needs tab. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

For any Child Need assessed as a C or D, please complete the Priority Needs section. 
 

 

 

 

 

 

Important: 

Prior to clicking the next 

tab, press the Refresh 

button. This will update 

the FSFN screen and may 

pop up new areas to 

complete. 

 



9 

 

Step 10: Complete the Protective Capacity Analysis and Family Change Strategy tab. 
Assess each caregiver’s behavioral, cognitive, and emotional the caregiver protective capacities (CPC). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

Important: 

Prior to clicking the next 

tab, press the Refresh 

button. This will update 

the FSFN screen and may 

pop up new areas to 

complete. 
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Step 10 Continued: Continue completing the Protective Capacity Analysis and Family Change Strategy 

tab. 
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Step 10 Continued: Continue completing the Protective Capacity Analysis and Family Change Strategy 

tab: If necessary, edit the Family Change Strategy. Lastly, assess each parent’s, with 

diminished CPCs, Motivation for Change. 
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Step 11: Complete the Safety Summary and Planning tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Number  What needs to be done in this area? 
1 If the current safety plan is controlling for the danger threat(s), select the first radial option. If a safety 

plan is no longer needed to control for the danger threat(s), select the third radial option. 

2 Complete this section justifying your decision. 

1 

2 
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Step 11 Continued: Complete the Safety Summary and Planning tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Number  What needs to be done in this area? 
3 If the current safety plan is NOT controlling for the danger threat(s), select the second radial 

option. Continue completing the safety analysis questions to determine the if the safety plan 
will be sufficient with the child remaining in or out of the home. 

3 
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Step 11 Continued: Complete the Safety Summary and Planning tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Number  What needs to be done in this area? 
4 Depending on the Safety Analysis, FSFN will populate either an In-Home or Out-of-Home safety plan 

text section. Please provide a summary as to how the safety analysis was utilized to arrive to the 
decision. Be sure to include the Conditions for Return, if an Out-of-Home safety plan is being 
utilized. 

5 Provide a further explanation for how the safety analysis process was used to reach to the 
conclusion of in-home versus out-of-home. 

4 

5 
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Step 12: Complete the Outcomes Evaluation tab. If multiple SMART outcomes were created for the case, 

be sure to select and complete each outcome separately. *The progress update is assessing the specific 

Actions/Tasks that are outlined under the SMART Outcome. 
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Step 12 Continued: Continue completing the Outcomes Evaluation tab.  

A. Select the desired Overall Outcome Progress radial button and provide an explanation in the 

section below. *The progress update is assessing the specific Actions/Tasks that are outlined in the SMART 

Outcome (previous page). 

B. Lastly, select the desired radial option and provide an explanation for Barriers to Achieving 

Desired Case Plan Outcomes. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

A 

B 

Progress Update 

information will 

pull over to the 

JR Worksheet  
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Step 13: Under the Text Section, click on the Progress Update hyperlink to populate/print the Progress 

Update.  
 

Still need more assistance? Click here for an informative webinar. 

Progress Updates must be completed every 90 days or at a crticial juncture (removal of a child from the home, 

birth/death of a sibling, changing household composition, recommending unsupervisied visitation, recommending 

reunification, recommending case closure, or when case is dismissed by court). Progress Updates must also be 

completed when any changes are made to the CP Worksheet. 

Supervisor’s Corner: 

After reviewing and 

providing a supervisor 

consultation, approve 

the Progress Update.  

http://centervideo.forest.usf.edu/fsfn/release3n4enhancements/progressupdate/start.html

