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Office on Trafficking in Persons

Shepherd

ACF OTIP Child Eligibility
User Guide for Case Requesters

= Submit electronic RFAs

Shepherd 1.0 * Provide additional information
Highlights = Stay updated on the status of the case

= Access signed letters

= (Case Requesters (CRs)

= Case Approvers (CAs)

Impacted Users * Case Specialists (CSs)

= TVAP Service Partners

= NGO & Law Enforcement Consultants

Shepherd 1.0 modernizes OTIP’s Child Eligibility process by allowing client advocates
to submit electronic RFAs on behalf of potential foreign national minor victims of
human trafficking.

Electronic Request for Assistance (RFA) Form
e Protects victims’ privacy
e Increases security of information and sensitive case-level data
e Eliminates need to provide Pll via email

Faster Case Processing and Consolidated Information
e Streamlined process for reviewing and requesting case information
e All case-related documents and requests in one place
e Eligibility Letters sent automatically in PDF

Improved Data Analysis

e Efficient data collection increases OTIP’s data analysis capabilities for federal reporting and research.

e OTIP can connect data from the Child Eligibility process to other federal anti-trafficking processes,
including case management referrals to OTIP grantees, case consultations from NGO consultants and
Law Enforcement officials, and notifying victims of eligibility for services.

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-204-4582
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Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Create an Account

1.  Use this link to access the Shepherd
Login page: Shepherd.otip.acf.hhs.gov.

2. Select Submit a request or review a
case.

3. Select the Create Account link.

4. Enter your information into the User
Account — Create form.

5. Select the Create Account button.

Shepherd.otip.acf.hhs.gov

< cRERG: s

Shepherd Case Management System

o . o

T et At i o Gl = T e byt g et B 53

LastName

aaaaaaa

If you have a PIV (HSPD-12) card, enter the Personal
Identifier Number from the back of your card

Create Account

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582


https://shspfm.gss.acf.hhs.gov/eaasidentityserver/Identity/Account/Login/LoginSelection/
https://shspfm.gss.acf.hhs.gov/eaasidentityserver/Identity/Account/Login/LoginSelection/

Getting Started 4

Create an Account

6. You will see the User Account Created User Account Created

WI ndOW, A verification email has been sent to ([ N

Click on the confirmation link in the email to verify your account.

Confirmation of Successful
ACF Shepherd User Account
Registration mbox

ACF OTIP

tome v

? a i

You have received this email to confirm that,
, has successfully created a
Shepherd account. In order to access your account

7. Check your email for a message from

ACF OTIP with the subject
“Confirmation of Successful ACF
Shepherd User Account Registration.”

please click the button below to verify your email.
Verify Email

If you will be using the Shepherd system for other

tasks aside from requesting assistance on behalf of
foreign national children and adults, contact OTIP at
Trafficking@acf.hhs.gov.

Questions? If you have any questions or concerns,
contact the OTIP Child Protection Specialists by
email at ChildTrafficking@acf.hhs.gov or by phone
at 202-205-4582.

Please do not reply to this system-generated email.

You have received this email to confirm that,

, has successfully created a
Shepherd account. In order to access your account
please click the button below to verify your email.

8.  Select the Verify Email link.

If you will be using the Shepherd system for other
tasks aside from requesting assistance on behalf of
foreign national children and adults, contact OTIP at
Trafficking@acf.hhs.gov.

You have successfully created a Shepherd
account to request assistance on behalf of
foreign national children who may have

9. You will see the Verification Successful
WlndOW and the Logln Ilnk' SeIECt the experienced trafficking or on behalf of foreign
H H ional adults wh ligible f
Logln Ilnk. national a Ut(slevrvtif?czrt?oi!gl e for HHS

If you will be using the Shepherd system for other
tasks aside from requesting assistance on behalf
of foreign national children and adults, contact
OTIP at Trafficking@acf.hhs.gov.

Your email address has been verified. Please
[ login |

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Log In

1.  Enter your username (your email
address).
Enter the password you entered on
the User Account — Create form.

Select the Login button.

2. After logging in, you will be
prompted to enter a verification
code.

3. Check your email for a message
from ACF OTIP with the subject “ACF
Application Secure Access Code.”

4. Enter the code in the Verify window
and select the Submit button.

5.  Once you successfully log in, you will
see the Shepherd 1.0 Homepage.

=
&
5 Y T T
. W W "
H H He -
=
Verify
Code Verification

A verification code was sent to your email. Enter the verification code
below.

