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Related Policies 

 
Additional information can be found in the following policies and protocols: 

• Child Abduction  
• Confidentiality Guide 
• Courtesy Home Evaluations for Desarrollo Integral de la Familia (DIF) 
• Hague Convention Protocols 
• International Child Welfare- International Social Services 
• Language Appropriate Services 
• Notice - Non-Citizens, Hague Convention 
• Parent Searches 
• Repatriation of Children 
• Travel Policy for Children 
• Visitation 
  

 
Forms 

 
The following forms are referenced in this policy: 

• 04-231 Notification to Foreign Consulate (CWS/CMS template) 
• 04-309 International Liaison Office Request (CWS/CMS template) 
• 04-333A Translation/Interpreter Service-Service Authorization Form (SAF) 

(CWS/CMS template) 
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Background 

 
The International Liaison Office (ILO) is the point of contact with agencies abroad and 
representatives with an international interest in the United States (U.S.) to ensure 
agreement and compliance with international treaties, policies, and laws.  
 
Because of the proximity and collaborative working relationships between the County of San 
Diego and Mexico, the ILO works closely and directly with Sistema para el Desarrollo Integral 
de la Familia (DIF). DIF is the social services agency responsible for child welfare in Mexico. 
When a SW requests services for parents residing in Mexico, the ILO collaborates with 
regional, state, and national DIF offices directly to provide referrals and services to families. 
  

 
Role of International 
Liaison 

 
The ILO collaborates with and assists multiple agencies, both inside and outside of the U.S. 
The role of the ILO within Child and Family Well-Being (CFWB) includes the following: 

• Collaborate with DIF México and social service agencies responsible for child welfare 
in other countries. 

• Consult with consulates and embassies of all nations (including the U.S.). 
• Collaborate with U.S. Customs and Border Protection (CBP) and the U.S. Citizenship 

and Immigration Services (USCIS). 
• Consult with medical facilities and professionals of other nations. 
• Coordinate services with International Social Services (ISS). Refer to International 

Child Welfare- International Social Services policy for further details.  
• Assist SWs with coordination and notification with international child welfare 

agencies in the respective country when SWs must travel to and from another 
country.  

• Provide trainings, support to CFWB staff as it relates to services ILO offers and the 
collaboration with various entities.   

• Assist SWs in arranging cross-border visits between dependent children and their 
parents, siblings, and relatives at the Mexican Consulate’s office located at the 
United States-Mexico port entry in San Ysidro, CA. NOTE: CFWB staff must supervise 
these visits.  

• Assist SWs with arrangement of visitation of dependent children with relatives 
and/or parents in another country as ordered by Juvenile Court. See Visitation 
policy.  

• Serve as a resource unit to staff regarding all international issues that affect services 
to families active to CFWB. 

• Review Hotline referrals, including Evaluate Out referrals, when there is an 
international issue such as, but not limited to, U.S. born children crossing the border 
with parents who are arrested by CBP or the repatriation of U.S. born children. 
NOTE: When a referral is received involving child abuse allegations in another 
country, the Hotline will cross-report to the ILO. 

• Cross report to DIF and other international child welfare agencies when there are 
suspicions of child abuse and/or neglect in another country. 

• Consult with staff on Hague Convention Protocols and provide assistance when 
necessary.  

• When the ILO receives case updates from external agencies, the ILO will enter the 
information in CWS/CMS.   
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Role of International 
Liaison (cont.) 

 
• Assist SW when placing children with parents or relatives outside of the U.S.  
• Maintain frequent communication with the primary SW and external agencies 

regarding case updates by: 
• contacting the social services agencies abroad 
• scanning and sending the SW any documents provided by service providers.  
• assessing and assisting in the repatriation of U.S. citizen children residing abroad, 

back to the U.S. See Repatriation of Children. 
• Conduct courtesy requests from DIF such as: 

o Home evaluations of individuals residing in the County of San Diego. See 
Courtesy Home Evaluations for Desarrollo Integral de la Familia (DIF).  

o Provide community resources to DIF for parents whose children are under 
DIF’s protective custody, but the parents are residing in San Diego County. 

