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Documenting ICWA 
 
Introduction 
ICWA information can be documented in several areas in eWiSACWIS: Access Report, Assessment, 
Person Management, ICWA Record, and the Case/Permanency Plan. The following guide will address 
documentation of ICWA in each of these areas. However, the ICWA Record page provides a central 
location in eWiSACWIS for the collection and display of ICWA related information. Additionally, 
placement preferences for ICWA are documented on the ICWA tab of the child’s Out of Home 
Placement. For more information, please see the Creating an Out of Home Placement User Guide. 
 
Access Report 
1. From the desktop, go to the Access Reports tab and click an existing report hyperlink, or click the 

Create CPS report hyperlink or the Create services report hyperlink 

. 
 
2. On the Narrative tab of the Access Report page, the radio button and narrative are required for 

“Information that the child(ren) may have American Indian heritage, including names of the 
tribe(s) if known” and “Information that the child(ren)'s family members may have American 
Indian heritage, including names of tribe(s) if known.” Select the appropriate radio button and 
enter a narrative in the text field. 

 
Note: The radio buttons default to ‘Unknown.’ However, if a child(ren) on the Participants tab is 
identified as having a role of ‘Biological Child’ and a Race of ‘American Indian/Alaska Native’ or an 
Ethnicity of ‘Native American,’ the radio buttons are automatically selected as ‘Yes.’ 
 
Note: The ICWA Contacts link beneath the narrative field is a hyperlink to the current Wisconsin 
contacts for each tribe and Bureau of Indian Affairs (BIA) tribal contacts. 
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3. If designated as a CPS Report, the appropriate template for a child who has a tribal affiliation 

should be sent upon the final screening decision. To generate a template, go to the Options drop-
down. For a Screen Out Decision, select the Indian Child Welfare Screened Out Report to send to 
the identified tribe. For a Screen In Decision, select the CPS Report to Tribal Agent to send to the 
identified tribe. 
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Person Management 
Note: An assignment to a case is needed in order to update Person Management. 
 
Note: If a child is reported to have Indian heritage, the child’s Race should be documented as 
‘American Indian/Alaska Native’ and Ethnicity as ‘Native American’ on the Basic tab of the child’s 
Person Management page. This can be updated at any time after case creation. 
 
1. From the desktop, go to the Cases tab and click the case name hyperlink in which the child is a 

participant to open the Maintain Case page. 
 
2. On the Participants tab of the Maintain Case page, click the child’s name hyperlink to open the 

child’s Person Management page. 
 
3. On the Basic tab of the child’s Person Management page, select ‘American Indian/Alaska Native’ 

for the child’s Race and ‘Native American’ for Ethnicity. When either is indicated, the Indian Tribe 
field is enabled. Select a tribe. 

 
 

Note: If a tribe is not known at the time of entry, select ‘Unknown.’ The expectation is that the tribe 
will be identified, and this value updated. 
 
Note: Values exist for Non-United States Tribes [Non-U.S.] and Non-Wisconsin Tribes [Non-WI 
Tribe]. 

 
4. When Indian Tribe is selected, the Clan and Status fields become enabled. Enter a Clan if known. 

Next, select the appropriate tribal membership Status. The Status values are: 

• ‘Eligible for Membership, not a member’ when selected enables the Date Confirmation was 
received from tribe field which is required.  

• ‘Member’ when selected, enables the Tribal Membership # field which is not required and the 
Date Confirmation was received from tribe field which is required. 

• ‘Not eligible for membership’ when selected, displays the Date Confirmation was received from 
tribe field which is required and the required narrative field for “Explain why the person is not 
eligible for Tribal Membership.” 

• ‘Pending’ is selected if a Request for Confirmation of a Child’s Indian Status letter has been 
sent to a tribe but a response has not been received. 
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5. When the Indian Tribe value Non-Wi Tribe is selected, the Non-Wisconsin Tribe Ajax narrative field 
is enabled and required. Values display for all Federally recognized tribes once user begins typing 
in the field. 

 
Note: A child can be a member of more than one tribe. 
 
Note: When either tribal membership Status is ‘Pending’ the primary worker will receive an Update 
Pending Tribal Membership Status tickler. Once an answer is received from the tribe, update the tribal 
membership status on the child’s Person Management which then deletes the tickler. 
 
6. Once finished, click the Save button to save the information on the Person Management page.  
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Create/Edit an ICWA Record 
The ICWA Record can be created or accessed one of three ways: from the Assessment page, the 
Create Case Work page, and the Actions menu. 
 
Note: An ICWA Record should be created for all children in order to complete the Screening for Child’s 
Status as an Indian. 
 
