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The following forms are references in this file:

e 02-11 Adoption Telling
e 02-11sp Adoption Telling (Spanish)
e 02-82C Interagency Adoptive Placement Agreement — Our Child
o 02-82csp Interagency Adoptive Placement Agreement — Our Child (Spanish)
e 02-120 County non-recurring expenses form
e AAP4 Eligibility Certification
e AAPG6 Negotiated Benefit Amount and Approval
e AAP7 Statement of Acknowledgement
e AAP8 Nonrecurring Adoption Expenses Agreement
e AD558 Notice of Placement
e AD558 Notice of Placement (SP)
(Spanish)
e AD 4320 Adoption Assistance Agreement
e ADM 36 Medical Report Regarding Child to be Adopted
o VS44 Court Report of Adoption

An apostille is a certificate issued by a competent authority that authenticates the origin of a
public document, such as birth certificates, marriage licenses, notarized documents, and
academic diplomas. The purpose of an apostille is to simplify the process of document
verification for use in foreign countries that are part of the Hague Apostille Convention.

The Hague Apostille Convention is an international treaty signed by over 120 countries,
including the United States. Participating countries agree to recognize apostilles issued by
other member countries, simplifying the document legalization process for cross-border
transactions.

An apostille ensures the validity and acceptance of documents in countries that recognize the
Hague Apostille Convention. It serves as proof that the document has been properly
authenticated by the issuing authority.
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http://www.cdss.ca.gov/cdssweb/entres/forms/English/AAP4.PDF
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Forms-and-Brochures/2020/A-D/AAP6.pdf?ver=2023-01-11-095040-083
https://www.cdss.ca.gov/Portals/9/FMUForms/A-D/AAP7.pdf?ver=2017-12-14-110419-500
https://www.cdss.ca.gov/Portals/9/FMUForms/A-D/AAP8.pdf?ver=2018-11-01-104908-923
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Forms-and-Brochures/2020/A-D/AD558.pdf?ver=bGoQZIyz2Qng4S055yLslg%3d%3d
https://www.cdss.ca.gov/Portals/9/TranslatedForms/Spanish/AD_558_Spanish.pdf
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Forms-and-Brochures/2020/A-D/AD4320.pdf?ver=2022-08-09-085052-483
https://www.cdss.ca.gov/cdssweb/entres/forms/english/adm36.pdf
https://jimthenotary.com/blog/apostilles-and-legalizations
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Apostilles are issued in a standardized format, making it easier for foreign authorities to
recognize and verify the authenticity of the document. The format includes specific details,
such as:

e issuing country

e name of the document holder
date of issue
issuing authority's stamp or seal

When going through adoption processes or applying for immigration purposes the need to
apostille various documents, such as birth certificates, marriage certificates, and adoption
agreements may be required. An apostille confirms the authenticity of these documents for
use in foreign jurisdictions.

If the child is placed, or will be placed in Mexico before the adoption, placement paperwork is
sent through the CWS International Liaison Office (ILO) to Mexico and processed by
Desarrollo Integral de la Familia (DIF).

The SW will complete three packets of placement papers so that DIF, San Diego County, and
the Adoptive Family each have copies of the paperwork.

When processing the adoptive placement paperwork, SW’s will follow action steps blow:

Step Action

1 Gather all documentation and notarize

2 Translate documentation

3 Make three packets of documents

4 Send to DIF, ILO, and Family

Please see all sections below for details on how to complete each step of the Apostille
process.

The SW will follow the steps below in order to complete the Apostille process:

Step Action

1 Gather the following items in each specified quantity:

e Request 2 certified copies of the minute order Terminating Parental
Rights (TPR) and 2 certified copies of most recent minute order
confirming dependency from the Court Clerk

e  Original birth certificate, 2 copies
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Step Action
1 (cont.) e Request 2 certified copies of the TPR orders (JV-320)
NOTE: Although the birth certificate needs to be included in the DIF
packet, it does not need to go through the Apostille process.
2 e Schedule an appointment for notarization services at:
County Administration Center (CAC)
Marriage Clerk office
1600 Pacific Highway, 2" Floor, Room 402
(619) 531-5128
NOTE: Bring County ID Badge and Driver’s License
e When having documents notarized verify that the Notary clerk is
registered with the Sacramento State Notary Office or forms will be
returned back to you from Sacramento without the Apostille.
NOTE: Keep all receipts provided to you at the CAC and submit original
copies to the Adoptions lead PSS for the Apostille Process for
reimbursement.
3 Request the following documents to be professionally translated into
Spanish:
e QOriginal Birth Certificate
e TPR Orders (JV-320)
e Most recent minute order confirming dependency.
4 Mail the notarized, translated and authenticated documents to the Secretary

of State at:

Secretary of State
Notary Public Section
1500 11 St., 2" Floor
Sacramento, CA 95814

The Secretary of State’s office will return the documents in 3-4 weeks.
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After receiving the documents back from the Secretary of State’s office, the following must
be in each packet before sending the information to each recipient:

Packet for...

