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Info for Out-of-Home Care Providers – Part A & Part B 
 
Note: In order to create the Info to Out-of-Home Care Providers pages, an assignment to the case is 

needed. 
 
Info for Out-of-Home Care Providers – Part A 

Note: Only one page is created per child/youth. As of June 2024, a new version of the Info for Out-of-
Home Care Providers was released. The historical versions can still be accessed and will 
display “historical” in the label but cannot be edited or updated. After June 2024, if a child/youth 
changes placement but only has a historical version, you will be required to create a new, active 
version. Once the new version is created, if the child/youth changes placement, you can update 
the page to reflect any additional/updated information. 

 
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 Info for Out-of-Home Care Providers – Part A from the 
Planning drop-down. Select the appropriate Case and the Case Participant. Click Create. This will 
open the Information for Out-of-Home Care Providers – Part A page. 
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3. Child/Youth Summary: When the page is created or opened, the display defaults to the 
Child/Youth Summary tab. This tab is a snapshot of information that creates an Infographic when 
launching the Information for Out-of-Home Care Part A template. Each section pulls information 
from Person Management, a current OHC Placement, or the Child Welfare Professional worker 
information. Most information can be updated by navigating to the child/youth’s person 
management page. Hovering over the icon for each section displays where the information is 
coming from. Most icons are selectable to navigate the user to the specific location to update any 
information needed.  
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The photo pulls from the most recent child/youth photo. If an image is not available, Photo Not 
Available displays with the default silhouette in place of a child/youth image. This can be updated by 
uploading a child/youth photo.  

*Note:  When uploading child/youth photos, be sure the orientation is correct on the photo prior to 
uploading to eWiSACWIS to ensure correct display on the online page and the template generated.  

4. General tab: Fields that cannot be changed, pre-fill from Person Management page for the 
child/youth. Fields that can be changed pre-fill from the most recent pending or completed Family 
Interaction Plan. To update any information in fields that are disabled (e.g. Physical Description), 
you will need to access and update it via Person Management. Information in fields that are 
enabled can be edited directly on the online page. 

• To access the child’s/youth’s Person Management page, click the Child/Youth Name 
hyperlink in the Basic groupbox at the top of the page or click the ‘Modify’ hyperlink in the 
groupbox where the identified change is needed. 
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5. To update the ‘Physical Description’ click on the Modify hyperlink to go to the Person 

Management page and select the Additional tab.  

Note: The Height, Weight, Eye Color and Hair Color fields on the Additional tab will also pre-fill as 
static text in the ‘Physical Description’ box on the General tab on Part A. 
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6. The entire ‘All About Me’ tab is optional but beneficial. The information to complete this tab 

should be obtained from the child/youth and/or parents. 
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7. The information on the ‘Contacts’ tab is obtained from both Person Management and the most 
recent Family Interaction Plan (pending or completed).  The Emergency Contact Information is 
required on the person management page. Click the Modify link to update the emergency contact 
on the Medical/Mental Health tab of the person record. 
 
The Individuals Allowed to have Contact with Child/Youth group box is prefilled from the most 
recent Family Interaction Plan or can be user entered by clicking the Insert button. 
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8. The Modify links on the ‘Medical Info’ tab take you to the ‘Medical/Mental Health’ tab of Person 
Management, as this is where most of the information on this page is pre-filled from. 
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9. The ‘Additional Info’ tab mostly pre-fills from the child’s/youth’s education history on Person 
Management. The Modify link takes you to the ‘Education’ tab of the Person Management page. 
Some fields on this tab are pre-filled with the information on the Maintain Education History page 
for the child/youth. This is accessed by clicking the edit hyperlink in the ‘School History’ group box 
of the person management page, Education tab. 