Note: Once created and saved, the ICWA Record can be viewed and accessed via the outliner for the 
case on the desktop. Click View case information, ICWA, and the specific hyperlink to open the 
related ICWA Record. 
 
Assessment 
1. From the desktop, go to the Cases tab and click View case information for the appropriate case. 

Click Assessment and then the Assessment hyperlink to open the specific Assessment page. 
 
2. If an Assessment Participant does not have an ICWA record but they have a documented date of 

birth and they are under 18, an ICWA record will be required to approve the Assessment.  A Create 
hyperlink will be highlighted for these participants.  If an ICWA record already exists for a 
participant, an Edit hyperlink will be shown.  If not, then a Create hyperlink will display.  When the 
page is view only, a View hyperlink will display.  Click the corresponding hyperlink to access the 
ICWA Record. 
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Create Case Work 

1. From the desktop, go to the Cases tab and click the Create Case Work hyperlink  or 
select Create Case Work from the Actions drop-down next to the specific case to open the Create 
Case Work page. 

 

 
 
2. On the Create Case Work page, select ‘ICWA Record’ from the ICWA drop-down. Select the case 

and participant, and click the Create button to create the ICWA Record. 
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Actions Menu 
1. From the Actions menu at the top of the desktop, select ICWA Record to open a blank ICWA 

Record. 
 

 
 
2. On the blank ICWA Record, click the Search hyperlink in the Case Information section. On the 

Person Search page, search for a participant and click the Search button. In the Persons Returned 
section, click the person icon next to the specific participant and then click the folder icon to 
expand and view the list of cases. Select the radio button for the specific case to associate to the 
ICWA Record. 



October 2022 8 
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Entering an ICWA Record 
The ICWA Record consists of a Header section and four tabs: Summary, Screening, Family History, 
and Documents. 
 
ICWA Header 
In the Case Information section, the Case Name and Case Type pre-fill. The Case Participant pre-fills 
with the name as a hyperlink to the participant’s Person Management page. Updated By pre-fills to 
identify the person who last updated the ICWA Record. The Copy ICWA Record hyperlink appears 
after saving the page and allows for copy over of the Screening and Family History tabs to another 
case participant. The Wisconsin ICWA contacts hyperlink opens the State of Wisconsin Federally 
Recognized Indian Tribes Indian Child Welfare contact list. The National ICWA contacts hyperlink 
opens the Federal Register of Indian Tribes. 

 
 
Summary Tab 
Information on the Summary tab pre-fills from other areas in eWiSACWIS. 
 

• The Race/Ethnicity/Tribal Identification section pre-fills from Person Management. The Child’s 
Mother and Child’s Father names are hyperlinks to their respective Person Management record. 
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• The Legal section pre-fills the most recent Legal action and status (if available) from the 
participant’s Legal Record. The Legal Record hyperlink opens the Legal Record where information 
can be viewed or updated. 

 
 

• The Current Placement Information section pre-fills from the child’s open Out of Home Placement. 
The Provider name is a hyperlink to the Provider record. 

 
 

• The ICWA Placement Provider Options section pre-fills from the ICWA tab of the Out of Home 
Placement. 

 

 
 

• The Active Efforts section will display an informational line to indicate if a permanency plan is not 
required or if no approval plan is on record. If an approved Permanency Plan is on record, a 
View/Case Permanency Plan hyperlink will display that opens the associated plan. 
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Screening Tab 
Screening for Child’s Status as Indian must be completed for every child during the initial assessment 
process to determine whether ICWA applies. If ‘Yes’ is answered for the first question, the rest of the 
questions are required. 
 
1. Enter information in all required fields and associated narratives. Once completed, select 

‘Screening for Child’s Status as an Indian’ from the Options drop-down and click the Go button to 
launch the template.  

 
 
2. On the template, hover the cursor near the top of the page to make the Print icon visible. Click the 

Print icon to print the ICWA Record. Click the Close button to close the template and return to the 
ICWA Record. 
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Family History Tab 
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, click the child’s name hyperlink in the Case Information section. Information for 
grandparents is user entered, unless it is captured on the child’s parent’s Person Management page. 
Great Grandparents are user entered. 
 
1. Once all available information is entered, select ‘Child’s Biological and Family History’ from the 

Options drop-down and click the Go button to launch the template. 

