
Steps for Correctly Documenting ICWA 
 

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. 
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2. A Screening for Child’s Status as Indian must be completed for every child during the 
initial assessment process.  This is to determine whether or not ICWA applies.   

 
Create> Case Work> ICWA> Screening for Child’s Status as Indian. 
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Launch the template by selecting Screening for Child’s Status as Indian from the Options 
drop-down and clicking Go.  Complete all necessary information and save.   
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3. If the child is determined to be an Indian, the child’s race should be documented as 
American Indian on the Basic tab of the child’s Person Management page.  

 
Click 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.  Enter Native American under the child’s Ethnicity.  Document the 
child’s primary tribe under Indian Tribe.  If the child is a member of a Canadian tribe, 
pick the Non U.S. value.  If the child is not an enrolled member of a tribe or is not 
eligible for membership, pick Identified/Not Confirmed.  If the child’s tribe is unknown, 
pick Unknown, with the expectation that the child’s tribe will be identified and the 
unknown value will be changed.  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. 

 

 

August 2009 5



 
 

4. The Request for Confirmation of Child's Indian Status and the Child's Biological Family 
History need to be completed and sent to the tribe along with the Screening.  The Request 
for Confirmation of Child’s Indian Status page is associated with an approval.  Please 
send the information for supervisory approval once the template has been completed. 

 
Create> Case Work> ICWA> Request for Confirmation of Child’s Indian Status. 
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Launch the template and complete all necessary information.   
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Create> Case Work> ICWA> Child’s Biological Family History 
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Launch the template and fill out all known information.  
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5. In any involuntary child custody proceeding involving an Indian Child, the Notice of 
Involuntary Child Custody Proceeding Involving an Indian Child template must be sent 
to the tribe, or the BIA if the tribe is unknown.    An approval is tied to this page. 
Included with this notice is a notification of rights under ICWA.  Please send the 
completed template and page to the supervisor for final approval Note: This notice must 
be sent to the tribe or BIA via registered mail. THIS FORM IS REGARDED AS THE 
OFFICICAL NOTICE TO THE TRIBE, PARENTS OR INDIAN CUSTODIAN 
UNDER THE ICWA.  

 
Create> Case Work> ICWA> Notice of Invol. Custody - Indian Child 
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Launch the template and fill out all necessary information 
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6. The Out of Home Safety Plan documents actions related to the notice and placement 
preference requirements of ICWA and must be completed to be in compliance with 
ICWA. 
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7. If a Child is placed on a Voluntary Placement Agreement, the specific ICWA template 
must be completed.   

 
Create> Case Work> ICWA> Voluntary Placement Agreement-Indian Child 
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Launch the template and fill out all necessary information.  Have the parent, the 
department and the child (if over age 12) sign the document.  A circuit court judge must 
then certify the Voluntary Placement Agreement for an Indian child. 
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