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Re: Imaging Child Welfare Case Record Information
Purpose

This memo provides clarification to child welfare agencies, including county departments and the Division
of Milwaukee Child Protective Services (DMCPS), on the imaging of child welfare documents and record
material into a family’s case record in the Wisconsin Statewide Automated Child Welfare Information
System (eWiSACWIS). This informational memo updates the imaging component addressed in DSP
Memo Series 2010-10.

Information Summary

Agencies document and enter a variety of information into a eWiSACWIS case record and as part of a
child welfare paper file. This information includes materials created by the child welfare agency, such as
Access Reports, Protective Plans, and Permanency Plans, as well as materials created by other entities,
such as court or law enforcement records, behavioral health, medical, or educational records. As
Wisconsin’s child welfare system has transitioned from paper file to use of eWiSACWIS, questions
pertaining to what information can be imaged into eWiSACWIS, or summarized within casework
documentation within eWiSACWIS, have surfaced. A recent update to the state’s Records
Retention/Disposition Authorization #1057 (attached) pertaining to child welfare case records has
authorized that any and all record material pertaining to a child welfare case record is permitted to be
scanned into eWiSACWIS including, but not limited to, the following record material:

e Alcohol and Other Drug (AODA) reports;

e Certified Birth Certificates;

e Medical records;

e Photos of children;

e Psychological reports on children or birth parents, and,;
e School records.

Information contained in the above record material, as well as other record material that is part of the
child welfare case record, may be included within other applicable eWiSACWIS case documentation and
case record material, such as Access Reports, Initial Assessments, Protective Plans and Safety



Assessments, Family Assessments, or Court Reports. The Records Retention/Disposition Authorization
#1057 referenced above permits the imaging of materials created by other entities into an eWiSACWIS
child welfare case record.

The purpose of this memo is not to identify all documentation and record material that must be entered or
retained, as applicable, in an eWiSACWIS case record, but rather identifies record material that may be
imaged into eWiSACWIS to ensure that the eWiSACWIS case record is complete. Further, any
documents contained in a child welfare case record may be guided by other rules of retention that could
include state laws, administrative rules, local ordinances or local policies. For example, it is possible that
certain records, under certain programs, must also be held in a paper file, or local ordinances may direct
the imaging of certain items into electronic case records. Agency staff should consult with local agency
management or legal counsel regarding any other requirements that may apply to the imaging of records.
In addition, disclosure of any information or record material contained in a case record, both as part of a
paper record or in the eWiSACWIS case record, including but not limited to child welfare, medical, mental
health, AODA, and educational information, is subject to applicable state and federal confidentiality laws.
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Attachment:

DCF Records Retention/Disposition Authorizations
http://publicrecordsboard.wi.gov/docs _all.asp?locid=165

Records Retention/Disposition Authorization: Child Protective Services Case Files #1057 (2015)
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