• Provide courtesy assistance to other child welfare agencies in the U.S. when they 
work with agencies such as CBP and the Mexican Consulate at the San Ysidro Port of 
Entry.  

• Identify training needs related to international and border issues and assist in 
providing training to CFWB staff. 

• Assist in the review of legislation affecting international issues that could affect 
County policy. 

• Participate in and review the development of Agency protocols that relate to 
international issues. 

• Participate in meetings, committees, and conferences in the community and with 
other agencies to discuss information pertinent to international child welfare issues. 

• Attend Binational Conferences on child protection matters. 
 

NOTE: Due to the collaboration with Mexico, staff in ILO must be proficient in speaking and 
writing Spanish and be culturally diverse.  
 

SWs must contact the ILO for all travel outside of the U.S. prior to making travel 
arrangements with the Travel Desk. Refer to the Travel Policy for Children for further 
information. 
  

 

 
SW Requests to the 
International Liaison 

 
The ILO screens requests from SWs and identifies how to coordinate services with other 
agencies worldwide. Although not exhaustive, below are some examples of SW requests 
that the ILO can facilitate: 

• Home evaluations of potential relative placements in Mexico and other countries. 
• Parent searches - provides documentation for noticing purposes.  
• Adoption home studies including psychological evaluations of dependent children 

placed abroad. See Hague Convention Protocols. 
• Obtaining the following certificates from other countries:  

o Birth 
o Death 
o Marriage 
o Divorce 
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SW Requests to the 
International Liaison 
(cont.) 

 
NOTE:  All of these certificates must be requested directly from the ILO via the International 
Services Request form 04-309. SWs should not use the Vital Records Request form 04-19 for 
international vital records requests.  For other Hague Noticing procedures refer to Child 
Abduction policy for Absent or Missing clients. 

• Courtesy home visits to monitor placements in another country  
• Child abuse cross reports of children residing outside of the U.S.  
• Reunification services abroad  
• Arrange travel 
• Child welfare and criminal background information from other countries  
• 366.26 WIC personal notices to individuals residing abroad when it has been 

determined that it does not require a Hague Notice. See  Notice - Non-Citizens, 
Hague Convention  

• Notice to Foreign Consulates (required by Vienna Treaty signed on 12/24/1969). 
 
NOTE:  The ILO does not translate correspondence from other countries. SWs needing 
translation services will email a completed Translation/Interpreter Service-Service 
Authorization Form (SAF) 04-333A, along with the documents needing translation to CFWB 
Fiscal Unit at CFWBFiscal.HHSA@sdcounty.ca.gov  
 

Manager’s or designee’s approval is required in Section 2 of the completed 
Translation/Interpreter Service-Service Authorization Form (SAF) 04-333A. See the Language 
Appropriate Services policy. 
  

 
International Liaison 
Follow-up 

 
The ILO will follow-up with SW requests by contacting the service provider abroad directly. 
In order to avoid misunderstandings and duplication of information, all initial 
communication with foreign agencies must be coordinated through the ILO. Once a referral 
has been received and discussed with the ILO, SWs will be provided instructions and contact 
information regarding whom they may contact abroad. If the ILO remains as the designated 
contact person on the case, the ILO will enter all contacts in CWS/CMS and forward all 
correspondence to the assigned SW. 
  

 
Cross-Reports to 
International Child 
Welfare Agencies  

 
The ILO receives requests to cross-report to international child welfare agencies via the Child 
Abuse Hotline after a referral has been assigned to an office, has been evaluated out, or 
from a SW via the International Liaison Office Request, (04-309) when there are concerns 
regarding child abuse and/or neglect of children living in another country. The ILO will follow 
up with the assigned SW to gather additional information about the allegations, if needed. 
The ILO will report the case of suspected child abuse or neglect to the corresponding 
country by telephone, fax, or email. 
 
