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Steps for Correctly Documenting ICWA 
 
Note: Outside of documented information on the Access Report, in order to document ICWA 
information, an assignment to the case is needed. 

 
1. When an Access Report comes in on any family, there is a text box at the bottom of the 

Narrative tab that needs to be completed. Select the appropriate radio button and enter text 
for the ‘Information that the child(ren) may have American Indian heritage, including names 
of the tribe(s) if known’ section. If a participant has been identified on the Participants tab 
and has a role of Biological Child and is identified as having a Race of American 
Indian/Alaskan Native or an Ethnicity of Native American (on Person Management), then the 
radio button will pre-fill to Yes. In all other scenarios, the radio button will pre-fill to 
Unknown. There is also a hyperlink to the ICWA contacts page which lists the current 
Wisconsin contacts for each tribe as well as the Bureau of Indian Affairs (BIA) contacts. 
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2. The ICW Cover Letter is sent to the identified tribe upon screening out an Access Report for 
a child who has a tribal affiliation. This letter is launched from the Access Report under 
Options. 
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3. The Notice to Tribal Agent is sent to the identified tribe upon screening in an Access Report 
for a child who has a tribal affiliation. This notice is also located under the Options drop-
down on the Access Report page. 
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4. If the child is determined to be an Indian, the child’s Race should be documented as 
American Indian/Alaskan Native on the Basic tab of the child’s Person Management page.  

 
Clicking on the child’s name on the Participants tab of the Maintain Case page will take you 
to the child’s Person Management page. Select American Indian/Alaskan Native under the 
child’s Race. Select Native American for the child’s Ethnicity. Document the child’s primary 
tribe under Indian Tribe. This is a required field. If the child is a member or eligible for 
membership of a Canadian tribe, pick the Non U.S. value. If the child’s tribe is unknown, 
select Unknown, with the expectation that the child’s tribe will be identified and the 
unknown value will be changed. If the child is a member or eligible for membership of an out 
of state tribe, select Other Native American. Status is also a required field. If “Member” or 
“Eligible for membership, not a member” is selected as a Status, then the child meets the 
requirements of the Indian Child Welfare Act. Clan is not a required field, but will fill to 
templates if completed on the page. Tribal Membership number is also not required, but 
should be entered if that information is available. If the child is eligible for membership with 
another tribe, enter that tribe in the Indian Tribe 2 field. If you have the Tribal Reference #, 
enter it in the associated text field. Click Save. 
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5. An ICWA Record should be created for all Indian children. This record should also be 
created for non Indian children in order to complete the Screening for Child’s Status as 
Indian. The ICWA Record houses most templates related to ICWA. The ICWA Record can 
be created or accessed one of three ways: from the Assessment page, from the Create Case 
Work page, and from the Utilities menu. 

 
6. While completing an Initial Assessment for a family, the ICWA record can be created and 

edited by clicking the Create/View ICWA Record hyperlink on the Participants tab.  
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7. This will open the ICWA Participant Selection page. Select a case participant. This will 
either create or bring you to the existing ICWA Record for that specific participant.  
 

 



October 2011 9 

8. An ICWA Record can be created/edited by Create > Case Work > ICWA Record. A case and 
case participant must be selected to create or view. 
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9. An ICWA record can be created or viewed by Utilities > ICWA Record. 
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10. This will bring you to an empty ICWA Record containing a Search hyperlink. Click on the 
hyperlink and search the participant you would like to create the record for. Expand the 
person and select the case you would like the record to be associated with. The ICWA 
Record will follow the child, but in order to use the copy over feature for other case 
participants, case selection is important. This will create or access the ICWA Record for that 
participant. 
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11. The ICWA Record consists of four tabs. The header of the record has the Case Name, Case 
Participant (which is a hyperlink to the participant’s Person Management page), the Case 
Type, an Updated By field (that will identify the person who last saved the page), and 
hyperlinks to the Wisconsin ICWA contacts and the National ICWA contacts. Once the page 
is saved, a Copy ICWA Record hyperlink will also appear. This will allow you to copy the 
Screening and Family History tabs to another participant. 
 

