Requesting CPS Records
CPS regularly ignores these requests.  To build a court case we need to establish their systematic failure to process these requests, so it is important to follow the instructions below so we have the evidence we need.
1)  Prepare a form 4885.  You can download a form and complete it on http://www.dfps.state.tx.us/txyouth/records-howto.asp  (or go to Texas Youth Connection and select records and how to get records to get to the form)


Type of record, CPS


Yes for is it an abuse record


For 2. the record name put My entire CPS file


For 3, relationship put Self


For 4 enter the approximate time period was in CPS, err on making it longer as 
CPS may have investigated for awhile before putting in foster care.


For 5 enter no, not needed for a court case, unless you need it for a court case. 


Next to client name list d/o/b


For telephone number put attorney’s phone number


For client address put c/o and attorney name address.  


At the bottom of the record type:  Pursuant to provision 1458.2 of the Department 
of Protective and Family Services Handbook the first copy of these records is 
free.

Client needs to sign and date form.

2)  Prepare an Authorization for CPS to Release Records - Notarization Required form.  Texas Department of Family and Protective Services will require this, sooner or later, and will only give you 10 days to get it back. The form requires client to sign before a notary public.  
3)  Once you have forms signed by client, look up regional attorney address for the CPS area where their court case was (they may have been in foster care in other parts of the state, but their records will be where they went into CPS custody) You can go to http://www.dfps.state.tx.us/txyouth/records-howto.asp and click on the map to figure out the region office.  When you get to the individual region, it will list the counties.  

4)  Prepare a letter to the Regional Attorney of the Region requesting records.  You can just list Regional Attorney as you can’t figure out who that person is.  Use the sample letter in the Foster Care Essential Information folder (Requesting CPS Records\Sample Letter Requesting Records from CPS.DOC).  
Be sure to:


Include the certified mail receipt number on it.  


Attach the original Form 4885 (be sure you have a copy for your client docs.


Attach original Authorization to Release Information specifying Texas Department of Protective and Family Services  (be sure you have a copy for your client docs.


Attach a copy of Texas Family Code 261.201 Confidentiality and Disclosure of Information.doc, in the same essential info folder.


Attach a copy of Texas CPS Handbook 1452 Releasing Confidential Information.doc, in the same essential info folder.


Make a complete copy of what you send to the Regional Attorney.  