 
*Note: If the Child is of school age but is not attending school checkbox is selected on the 
child’s/youth’s Person Management page, the corresponding checkbox will be selected in the 
School/Child Care Information group box and display the required Provide Explanation narrative box 
from Person Management. The Additional information narrative field then becomes disabled and 
updates for school information should be completed on the Provide Explanation narrative box on 
Person Management. Use the Modify link to make updates.  
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10. All fields on the ‘Prudent Parenting’ tab are user entered and required, except the Tribal 

Considerations narrative field. This is only required if the child/youth has documented tribal 
affiliation. The child’s/youth’s tribe(s) will display if documented on Person Management as a 
reminder. 
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11. Once all of the tabs on Part A have been completed, check the ‘Check for required fields’ checkbox 

and click on the Save button. If all fields have been properly completed, the checkbox will remain 
checked. If not, an error message will display, and the checkmark will be cleared from the field. 
 

12. All information contained on Part A pre-fills into the template located in the ‘Options’ drop-down at 
the bottom of the page. To open and/or print the template, select “Info for OHC Providers – Part 
A” from the drop-down and click on the Go button. 

 
13. Selecting the Completed checkbox after reviewing and updating all pertinent information and 
saving the page will remove the Update/Complete Part A task for the primary assigned worker.  
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Info for Out-of-Home Care Providers – Part B 
 
Note: Only one page is created per child/youth. As of June 2024, a new version of the Info for Out-of-

Home Care Providers was released. The historical versions can still be accessed and will 
display “historical” in the label but cannot be edited or updated. After June 2024, if a child/youth 
changes placement but only has a historical version, you will be required to create a new, active 
version. Once the new version is created, if the child/youth changes placement, you can update 
the page to reflect any additional/updated information. 

 
 
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 Info for Out-of-Home Care Providers – Part B from the 
Planning drop-down. Select the appropriate Case and the Case Participant. Click Create. This will 
open the Information for Out-of-Home Care Providers – Part B page. 
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3. If a more recent CANS has been approved since the Part B record was created and saved, on 
launch, a message displays asking if the new information should update onto Part B. If you select 
Yes, the radio button selections that pre-fill from the CANS will be updated as well as the narrative 
fields into the Specify box for each section. Pre-filled fields from the CANS remain user editable 
on the page.  

 
 
4. Fields that cannot be changed pre-fill from Person Management page for the child. Fields that can 

be changed pre-fill from the most recent qualifying CANS (approved within the last 12 months). To 
update any information in fields that are disabled (e.g. Physical Description), you can access and 
update it via the Person Management page. Information in fields that are enabled can be edited 
directly on the online page. 

• To access the child’s Person Management page, click the Child Name hyperlink in the Basic 
groupbox at the top of the page or click the ‘Modify’ hyperlink in the groupbox where the 
identified change is needed. 
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5. There is now a required Child/Youth and Family Strengths narrative box on the General tab of Part 
B to utilize a strengths based perspective.  

 
 
6. The All About Me tab has been added to Part B to help capture the strengths and needs of the 

child or youth. Child Welfare Professionals are encouraged to complete this section with the child 
or youth.  
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7. All fields on the ‘Trauma’ tab are either pre-filled from the CANS or user editable on the page. If a 
value is selected as 0 or 1 on the CANS, the corresponding field on Part B will not prefill. If the 
value on the field for the CANS is 2 or 3, the corresponding field on Part B will prefill. 

If there are no pre-filled fields, when the page is created, the radio button will default to Unknown, 
and No and Unknown will remain user selectable. Yes remains disabled. The Specify narrative 
fields remain editable but are not required. The Specify narrative field for each group box will 
prefill upon creation of the page if there is text entered in the corresponding Specify fields for the 
CANS or when a new CANS is approved and prefills for the first time.  

If any checkboxes in the various group boxes are selected, either through pre-filled values from 
the CANS or selected on the page by the user, Yes radio button is selected but remains disabled. 
The Specify narrative field for each group box then becomes required. No and Unknown become 
disabled.  

When the last checkbox is deselected on the page, the radio button defaults to No, and No and 
Unknown become user editable. Yes remains disabled. The Specify narrative fields remain 
editable but not required. 

 
 

8. Fields on the ‘School/Child Care’ tab are pre-filled from either the CANS and are user editable, or 
from Person Management. If a value is selected as 0 or 1 on the CANS, the corresponding field on 
Part B will not prefill. If the value on the field for the CANS is 2 or 3, the corresponding field on Part 
B will prefill. 