I Subject: ACF Application Secure Access Code I
From: "ACEOITP" [

Your ACF applicationfsecure access code is: 559468.
This code is valid for 5 minutes. After the code expires, you will be redirected to enter unsername and password again.

Please do not reply to this system-generated email. This email has been automatically generated by request. Ths transmission is confidential and i intended for designated
secipients caly. If you have received this message in error, please delete the original and all copies.

Verify
Code Verification

A verification code was sent to your email. Enter the verification code
below.

\/f CHILOREN E2 FAMILIES

System Announcements

& My Activities @ Help
é’f Webinar: A Public.. © 2

E s
Tasks Not Started

WY Add child Request

§ & Add Adult Request

&7

Tasks In Progress

Training Help 1
Training Help 2
[ Training Help 3

Training Help 4 *  Requests In Progress

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Homepage Features

On the Shepherd 1.0 Homepage, you will see:

A) System Announcements will display important announcements related to the Shepherd
system.

B) The task bar shows the status of tasks and requests: Tasks Not Started, Tasks In
Progress, and Requests In Progress.

C) Select Add Child Request under My Activities to start a new RFA.

3@ CHILDREN &2 FAMILIES Home  Tasks  Requests

System Announcements o
@ Help

9

Tasks Not Started

i i Add Adult Request

e o@e

‘an”

ACF's National Human Trafficking Hotline Tasks In Progress
09/17/2019

User Guide - Case Requester

]
4

- Requests In Progress

@ View All

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Trouble Logging In?

1. If you fail to log in after three
attempts, your account will be locked
for 15 minutes. Select the Forgot T

Password link to reset your password.

sco

aE q . Verify
2. If your verification code expires, you i
will receive an error message. Select S
the Return to Login page button to log
in again, which will generate a new 109
verification code.

3. If you enter wrong verification code, Verify
you will receive an error message. If
you fail to enter the code after three et s ot et e
attempts, select the Return to Login - wdebebw'ggsom
page button to log in again, which will

generate a new verification code.

4. Contact Trafficking@acf.hhs.gov or
866-401-5510 for assistance unlocking
your account.

wro
$E

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Start an RFA

e Use the Request for Assistance form (RFA) to notify HHS of trafficking concerns involving
a foreign national minor who is currently in the United States and to request assistance
on behalf of the child.

e Submit available information within 24 hours of discovering the potential trafficking
concerns.

e |f you need more time, you can submit the information from Section 4 (Narrative of
Trafficking Concerns) and Section 5 (Trafficking Experience) of the RFA later using the
New Information feature.

e HHS may send clarifying questions as an Additional Information Request after the
request is submitted.

e Start a new RFA by selecting Add Child Request under My activities on the homepage.

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Start an RFA

Section 1- Requesters Information

Section 1- Requester’s Information is the landing page for the RFA.

-..{é CHILDRENEX FAMILIES Home JEELH] Requests Help

child Eligibility «
Section 1 - Requester's Information

Request for Assistance ~

X Requester's
Infarmation ROODOO373 @ a @ E
Save

Date of Birth Cancel Continue Print

Regquest Number A Numbrer Name

* Child's Information

*® Potential Trafficking Resources: Instructions | Federal Definitions
Concerns

X Narrative of
Trafficking Concerns

Enter the requester's information (individual submitting the request on behalf of the child) and their
organization's information, if applicable. HHS will use this information to correspond with the requester
X Trafficking Experience and will send any letters issued to the child to the address provided., Fields marked with * are required,

*® |nformation Sharing

and Consent Last Name® First Name*
Return to List Page N Min
Title of Requester Name of Organization® @
REl Systems
Address of Organization®™ @ City*
Road Sterling
State® Zip Code?
Virginia v 20148
Phone * @ Email*
o 0000000000 =  namkoong_min@yshoo.com

Cancel Save and Confinue

A) The Side Menu links to sections 1 through 6 of the RFA.

The X next to each section will change to a checkmark once you enter all required information and
save the RFA. Select Return to List Page to return to the Requests - List page.
To collapse or expand the side menu, select the arrows in the top right.