If the allegations are regarding another family, not part of the referral being investigated, 
the SW must file a new Child Abuse Hotline report for the new family identified. 
  

  

mailto:CFWBFiscal.HHSA@sdcounty.ca.gov


CWS Policy Manual Special Populations - International Liaison Page 5 of 6 

 
Procedure for Notice 
to Foreign 
Consulates 

 
Notice to Foreign Consulates are required for all children who are under protective custody 
or who have had a petition filed when the child or parent is a citizen of or was born in 
another country, even if the minor(s) is/are an U.S. citizen(s).  Local Superior Court Rule 
6.6.4 authorizes the sharing of information with foreign consulates when complying with 
notice requirements or requesting assistance and services per the Vienna Convention on 
Consular Relations. The Mexican Consulate may have access to juvenile records necessary to 
serve the best interest of the child (6.6.4 (A) (19)).  See Confidentiality Guide.  
 
The following is the procedure for completing the Notice to Foreign Consulates: 
 

Who Action 

SW • Complete the Notification to Foreign Consulate form (04-
231). 

• Submit to the ILO. 

International Liaison • Review the form Notification to Foreign Consulate 04-231 
for accuracy. 

• Once verified, submit form to the Foreign Consulate. 

 
SWs will provide ongoing verbal information to Consulates, if requested.  Exchange of 
written documentation between DIF and CFWB must go through the ILO. SWs will consult 
with the caregiver before providing a child’s placement address to the Consulate. If the 
placement address and/or contact information is confidential, the SW will consult with the 
caregiver, minor’s attorney, and County Counsel before providing the confidential address 
or contact information.  The Consulate may ask for the parents’ contact information, prior to 
providing this information, consent must be obtained from the parents.   
 

NOTE: When releasing information or information is being requested by the Consulate, 
consult with ILO first to make sure confidential guidelines are followed.   
 

NOTE:  Assigned SWs are responsible for submitting this notice to the ILO if it was not 
completed by the previous SW.  All efforts must be documented in CWS/CMS.  
  

 
Parent Searches 

 
To process a parent search for a parent suspected to reside outside of the U.S., the SW will 
submit the International Liaison Office Request, 04-309 to the ILO with the following 
information:  

• Full name including maternal and paternal last names 
• DOB 
• Place of birth; and/or 
• Other pertinent information regarding the parent: 

o address 
o phone number 
o relative or friend’s address, etc. 

 
NOTE:  A letter of “insufficient information” will be produced if the above information is not 
provided.  This letter may be used to demonstrate due diligence for court purposes. 
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SW Follow-Up and 
Additional 
Information on 
Requests 

 
When a SW requests services from a foreign country such as, but not limited to, home 
evaluations, parent searches, adoption home study, vital records request, and suspected 
child abuse cross reports, an International Liaison Office Request, 04-309 will be completed 
and submitted to the ILO.  
 
When SWs need to send follow-up or additional information to the International Liaison, 
they will do so via an email to the International Liaison. SWs will include: 

• Name of child(ren) and DOB  
• Name of individual receiving service (i.e. name of relative being evaluated for 

placement or parent being searched)  
Date request was submitted, Type of request  
• Brief description of current circumstances, if necessary. This information is essential 

to prioritize requests; e.g.: 
o date of next court hearing 
o placement disruptions 
o pending Special Immigrant Juvenile Status (SIJS) application, etc. 

  
 
Alignment with SET 

 
This policy aligns with SET Value 3 and the guiding principle of continual focus on children’s 
wellbeing while they are in our care and actively striving to preserve their connections to 
culture.  This policy aligns with SET Value 4 and community partner collaboration with DIF 
and other foreign agencies and representatives. 
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