12. The first tab is a view-only tab that displays the participant’s Race/Ethnicity/Tribal 
Identification (which pre-fills from Person Management), Current Placement Information 
(which pre-fills from the child’s open Out of Home Placement), and ICWA Placement 
Provider Options (which also pre-fill from the Out of Home Placement page). For further 
information on documenting placement preferences, please see the “Creating an Out of 
Home Placement” Quick Reference Guide. 
 

http://dcf.wisconsin.gov/WiSACWIS/knowledge_web/training/quick-ref-guides/quick-
reference-guides.htm 
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13. The second tab is the Screening tab. A Screening for Child’s Status as Indian must be 
completed for every child during the initial assessment process to determine whether or not 
ICWA applies. If ‘Yes’ is answered for either of the first two questions, the rest of the 
questions will be required. 
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Launch the template by selecting Screening for Child’s Status as Indian from the Options 
drop-down and clicking Go. 
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14. The third tab of the ICWA Record is the Family History tab. The Child’s Biological Family 
History should be completed and sent to the tribe along with the Screening for Child’s Status 
as Indian, especially for children who have a possibility of having American Indian heritage. 
The information for the Child, Mother, and Father boxes pre-fill from Person Management 
(Mother and Father are identified on the Parent Info tab of the child’s Person Management 
page). To make changes to the Mother and/or Father boxes, access the associated hyperlinks 
on the Summary tab. The information for the grandparents and great grandparents is user 
entered, unless it is captured on their children’s Person Management page(s). 
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Launch the template by selecting Child’s Biological Family from the Options drop-down and click 
Go. 
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15. The fourth and final tab is the Documents tab. This tab houses the Confirmation of Child’s 
Status as Indian, the Notice of Involuntary Custody Proceeding Involving an Indian Child, 
and the Voluntary Placement Agreement-Indian Child documents. To create any of these 
documents, click on the Insert button. 
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This will open the Document Select page. Select the document you would like to create and 
click Continue. 
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16. The Request for Confirmation of Child’s Indian Status must be completed and sent to the 
tribe or the BIA when American Indian heritage is suspected. You can select multiple 
participants by hold down the 'Ctrl' key and selecting a participant. 
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17. Select Request for Confirmation of Child’s Indian Status from the Options drop-down and 
click Go to launch the template. 

 

 
 

Click Close and Return to eWiSACWIS to return to the Confirmation of Child’s Indian 
Status page. Click the Save button. 
 
Note: You can copy this document by selecting the Copy button. 

 
18. Any time an Involuntary Custody Hearing is being held for an Indian child, the Notice of 

Involuntary Child Custody Proceeding Involving an Indian Child page must be filled out, 
printed, and sent to the tribe or the BIA if the tribe is unknown. Included with this notice is a 
notification of rights under ICWA.  

 
Note: This notice must be sent to the tribe or BIA via registered mail. 
 
Note: This form is regarded as the official notice to the tribe, parents, or Indian custodian 
under the Indian Child Welfare Act. 
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Click Insert on the Documents tab of the ICWA Record page and click Continue. This will 
bring you to the Document Select page. Select the Notice of Invol. Custody - Indian Child 
radio button and click Continue. 
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19. This will bring you to the Notice of Involuntary Custody Proceeding Involving an Indian 
Child page. Complete all known fields and save. When the page is complete, select Notice of 
Involuntary Custody Proceeding Involving an Indian Child from the Options drop-down and 
click Go to launch the template. 
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20. Back on the Notice of Involuntary Custody Proceeding Involving an Indian Child page, 
select Approval from the Options drop-down and click Go. Select the Approved radio button, 
click Continue and on the of Involuntary Custody-Indian Child page, click Save. 
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21. If an Indian child is placed via a Voluntary Placement Agreement (VPA), the Indian Child 
VPA must be completed. Click the Insert button on the Documents tab of the ICWA Record 
page. This will open the Document Select page. Select the VPA – Indian Child radio button 
and click Continue. 
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22. On the Agreements and Notices page, complete the necessary fields, including performing a 
provider search to insert the correct provider and then click Save. The template can be 
launched from the Options drop-down. 
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23. Upon return to the Documents tab of the ICWA Record, you will see all newly created 
documents listed. The Document Name column is a hyperlink that will take you to the 
document. The Sent checkbox is pre-filled from the associated page. The Notice of 
Involuntary Custody Proceedings Involving an Indian Child and Request for Confirmation of 
Child’s Indian Status pages have a Sent checkbox that should be checked when the document 
is sent in the mail. 
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24. The ICWA Record can be accessed via the Desktop. 
 

 
 