B) The Action Header banner at the top of each section contains cancel, save, continue, and print
buttons. The banner automatically populates the client’s A-Number, Name, and Date of Birth once
Section 2 is completed and saved.

C) The Instructions link shows instructions on completing the Request for Assistance.

The Federal Definitions link shows common language used in the RFA.

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Start an RFA

Section 1- Requesters Information

Last Name* First Name*
N Min
. . . Title of Re N fo ization* @
1.  The information on this page populates Heo e e o Sreenizaton
. . . REI Systems
from your profile. You can edit any field
.. . Address of Organization™ @ City*®
on the form (editing the form will not . -
. . . oa eriing
alter the information on your profile.) _
State* Zip Code*
Virginia v 20148
Phone * @ Email*
o] 0000000000 ¥  namkoong_min@yahoo.com
2.  Use the Tooltip (question mark icon) to Phone @
view additional instructions for each field. 5| [youdo not have  phone number, enter 3000000000 ]

Note: If you are not affiliated with an
organization, enter N/A.

4. Address of Organization
Note: If you are not affiliated with an
organization, enter your mailing address.
To ensure delivery of letters issued to the
minor, provide a full street address Address of Organization* @
instead of a P.O. box when possible.
This address will be where the letter is
sent to the child. If your address changes
during the Request for Assistance process,
you can submit additional information
using the New Information feature after
submitting the RFA.

5. Phone Number Phone * @
Note: If you do not have a phone J
number, enter 0000000000 (ten zeros).

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Start an RFA

Section 1- Requesters Information

6. Select the Save and Continue
button at the bottom of the page
to move to the next section.

7.  You will see Section 2 — Child’s
Information and a Success
Message letting you know that the
information you entered on the
previous page was saved.

Section 2: Childs Information

1. Enter the child’s information in
this section.

2. Alien Number
Note: If the child does not have an A

number or it is not available to you,
enter 000000000 (nine zeros).

11

Save and Continue

Section 2 - Child's Information

R00001103
Request Number.

Anumber | Name | pateofmth  Cancel | sae  Contnue  Print

Enter all available and applicable information on the child's behalf. Fields marked with * are required.

Last Name* First Name*
Middle/Other Name Sex*

Male | Female
Alien Number * @ Date of Birth* @
A 12/31/1969 X W

Country of Origin® Documentation of Citizenship and Age @

Birth
Select " [ Passport
Certficate
V/ Success u
Contact Information for Representative/Attorney  Be Form Saved successfully.

Last Name* First Name™

Middle/Other Name Sex*

Alien Number * @
A
Country of Origin®

Select = Passport

Contact Information for Representative/Attorney

Date of Birth* @

Select Date [ ]

Documentation of Citizenship and Age @

Birth Certificate
Immigration Document Other

Benefits Start Date @

Select Date ]

Language(s) Spoken

Alien Number * @

A-

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Start an RFA

3. Date of Birth

Note: If the child’s date of birth is Date of Birth* @
unknown, enter a date that makes them -
less than 18 years of age as of the RFA BB mm/dd/yyyy

submission date.

4. Benefits Start Date (optional)
Note: Enter the preferred date for the
child's eligibility for benefits to begin, -
which should be no later than two weeks @ mm/dd/yyyy
from the RFA submission date.

Benefits Start Date @

5. Documentation of Citizenship and
Age (optional)
This is not required. If you select Passport Birth Certificate
one or more checkboxes, you must Immigration Document Other
upload a supporting document

Documentation of Citizenship and Age @

6. Drag and drop or use Select Files

button to upload.
Note: If you are submitting a signed
document make sure to provide a PDF, 4

Add Documents (Minimum: 1 - Maximum: 10) (Current attachment count: 0)

[ —.]
JPG, or TIF file of the document. Drop or Upload Files
|f you attach a docu ment ma ke sure yoU Acceptable Formats: doc, docx, rtf, txt, wpd, pdf, xls, xIsx, msg, jpg, jpeg, tif, xfd, ppt, pptx
& Sel il
select a checkbox from the

Documentation of Citizenship and Age
section of the form.

7. Select the Save and Continue

button at the bottom of the page
to move to the next section. Save and Continue
Note: You must select the Save or Save

and Continue button to save the
information you entered.

