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Program Workflow 
Completing this worksheet for each of your agency’s programs will help you better understand and 
explain the components and flow of the program. The more detailed your responses, the easier it 
will be to know what is required when creating the program in SAM. 

Program Name: 
Example: Foster Care 

Program Client: 
Example: Youth 

What service(s) does the client receive as a part of this program? 
Example: Placement coordination between foster home / organization, foster care payments, CASA, monthly 
mentorship, summer camp and after school activity referrals. 

Who is the team for this program and what are their roles? Include other agencies and government 
organizations, school and community members, etc. 
Example: Social worker, foster family, family education coordinator, therapist, permanency specialist, county social 
services representative, Heart Gallery coordinator, community mentor, school representative 

Does this program have different case types? If so, list each type. 
Example: Foster Care, Heart Gallery, Foster to Adopt 
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What are the possible stages or statuses of each case type? 
Example: Foster Care stages = Referral, Pre-Placement, Placed, Discharged, Disrupted, Adopted 

How does a client move between the various stages? 
Example: When a child is initally entered into our system, the case is “referral.” As soon as a social worker is assigned, it 
transitions to “pre placement.” Once the child is matched to a family, the case stage is “Placed”…… 

What do you provide to the program team and when do you provide it? 
Example: Child profile to foster parents during matching phase, school information to the social worker when child is 
matched to new foster family, CASA during parental rights hearings… 

Is accounting involved? If so, who or what organization is billed / payed, and when? 
Example: Foster family receives payment every 15 days, payment depends on the age and case type of the child.