Contains...

DIF 1. Order of parental rights termination (Original and
translated copies)
2. 02-82Cand 02-82Csp
3. AD558/AD 558 (Spanish)
4. Original Birth Certificate (and translated copy)
5. Adoption Telling in Spanish
6. Copy of Adoption Home Study completed by DIF
7. Copy of criminal background letters provided by DIF
8. Copy of psychological evaluations completed by DIF
NOTE: The forms above must have gone through the
Apostille process. DIF will sign the following forms that are
included in the SD County Adoption file:
e AD4320 (Adoption Assistance Agreement) as the Agency
for the family ]
e AD558/AD 555 (Spanish)(Notice of Placement)
e 02-82 (Interagency Placement Agreement)
SD County Adoptions 1. 02-82Cand 02-82Csp
Adoption File 2. AD558/AD 555 (Spanish)

3. Adoption Assistance Paperwork, in English, including:

o AD4320
o AAP4
o AAPG6
o AAP7
o AAP8

The SW will need to:
a. Complete and sign all of the paperwork.
b. Discuss all forms with the family in Spanish, or the
language they are most comfortable speaking.
c. Document the discussion in CWS/CMS

NOTE: If the family is able to meet in California, it is ideal for
them to sign the documents before they are sent to DIF. If
the family is not able to sign documents in California, contact
ILO for assistance.
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Packet for Contains

SD County Adoptions 4. One Signed and approved 02-11sp

Adoption File
(cont.) NOTE: It is not required to complete the 02-11 in
English.
5. One copy of the AD 512 filled out and signed by the SW.
6. Three copies of the VS-44 pre-filled with the family’s
information for them to review and sign.
7. ADM 36
8. 02-120
9. Copy of the marriage certificate
10. Article 17 Hague Convention Letter that the ILO has
requested.
Adoptive Family 1. Interagency placement agreement in English and Spanish
2. Adoption Assistance paperwork, in English, including:
o AD4320
o AAP4
o AAP6
o AAP7
o AAP8

3. One copy of the AD 512 filled out and signed by the SW.
4. One signed and approved 02-11sp

NOTE: The following forms will not need to be sent to DIF if
they were already signed by the SW and family prior to
sending the packet to DIF:

o The copies of the signed 02-11sp

o AD512

o VS44

o All AAP paperwork

The SW will follow the steps below in order to send placement papers to families in Mexico.
Steps towards Finalization:

Step Action
1 Gather the paperwork needed for each packet.
2 Go through the Apostille process for the DIF packet.
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SW Procedures

When Sending Step Action

Placement

Paperwork to 3 Send all 3 packets (when applicable): one for DIF, one for San Diego to have
Mexico (cont.) for the agency’s records, and one for the adoptive family, to CFWB

International Liaison Office (ILO) in order to send to DIF for signatures.

NOTE: When the ILO sends the packets to the Central Authority in Mexico
City, the information will then be sent to the local state and municipality and
back through the same channels. This can be a lengthy process and the SW
may contact ILO for updates.

4 Once DIF returns the San Diego and family packet, the case can be processed
for finalization.

Alignment with SET  This policy is aligned with SET Value 2 and the guiding principle to be accountable and
responsible to the cultural values of all families. It is also aligned with SET Value 3 and the
agency practices of considering the family culture when assessing permanency, and
establishing both legal and relationship permanence for children/youth. It is further aligned
with SET Value 4 and the guiding principle to have shared responsibility with the community
to ensure community resources are accountable, responsive, and culturally sensitive; and the
agency practice to maintain open communication and transparency with families and
community partners.

CWS Policy Manual Adoptions - Placement Paperwork and Apostille Process for Mexico Cases Page 6 of 6


https://www.sandiegocounty.gov/content/dam/sdc/hhsa/programs/cs/cws/CWSResourcesandGuides/SafetyEnhancedTogetherSET/SET%20Family%20Brochure
https://www.sandiegocounty.gov/content/dam/sdc/hhsa/programs/cs/cws/CWSResourcesandGuides/SafetyEnhancedTogetherSET/SET%20Family%20Brochure
https://www.sandiegocounty.gov/content/dam/sdc/hhsa/programs/cs/cws/CWSResourcesandGuides/SafetyEnhancedTogetherSET/SET%20Family%20Brochure