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Start an RFA

Section 3: Potential Trafficking Concerns

Labor Trafficking:

For concerns of labor trafficking,
check all applicable boxes next to
indicators of force, fraud, or coercion
experienced by the child in relation to

the labor or service performed.

Note: The service performed by the child can
also be sexual in nature (i.e., sexual
servitude).

Sex Trafficking:

For concerns of sex trafficking, check
all applicable boxes regarding an offer
or exchange of something of value in
relation to the sex act that the child
was asked or made to perform.

Use the comment box at the bottom
of this section to provide further
details regarding the trafficking
concerns the child experienced.

Select the Save and Continue button
at the bottom of the page to move to
the next section.

Note: You must select the Save or Save and

Continue button to save the information you
entered.

Labor Trafficking @

[C] child made to perform labor or service(s)

Check all boxes that describe what the child experienced in relation to the labor or service(s).
Beatings, physical abuse, sexual assault, confinement, supervision, or monitoring
False offers of employment, love, marriage, or a better life
Change in work environment, work conditions, or compensation
Threat of serious harm against the child or others, witness of harm to others, climate of fear, threatened
abuse of legal system, or perceived threat of harm for non-compliance
Requirement to pay off a real or alleged debt
Requirement to pay off an increasing debt or a debt that changes over time
Other

Sex Trafficking @
Child was asked or made to perform sex act(s)

Check all boxes that relate to the child being asked or made to perform the sex act(s).
Offer, promise, or exchange of something of value (money, food, shelter, etc.) to the child

Doffer, promise, or exchange of something of value (money, food, shelter, etc.) to a person other than the child
Other

What is the basis of the trafficking concerns indicated in the boxes checked above? *

Briefly enter the information that indicates the child may be a victim of trafficking. You will be able to

enter a longer narrative in Section 4 if more information is available.

Save and Continue

Cancel Save

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Start an RFA

Section 4: Narrative of Trafficking Concerns - Optional

14

Section 4 is optional. If you do not have the information while you are working on the RFA, you can submit
additional information using the New Information feature after submitting RFA.

Select the Save or Save and Continue button before moving on to the next page.

Note: After selecting Save and Continue, look for a success message and a check mark next to the
completed section on the Side Menu.

oNote:

If no details are available to complete the following section, click on "Save and Continue" button to

proceed to the next section. Without saving this section, you will not be able to submit the request.

What is the basis of the trafficking concerns that the child is a victim of trafficking?

When available, enter the narrative of information that indicates the child is a victim of trafficking, including

involvement with federal, state, or local law enforcement, if applicable. If needed, refer to these legal

definitions in the resources section of this page.

Cancel Save and Continue

Section 5: Trafficking Experience — Optional

Section 5 is optional. If you do not have the information while you are working on the RFA, you can
submit additional information using the New Information feature after submitting RFA.

Select the Save or Save and Continue button before moving on to the next page.

Narrahve of
Trafficking Concerns

X Trafficking
Experience

X Information Sharing
and Consent

Return to List Page

ONute:

If no details are available to complete the following section, click on "Save and Continue" button to proceed to the next

section. Without saving this section, you will not be able to submit the request.

Enter the information related to the child's history and trafficking concerns. HHS may use the information to evaluate and
determine the child's eligibility for benefits, for consultation purposes with law enforcement and NGOs, for reporting

requirements, and for research and analysis in anonymous datasets.

Context of Trafficker's Relationship with Child

(Check all that apply)
Acquaintance Coworker Current]
Current/Former Spouse Diplomat Employ{ V Success
Family Form Saved successfully.
Family Friend . Friend
Member/Relative
Gang Member Guardian/Caregiver Political Party

Cnivitianl MDAliming

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov

202-205-4582
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Start an RFA

Section 6: Information Sharing and Consent

Child Eligibility «
Request for assistance ~  9€CTION 6 - Information Sharing and Consent
Vv|Requester's
Information o RO0000373 | 67890123 | BritSpears | 09/05/2018 © B a2
Request Number A Number Name Date of Birth Cancel Save Submit Print
vchild's Information
V|Potential Trafficking Resources: Instructions | Federal Definitions

Concerns

vIN ti f . . .
aficking Concerns - Use of Child's Personal Information during RFA Process

