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Notification of Placement 
 

Note: In order to create a Relative/Non-Relative Search record, an assignment to the case is needed.  The 

Notification of Placement page is accessed via the Relative/Non-Relative Search page. Information on 

how to create a search record can be found in the Relative/Non-Relative Search User Guide. 

 

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 Relative/Non-Relative Search page, document the relative/non-relative by entering the name, 

address, contact information, and relationship to child. Since the child is currently in an open Out of 

Home Placement, the Placement Considerations group box is required. Select the corresponding radio 

button to respond ‘Yes’ or ‘No’ to the ‘Placement Considered?’ and ‘Does the relative want to be 

considered as a permanent resource if needed?’ questions. 

https://dcf.wisconsin.gov/files/ewisacwis-knowledge-web/quick-reference-guides/planning/relative-search.pdf
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3. Click on the Create Notification of Placement hyperlink to open the Notification of Placement page. If 

you have not done so already, save your changes. 

 

4. On the Notification of Placement page, the Notice to Relative/Non-Relative group displays Case Name 

and Child Name hyperlinks. Clicking the Case Name hyperlink opens the Maintain Case page, while 

clicking the Child Name hyperlink opens the child’s Person Management page. 
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5. To add additional children to this Notification of Placement, click the Insert button, otherwise continue 

to Step 8. 

 

6. Select the child to add from the drop down under Child Name.  

 

7. In the Relative/Non-Relative drop-down, select either: the same relative/non-relative that already exists 

for the additional child OR ‘Create Relative/Non-Relative Search Record’ to add the child to the 

Notification of Placement for this relative and to create this Relative/Non-Relative for the child’s 

relative/non-relative. 

 

Note: It is important to select the same individual for the child and any additional children. If the wrong 

relative is selected in the Relative/Non-Relative drop-down, the Notification of Placement will not be 

associated to that relative/non-relative’s search record for the additional child(ren). 

 

8. Click the Edit hyperlink to launch the Notification of Placement template.  
 

 
 

9. The notification will pre-fill with the Relative/Non-Relative name and address (if entered on the 

Relative/Non-Relative Search page), worker, and child(s) information. Click each field that is 

highlighted to modify if needed.  To save only, click the Save button.  To print the notification, click the 

Save and Generate PDF button at the top of the template, select print once the PDF opens.  Click Close 

at the top of the PDF to return to the Notification of Placement page. 
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10. On the Notification of Placement page, click Save in order to enable the Sent check box. Select the Sent 

checkbox and Save button to complete. The Date Sent will default to the day the template is originally 

launched and saved. If applicable, update the Date Sent field. Click Save. 
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11. If the “Create Relative/Non-Relative Search Record” option was chosen in the Relative/Non-Relative 

drop-down for any additional children, you will receive this message: 

 

 
 

Note:   This information must be completed in order to pre-fill into the Case/Permanency Plan. 
 

12. Click the Close button to close the message. 

 

13. On the Notification of Placement page, click Close. This will return you to the Relative/Non-Relative 

Search page. 

 

 
 

14. The date the notification was sent will display as a hyperlink next to the ‘Notification of Placement 

Sent’ field on the Relative/Non-Relative Search page. Each time a Notification of Placement is sent, a 

date sent hyperlink will display. Clicking a date hyperlink will open the associated Notification of 

Placement page. Click Close to return to the Relative/Non-Relative Search Summary page. 
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15. Once created, the Relative/Non-Relative Search will display under the Planning icon. The number of 

Notification of Placements will display after the name. Clicking the Relative/Non-Relative Search 

hyperlink will open the corresponding Relative/Non-Relative Search Summary page. 

  
 

 
 

16. To see details of the Notification of Placement, click the  icon to the left of the Relative/Non-Relative 

Search specific to that child. 

 

      
 

 

 

 