If there are no pre-filled fields, when the page is created, the radio button will default to Unknown, 
and No and Unknown will remain user selectable. Yes remains disabled. The Specify narrative 
fields are enabled and not required for each group box and will prefill upon creation of the page if 
there is text entered in the corresponding Specify fields for the CANS or when a new CANS is 
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approved and prefills for the first time. If there is text entered in a corresponding narrative field on 
Person Management, the text will only prefill from Person Management to those Specify narrative 
fields upon the initial creation of the page.  

If any checkboxes in the various group boxes are selected, either through pre-filled values from 
the CANS or Person Management, the Yes radio button remains disabled, but becomes selected. 
The Specify narrative field for the group box then becomes required. No and Unknown become 
disabled. 

When the last checkbox is unchecked either on the page or through deselecting on the Person 
Management page using the Modify links if the field is prefilling from Person Management, the 
corresponding checkbox on the Info for OHC Part B page will become deselected. If all 
checkboxes are deselected, the radio button defaults to No, and No and Unknown become user 
editable. Yes remains disabled. The Specify narrative fields remain editable but not required. 

If the Child is Currently Enrolled in School is selected on Person Management, the corresponding 
required narrative field to describe current academic performance from Person Management 
prefills and is disabled on the Info for OHC Part B page. This can be updated using the Modify link.  

 
If this checkbox is not selected on Person Management, the corresponding narrative field is 
hidden, and a Specify narrative field for Education Considerations displays on the Info for OHC 
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Part B page.

 
 

9. Fields on the ‘Life Functioning’ tab are pre-filled from either the CANS and are user editable, or 
from Person Management, or user selectable on the page. If a value is selected as 0 or 1 on the 
CANS, the corresponding field on Part B will not prefill. If the value on the field for the CANS is 2 or 
3, the corresponding field on Part B will prefill. 

If there are no pre-filled fields, when the page is created, the radio button will default to Unknown, 
and No and Unknown will remain user selectable. Yes remains disabled. The Specify narrative 
fields are enabled and not required for each group box and will prefill upon creation of the page if 
there is text entered in the corresponding Specify fields for the CANS or when a new CANS is 
approved and prefills for the first time. If there is text entered in a corresponding narrative field on 
Person Management, the text will only prefill from Person Management to those Specify narrative 
fields upon the initial creation of the page.  

If any checkboxes in the various group boxes are selected, either through pre-filled values from 
the CANS or Person Management, the Yes radio button remains disabled, but becomes selected. 
The Specify narrative field for the group box then becomes required. No and Unknown become 
disabled. 

When the last checkbox is unchecked either on the page or through deselecting on the Person 
Management page using the Modify links if the field is prefilling from Person Management, the 
corresponding checkbox on the Info for OHC Part B page will become deselected. If all 
checkboxes are deselected, the radio button defaults to No, and No and Unknown become user 
editable. Yes remains disabled. The Specify narrative fields remain editable but not required.  
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10. Fields on the ‘Medical Info’ tab are pre-filled from either the CANS and are user editable, or from 
Person Management. If a value is selected as 0 or 1 on the CANS, the corresponding field on Part 
B will not prefill. If the value on the field for the CANS is 2 or 3, the corresponding field on Part B 
will prefill. 

If there are no pre-filled fields, when the page is created, the radio button will default to Unknown, 
and No and Unknown will remain user selectable. Yes remains disabled. The Specify narrative 
fields are enabled and not required for each group box and will prefill upon creation of the page if 
there is text entered in the corresponding Specify fields for the CANS or when a new CANS is 
approved and prefills for the first time. If there is text entered in a corresponding narrative field on 
Person Management, the text will only prefill from Person Management to those Specify narrative 
fields upon the initial creation of the page.  

If any checkboxes in the various group boxes are selected, either through pre-filled values from 
the CANS or Person Management, the Yes radio button remains disabled, but becomes selected. 
The Specify narrative field for the group box then becomes required. No and Unknown become 
disabled. 