V|Trafficking Experience HHS is responsible for identifying and assisting potential victims of human trafficking. HHS issues Eligibility Letters to foreign national minor victims
. . of trafficking, making the child eligible to apply for benefits and services to the same extent as a refugee. During the RFA process, HHS will ask for
X Information Sharing

and Consent personal information, such as the child's name, alien number, and information about the child's experiences, to determine the child's eligibility for

. federal benefits as a victim of human trafficking.
Return to List Page

D LD DDLU PPN NP AP AR I LT PP A D B 5 o A [P P oP o - tah (0 IS PRGN A S 0

Security of Child's Personal Information

The personally identifiable information (PII) that is shared with HHS throughout the Request for Assistance process will be stored securely. The PII
will be destroyed no later than 10 years after the minor's case is closed, unless required for business use by HHS. HHS will use the information to
evaluate and determine the child's eligibility for benefits, for consultation purposes, for reporting requirements, and for research and analysis in
anonymous datasets. Additionally, there may be occasions when HHS will provide the information to respond to requests such as, Comptroller
General requests, HHS Inspector General requests or investigations, congressional subpoenas or requests, court orders, or authorized disclosures.
The information contained in the RFA may be disclosed for a legitimate law enforcement purpose, including in response to a discovery request or
otherwise in the course of criminal or civil litigation. To protect the privacy of applicants, HHS will never share identifying information, such as the
child's name or alien number, for publicly available datasets or reports.

e [ 8y checking this box, you acknowledge and understand that HHS will share the child's information as described above. Additionally,
you acknowledge that the information provided on this form and during the RFA process is credible and accurate to the best of your

knowledge, repi your recollections, and does not purport to record verbatim statements from the potential child victim or

other sources.

Q-

1. Verify all sections in the Side Menu have a check mark next to them.
If you see an X, go back to the section, enter all required information, and select the Save button.
2. Read the information in the Information Sharing and Consent section and select the confirmation
checkbox.
3. Select the Submit button to submit the RFA to OTIP.

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Start an RFA

Submit Confirmation

4. You will see the Submit Confirmation overlay.
Select Close to go back to Section 6 of the RFA in Are you sure you want to submit the request?
progress. Select Confirm to submit the RFA and Close

return to the Requests - List page.

Requests - List
5. On the Requests — List page, you will see a
success message. The submitted RFA will have

the status Pending Decision. noooo11s en o8/202013  oooooo0o0

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Return to List Page

The Requests List page is where you can see the list of requests you have created.

e Once you submit, you can check RFA status on Return to List page.

e If you submit an RFA, you can see the status is set to Pending Decision in the Status column.
e The Status column reflects the decision made on the case.

Request Request Date Client Last Client First | Date Of
A Number Status Action
Number Type Submitted Name Name Birth

Pendin,
RO0000016  RFA 07/29/2019 12324567 Doe John 10/12/2012 View ¥
ecision

Pendin,
RO0000019  RFA 07/29/2019 455678109  John Doe 06/04/2010 View ¥
ecision

Interim
RO0000022  RFA 07/29/2019 123456789 B Dove 01/01/0001 View ¥
Assistance

Submitted RFA Statues

The Requests List page shows the following statuses for RFAs under the Status column.

In Progress: The request is started, but is not submitted to OTIP.

Pending Decision: The request is submitted and under review.

Interim Assistance: The Interim Assistance Letter is signed. You can can access the letter from your account.
Approved: The Eligibility letter is signed. You can can access the letter from your account.

Denied: Either the Denial or Assistance or Denial of Eligibility letter is signed. You can access the Denial of
Eligibility letter. You receive the Denial of Assistance letter in your email.

View Read-Only of submitted RFA

Request Date Client Last Client First -
Request Type ANumber Date Of Birth Status. Action
1. From the Requests List page, find a
submitted RFA you would like to view in a — A
Read_only format ROGOD00S  RFA 08/29/2019 123456783 smitn wi 01/01/2002  Denied View ¥
RO0O00O18 RFA 08/30/2019 012345678 Jen Lawrence 08/11/2016 Approved v v
RO0000042 RFA 08/30/2019 345567678  Jean Valjean 08/11/2016  Approved
RO0000054 RFA 08/31/2019 54321008 Kevin Hart 08/31/2019 Denied
v
RO0O0C079 RFA 08/31/2019 901234567 Michelle ‘Obarma 08/15/2018
RO0OD00S? RFA 09/02/2019 123456789 Jamie Fox 01/01/2009 Asiist
Request Request Date Clientlast  ClientFirst  Date Of
A Number Status Action
Number Type Submitted Name Name Birth
RO0000016  RFA 07/29/2019 12324567  Doe John 10/12/2012
2. Select the View link. -
Pending.
RO0000019  RFA 07/29/2019 455678109  John Doe 06/04/2010 D View ¥
\\\\\\\
RO0000022  RFA 07/29/2019 123456789 B Dove. o1/o/o001 Lo View ¥