 
 
Note: The child’s Family History may be copied to another case participant. On the Family History tab 
for the participant to copy the document from, click the Copy button. On the ICWA Copy page, select 
the radio button for the participant to copy the document to and click the Continue button. Review the 
confirmation message and click the Yes button to continue. The ICWA Record with the copied over 
Family History tab opens for the selected participant. Select ‘Child’s Biological and Family History’ 
from the Options drop-down to open the document. 
2. On the template, hover the cursor near the top of the page to make the Print icon visible. Click the 
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Print icon to print the ICWA Record. Click the Close button to close the template and return to the 
ICWA Record. 
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Documents Tab 
The Request for Confirmation of Child’s Indian Status and Notice of Involuntary Child Custody 
Proceeding Involving an Indian Child documents are generated from the Documents tab which 
contains a documents history table. 
 
1. To create a document, click the Insert button on the Documents tab of the ICWA Record to open 

the Document Select page. 
 

 
 
2. Select the radio button for the appropriate document and click the Continue button. 
 

 
 
3. Follow the steps in the ICWA Document Types section below to enter appropriate information for 

each document. 
 
4. Once saved, the document will be added to the history table on the Documents tab. The Document 

Name is a hyperlink to the document. The Sent date pre-fills from the associated document 
template. 
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ICWA Document Types 
Note: These documents may be copied to another case participant. See the Copying an ICWA 
Document section of this guide for more information. 
 
Request for Confirmation of Child’s Indian Status 
Document is completed and sent to the tribe or the BIA when American Indian heritage is suspected. 
 
1. From the Documents tab on the ICWA Record, click the Insert button. On the Document Select 

page that opens, select the ‘Request for Confirmation of Child’s Indian Status’ radio button and 
click the Continue button. 

 
2. On the Request for Confirmation of Child’s Indian Status page, select the tribe from the Tribe 

Notified drop-down. This will pre-fill the tribe and address to the document. 
 
3. The name of the child on the ICWA Record will default under Participants. Additional participants 

can be selected by holding down the 'Ctrl' key and selecting the name(s) on the list. 
 
4. Select the appropriate checkboxes for any additional documents being sent with the Request for 

Confirmation of Child’s Indian Status to the tribe. Enter the Sent date. 
 

 
 
5. Select ‘Request for Confirmation of Child’s Indian Status’ from the Options drop-down and click 

the Go button to launch the template. 
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6. On the template, click Save and Generate PDF to open a PDF file and print using the Print icon on 
the PDF. Click the Close button to close the template and return to the Request for Confirmation 
of the Child’s Indian Status page. 

 

 
 
7. On the Request for Confirmation of the Child’s Indian Status page, click the Save button. Click the 

Close button to return to the ICWA Record.  
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Notice of Involuntary Custody for an Indian Child 
When 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 completed, and the template 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. 
 
1. From the Documents tab on the ICWA Record, click the Insert button. On the Document Select 

page that opens, select the ‘Notice of Invol. Custody - Indian Child’ radio button and click the 
Continue button. 

 
2. On the Notice of Involuntary Custody Proceeding Involving an Indian Child page, enter information 

for all known fields. 
 
Note: To document that this notice was sent by another county agency, select the ‘Notice sent by 
other government agency within your county’ checkbox and enter the Agency name in the enabled 
and required field. 
 
3. Once complete, select the ‘Notice of Involuntary Custody Proceeding Involving an Indian Child’ 

from the Options drop-down and click the Go button to launch the template. 
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4. On the template, click Save and Generate PDF to open a PDF file and print using the Print icon on 
the PDF. Click the Close button to close the template and return to the Notice of Involuntary 
Custody Proceeding Involving an Indian Child page. 

 
 
5. On the Notice of Involuntary Custody Proceeding Involving an Indian Child page, select ‘Approval’ 

from the Options drop-down and click the Go button. On the Approval History page, select the 
‘Approve’ radio button and click the Continue button to send for approval and return to the page. 

 
6. Click the Save button on the Notice of Involuntary Custody Proceeding Involving and Indian Child 

page. Click the Close button to return to the ICWA Record. 
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Copying an ICWA Document 
The Request for Confirmation of the Child’s Indian Status and the Notice of Involuntary Custody 
Proceeding Involving an Indian Child documentation pages may be copied to another case 
participant.  
 
1. On the document page for the participant to copy the document from, click the Copy button.  
 

 
 
2. Select the Case Participant you would like to copy the document over to on the ICWA Copy page 

and click the Continue button. 
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3. The following message will display. Click the Yes button to continue. 
 

 
 

Note: If the participant does not have a completed ICWA Record with ‘Yes’ selected for 
American Indian or Alaska Native on the Screening tab, the message below will display. Click 
the Close button and update the Screening tab to continue. 

 
 
4. The document appears in a new line on the table of the child’s Documents tab. Click the hyperlink 

to open the document. Follow the steps in the ICWA Document Types section above to enter 
information, open the template, and print the document as needed. 

 

 
 