When the last checkbox is unchecked either on the page or through deselecting on the Person 
Management page using the Modify links if the field is prefilling from Person Management, the 
corresponding checkbox on the Info for OHC Part B page will become deselected. If all 
checkboxes are deselected, the radio button defaults to No, and No and Unknown become user 
editable. Yes remains disabled. The Specify narrative fields remain editable but not required. 

 

 



 

October 2024 19 

 
 

11. All fields on the ‘Cultural Considerations’ tab are pre-filled from the CANS and are user editable or 
user selectable on the page. If a value is selected as 0 or 1 on the CANS, the corresponding field 
on Part B will not prefill. If the value on the field for the CANS is 2 or 3, the corresponding field on 
Part B will prefill. 

If there are no pre-filled fields, when the page is created, the radio button will default to Unknown, 
and No and Unknown will remain user selectable. Yes remains disabled. The Specify narrative 
fields remain editable but are not required. The Specify narrative field for each group box will 
prefill upon creation of the page if there is text entered in the corresponding Specify fields for the 
CANS or when a new CANS is approved and prefills for the first time.  

If any checkboxes in the various group boxes are selected, either through pre-filled values from 
the CANS or selected on the page by the user, Yes radio button is selected but remains disabled. 
The Specify narrative field for each group box then becomes required. No and Unknown become 
disabled.  

When the last checkbox is deselected on the page, the radio button defaults to No, and No and 
Unknown become user editable. Yes remains disabled. The Specify narrative fields remain 
editable but not required. 
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12. Fields on the ‘Emotional/Behavioral’ tab are pre-filled from either the CANS or Person 
Management. If a value is selected as 0 or 1 on the CANS, the corresponding field on Part B will 
not prefill. If the value on the field for the CANS is 2 or 3, the corresponding field on Part B will 
prefill. 

If there are no pre-filled fields, when the page is created, the radio button will default to Unknown, 
and No and Unknown will remain user selectable. Yes remains disabled. The Specify narrative 
fields are enabled and not required for each group box and will prefill upon creation of the page if 
there is text entered in the corresponding Specify fields for the CANS or when a new CANS is 
approved and prefills for the first time. If there is text entered in a corresponding narrative field on 
Person Management, the text will only prefill from Person Management to those Specify narrative 
fields upon the initial creation of the page.  

If any checkboxes in the various group boxes are selected, either through pre-filled values from 
the CANS or Person Management, the Yes radio button remains disabled, but becomes selected. 
The Specify narrative field for the group box then becomes required. No and Unknown become 
disabled. 

When the last checkbox is unchecked either on the page or through deselecting on the Person 
Management page using the Modify links if the field is prefilling from Person Management, the 
corresponding checkbox on the Info for OHC Part B page will become deselected. If all 
checkboxes are deselected, the radio button defaults to No, and No and Unknown become user 
editable. Yes remains disabled. The Specify narrative fields remain editable but not required. 
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13. All fields on the ‘Provider Summary’ tab are user entered. When the page is created, the radio 
button will default to Unknown, and No and Unknown will remain user selectable. Yes remains 
disabled. The Specify narrative fields are enabled and not required for each group box.  
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If any checkboxes in the various group boxes are selected, the Yes radio button remains disabled, 
but becomes selected. The Specify narrative field for the group box then becomes required. No 
and Unknown become disabled. 

When the last checkbox is deselected, the radio button defaults to No, and No and Unknown 
become user editable. Yes remains disabled. The Specify narrative fields remain editable but not 
required. 

 
14.  All information contained on Part B pre-fills into the template located in the ‘Options’ drop-down 

at the bottom of the page. To open and/or print the template, select “Info for OHC Providers – Part 
B” from the drop-down and click on the Go button. 

 
15. Selecting the Completed checkbox after reviewing and updating all pertinent information will 
remove the Update/Complete Part B task for the primary assigned worker. 
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Imaging 
If you want to document the forms that are printed out and given to the provider, you can upload the 
documents as images. Two image types for Part A and B are under the “Planning” category. A PDF 
version is also saved when selected and shared with placement provider agencies in SYNC when 
using the OHC Placement Referral and remains on the referral both in Active and Historical versions.  
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