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Return to List Page

Request For Assistance - Read Only

Section 1 - Requester's Information
Enter the requester's information (individual submitting the request on

3. YO u see th esu b m |tted Req uest for behalf of the child) and their organization’s information, if applicable. HHS

will use this information to correspond with the requester during the

Assistance - Read Only Window. process and will send any letters issued to the child to the address

provided. Fields marked with * are required.

Title of Requester Name of Organization® @
REI Systems
Address of Organization* @ City*
Road Sterling
State* Zip Code*
Virginia v 20148
View Letters from context menu
You can see the status of an RFA from the Requests List page.
The following is the list of different Status:
e Interim Assistance
e Approved
e Denied
. . . Request Request Date AT Client Last Client First  Date Of s o
1. When a letter is signed, you receive an Nombw |ype ”|submiaed B o SO i

Pending

email letting you know that you can
R0O0000016  RFA 07/29/2019 12324567 Doe John 10/12/2012 Pesien View ¥
access the letter from your Shepherd 1.0

Pendin,
p roﬁ Ie RO0000019  RFA 07/29/2019 455678109  John Doe 06/04/2010 e

Decision
Interim
R0O0000022  RFA 07/29/2019 123456789 B Dove 01/01/0001 X View ¥
Assistance
Client
Request _ Request _ Date Client Last Date Of
A Number First Status Action
Number ~ Type Submitted Name N Birth
ame

2. Toview the letter, select the View Letter
H R0O0000016  RFA 07/29/2019 12324567 Doe John 10/12/2012 R View ¥
link from the drop-down menu next to = P2 pacion
the View Iink in the Action Column RO0000019  RFA 07/29/2019 455678109

Pending

John Doe 06/04/2010 " View ~
Decision
Interim

RO0000022  RFA 07/29/2019 123456789 B Dove 01/01/0001| " View ~
Assistance

Action

Pendin

R00001103  RFA 08/20/2019 000000000 Namkoong A 01/01/2001| "
eeeeee

Mo« of1 » M Pagesize: g5

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Return to List Page

3. You can see the signed letter based on
the decision made for this case.

19

FHILDREN&FAMILIES

ice on Trafficking in Persons | 330 C Street, $W, Washington, DC 20201

ADMINISTRATION FOR
9
. acthhs. goviprogramslenduafficking

Dove B

CIOAA

REI Systems

Road Sterling, VA 20148

HHS Tracking Number: 00001
DOB: 1/1/0001

INTERIM ASSISTANCE LETTER
Dear Dove B:

We determined that you may have been subjected to a severe form of trafficking in persons. In accordance with 22

b AUR G SHTIBSIVPIG Jisfngdrish Arsidtuped eordogFinds fhagop b ab o lado oo G- Jnafipagsl shryesp 4 2

Adod Co
Director
Office on Trafficking in Persons

Questions about the RFA process or a potential case?

ChildTrafficking@acf.hhs.gov
202-205-4582
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Requests — List Page Features

[ g BHILDHEN&FAMlllES Home Tasks Requests Help
Requests - List
@ | Q search
q | <« 1 of1| » M | Pagesize: gg v e 24 items in 1 page(s)
Request Date Client Last Client First : )
Request Type ; A Number Date Of Birth Status Action
Number Submitted Name Name
RO0000064 RFA 456456456 Rock John 12/22/2016 In Progress Edit
RO0000105 RFA In Progress Edit ¥
R0O0000006 RFA 08/29/2019 123456789 Smith Will 01/01/2002 Denied View ¥
R0O0000018 RFA 08/30/2019 012345678 Jen Lawrence 08/11/2016 Approved View ¥
RO0000042 RFA 08/30/2019 345567678 Jean Valjean 08/11/2016 Approved View ¥
R0O0000054 RFA 08/31/2019 54321098 Kevin Hart 08/31/2019 Denied View ¥
Interim
R0O0000079 RFA 08/31/2019 901234567 Michelle Obama 08/15/2018 i View ¥
Assistance
Interim
RO0000087 RFA 09/02/2019 123456789 Jamie Fox 01/01/2009 . View ¥
Assistance
Pending
RO0000089 RFA 09/03/2019 321098765 Jennifer Lopez 07/12/2016 - View ¥
ecision
Pending
RO0000373 RFA 09/27/2019 67890123 Spears Brit 09/05/2018 Decisi View ¥
ecision

1. To access the Requests - List page, select the Requests link from the Top Navigation Bar (A).

Requests - List

Search Filters:

Basic Search Parameters

Request Number (comma separated list) Reguest Type
(e.g. ROOOD0OO1, ROOOD0002) (e.g. RFA)
2. SearCh for a SpeleIC RFA by ClleIng SearCh (B) Date Submitted Alien Number (comma separated list)
(e.g. 12345678, 123456789)
Client Last Name Like Client First Name Like

» Advanced Search Parameters

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Requests — List Page Features

Select Advanced Search Parameters to search by Date of Birth or Status.

» Advanced Search Parameters
Date Of Birth Status

All

In Progress
Pending Decision
Interim Assistance

3. Sort and filter your RFAs using the sorting arrows and filter fields at the top of each column (C).

Request Request Date Client Last Client First
A Number Date Of Birth| =] Status Action
Number D Type D Submitted D D Name D Name D D D
Request Request Date Client Last Client First % 3
- ) * A Number = - - Date Of Birth = Status + Action
MNumber Type Submitted Name Name

| I I I Il || I

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Access In Progress RFA

You can save the information you have entered in an RFA and return later to complete and submit it.
You can access an In Progress RFA from the Requests List page.

Find the specific In Progress RFA you would like to work on and select Edit, in the Action column, to
complete and submit the RFA.

Request Request Date Client Last | Client First ) -

) A Number Date Of Birth + Status
Number Type Submitted Name Name
ROO000011 RFA 123456789 B Brit 01/01/0001 In Progress Edit

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Submit ‘New Information’ Task

Use the New Information feature to update OTIP:

23

e The client moves or changes placements

e You receive any clarifying or new information about the trafficking concerns
e The main point of contact on the case changes

e The client wants to be interviewed by law enforcement

In the Action column, expand the drop-
down next to the View link and select New
Information.

Enter the details you want to submit to OTIP
in the New Additional Information box
and select the confirmation checkbox.

Select Submit With Attachments if you
have document(s) to upload. Select
Submit Without Attachments if you do
not have document(s) to upload.

If you selected Submit With Attachments,
you will see the New Information Details
window. Drag and Drop or use Select Files
button to upload and select Attach and
Close.

If you already submitted an RFA and need to provide New Information, access the submitted RFA from
Requests - List page.

Pending )
L View ~
Decision
Action

View
New Information

New Information

R00001103
Request Number

000000000
ANumber

01/01/2001

Date of Birth

ANamkoong
ame

Fields marked with * are required.
New Information Record
Date Submitted Options

No Records Found

New Additional Information*

By checking this box, | confirm | am ready to submit new information for this request

Submit Without Attachments

New Information Details x
Additional Information
The current address has changed.

Attachments

Add Documents  (Minimum: 0 - Maximum: 10) (Current attachment count: 0)

2

[ ]
Drop or Upload Files

Acceptable Formats: doc, docx, rtf, txt, wpd, pdf, s, xlsx, msg, jpg, jpeg, tif, xfd, ppt, pptx

& Select Files

Attach and Close

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Submit ‘New Information’ Task

New Information

R00000016

Request Number

12324567
A Number

JohnDoe | 10/12/2012

Date of Birth

Name

4. The new information you have submitted e e
. . New Information Record
will appear as a New Information Record on
. M« of » M age size: v litems in 1 page(s)

the New Information page. sl -
Date Submitte Options
08/21/2019 View ¥
M <« ofl » M  Pagesize: 15 v litems in 1 page(s)

New Additional Information*

|
New Information Details *

Date Submitted
5. Select the View link in the Options column

to see the New Information submitted

08/21/2019

Additional Information

The current address has changed

Attachments

Add Documents (Attachment count: 0)

Close

Optional Interview with Law Enforcement

After Interim Assistance is issued, if the client wants to be interviewed by federal law enforcement, send the
following additional information within 5 days using the New Information feature:

1. Name

2. Contact Information

3. Current city and state for the service provider that could arrange the interview

This interview is voluntary and solely based on the child’s preference. Participation or lack of participation
in a law enforcement interview will not impact the HHS determination of the child’s eligibility for benefits.

If the information is not provided within 5 days after Interim Assistance is issued, it is assumed that the client

does not want to be interviewed by law enforcement, and the application is moved forward for a
determination on the case.

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Access Task — List Page

OTIP might need additional information while processing a submitted RFA.

25

Once OTIP requests for additional information, you will receive an email notification.
You can access the Additional Information Request task from the Task — List page.

NER FAMILIES Home Tasks Requests Help A
Task - List
el | Q Search
M« 1 of2| » M  Pagesize: 15 v 21 items in 2 page(s)

Task Number Task ~ | Assigned To Due Date Last Updated By Status Submitted By ¢ Action
Additional Information

AIR00307 10/7/2019 Not Started Start ~
Request
Additional Information

AIR00081 9/30/2019 Min N In Progress Edit ~
Request
Additional Information

AIR00308 10/7/2019 Not Started Start ¥
Request

1. To access the Task - List page, select the Tasks link from the Top Navigation bar (A).

Search Filters:
Basic Search Parameters

Task Number (comma separated list)

(e.g. 12345, 34567)

Due Date

Status

Not Started
In Progress
Complete

2. Search for a specific task by clicking Search (B).

Task

Last Updated By

Submitted By

3. Sort and filter your RFAs using the sorting arrows and filter fields at the top of each column (C).

Task Last Submitted
Task Due Date Status
Number Updated By By
| fl ! | Il ! |
Task Last Submitted
D Task D Due Date D D Status D
Number Updated By! By

4. You can see task numbers under the Task Number column (C).

Task

Last Submitted
Task Due Date Status
Number Updated By By
Additional
AIR00023 Information Not Started
Request

Action

DActiun

Action

Start

Questions about the RFA process or a potential case?

ChildTrafficking@acf.hhs.gov
202-205-4582
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Submit ‘Additional Information Request’ Task

1.  Look for the Additional Information Request ™" Task Due Date = " st ¢ 0 n
i . Number Updated By By
(AIR) task in the Task column. All Additional
Information Request task numbers start with Additional
AIR00023 Information Not Started Start

AIR followed by a five-digit number.

Request

2. Select the Start link in the Action column to o
anQ Q ot Started art ¥

access an Additional Information Request o e
task that is Not Started.

Select the Edit link to access an Additional
Information Request task that is In Progress.

In Progress

Additional Questions
3. View the Additional Questions section of the

task to see which information OTIP needs.

I need more information

Answers to Additional Questions*

4. Enter your answers in the Answers to
Additional Questions section.

Attachments

Add Documents (Minimum: 0.~ Maximum: 10) (Current atts

5. Drag and Drop or use Select Files button if 7

you have any documents you want to upload. o of UBGaA FIis
Acceptable Formats: doc, docx, rtf, txt, wpd, pdf, xls, xIsx, msg, jpg, ipeg, tif, xfd, ppt, pptx
6. Select the Submit button to send the c I S Submit
" . . ance ave ubmi
additional information to the OTIP Case

Specialist.

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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Submit ‘Additional Information Request’ Task

7.  You will see the Submit Additional
Information Request window.

Select Cancel to return to the Additional
Information Request task.

Select Confirm to submit the Additional
Information Request to OTIP and return to
the Task List page.

8. The Additional Information Request task
status will be Removed from the Task —
List page..

9. To view completed Tasks, select Complete in
the search panel and select Search.

Submit Additional Information x
Request

Are you sure you are ready to submit the Additional

Information Request?

Task Last Submitted
= Task = Due Date < = Status : = Action
Number Updated By By

Additional
AIRDDO23 Information Mot Started Start
Request

Task - List

Questions about the RFA process or a potential case?
ChildTrafficking@acf.hhs.gov
202-205-4582
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