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I DOCUMENTATION OF WICWA CASEWORK I

ICWA information can be documented in several areas in eWiSACWIS: Access, Assessment, Person Manage-
ment, ICWA Record, and the Case/Permanency Plan. The following information is a basic guide to assist so-
cial workers with the necessary documentation and compliance needed while performing WICWA case prac-

tice.

Correctly Documenting ICWA in eWIiSACWIS

Access Report > Narrative Tab:

SELECT the appropriate radio button and enter text for the
“Information that the child(ren) may have American Indian
heritage, including names of tribe(s) if known.”

INCLUDE: Names of tribe(s) if known and whether this
question was asked of reporter.

If any participant identified on the Participants tab has a
role of Biological Child or Adoptive Child and is identified
as having a Race of American Indian/Alaskan Native or an
Ethnicity of Native American (on Person Management), the
Yes radio button will pre-fill. In all the other scenarios, the
Unknown radio button will pre-fill.

A hyperlink to the ICWA Contacts page which lists the
current Wisconsin contacts for each tribe and the Bureau of
Indian Affairs (BIA) contacts for all federally recognize
tribes.
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Person Management

Indian Child Welfare Screened Out Report:

Send this letter to the identified tribe upon screening out
an Access Report for a child who has a tribal affiliation.
This letter is launched from the Access Report page un-
der Options.

CPS Report to Tribal Agent:

Send this letter to the identified tribe upon screening in
an Access Report for a child who has a tribal affiliation.
This notice is also located under the Options drop-down
on the Access Report page.

In accordance with Wisconsin Statute 48.981(3)(bm).

American Indian/Alaskan Native

If a child is reported to be Indian, the child’s Race should be doc-
umented as ‘American Indian/Alaskan Native’ and Ethnicity as
‘Native American’ on the Basic tab of the child’s Person Man-
agement page. This can be updated at any time after case crea-
tion.

Document the child’s membership status.

The Status values are: “Eligible for Membership, not a member”,
“Member”, “Not eligible for membership” or “Pending”

Document the child’s primary tribe under Indian Tribe
and clan under Clan.
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Creating an ICWA Record

An ICWA Record should be created for all children in order to complete the Screening for Child’s Status as an Indian .

There are three ways to create an ICWA Record:

1.) Assessment Page

While completing an Initial Assessment
for a family, the ICWA Record can be
created or edited by clicking the Create/
View ICWA Record hyperlink on the
Participants tab.

This will open the ICWA Participant Se-
lection page. Select a case participant.
This will either create or display the ex-
isting ICWA Record for the participant.

by:

ICWA Record

2.) Create Case Work Page
An ICWA Record can be created/edited

Create > Case Work >

A case and case participant must be
selected to create or view.

3.) Utilities Menu

An ICWA Record can be created or viewed
by: Utilities > ICWA Record

An empty ICWA Record contains a Search
hyperlink. Click the hyperlink and search
the participant you would like to create the
record for. Expand the person and select
the case to associate the record. The case
selection is important to allow copy over for
other case participants.

ICWA >

Four Tabs of the ICWA Record

The ICWA Record has the Case Name, Case Participant (hyperlink to the participant’s Person Management
page), Case Type, Updated By field (person who last saved the page), and hyperlinks to the Wisconsin ICWA
contacts and the National ICWA contacts. Once the page is saved, a Copy ICWA Record hyperlink will ap-
pear, allowing users to copy the Screening and Family History tabs to another participant.

Tab 1 - Summary Tab:

This view-only tab displays the participant’s Race/
Ethnicity/Tribal Identification (pre-fills from the Person
Management page), Legal (prefills the most recent Legal
action and status), Current Placement (pre-fills from the
child’s open Out of Home Placement), ICWA Placement
Provider Options (pre-fills from the Out of Home Place-
ment page) and Active Efforts (pre-fills from the most
recently approved Permanency Plan).

Tab 2 - Screening Tab:

A Screening for Child’s Status as Indian must be com-
pleted for every child during the Initial Assessment pro-
cess to determine whether or not ICWA applies. If Yes
is answered for either of the first two questions, the
rest of the questions are required. Go to Options and
select Screening for Child’s Status as Indian.

*The template must be launched for the screening to be
recognized as completed in eWiSACWIS. Send the Screen-
ing for Child’s Status as Indian along with the Child’s
Biological Family History from tab 3 to the child’s tribe.

Tab 3 - Family History Tab:

Complete the Child’s Biological and Family History and
send to the tribe along with the Request for Confirma-
tion. The information for the Child, Mother, and Father
boxes pre-fill from the Person Management page. To
make changes, click the child’s name hyperlink in the
header section. The grandparents and great grandparents
are user entered, unless captured on the child’s parents’
Person Management pages.

From the Options drop-down, select Child’s Biological
and Family History and click Go.

Tab 4 - Documents Tab:

This tab houses the

-Notice of Involuntary Custody Proceeding Involving an In-
dian Child

-Request for Confirmation of Child’s Indian Status
-Voluntary Placement Agreement-Indian Child documents.
To create any of these documents, click on the Insert but-
ton. The Document Select page will open. Select the docu-
ment to create and click Continue.

Case Information
’7&“ Name: Bird, Mom (9223460}

Case Type: CPRS Famiy - Ongoing
Updated By: Bee, Worker 10/10/2014

Case Participant: Bird, Humming B.(9228153)

Eamily Histo

| Screening

[ Race/Ethnicity/Tribal Identification =
Race: American Indian/Alaskan Native: Primary Address: 122 Cardinal Way, Ashland, W1 54806

Ethnicity: Native American

Genger. Female

DoB: 08/16/2000

Birth Place: Ashiand, Wi

Indian Tribe; Ho-Ghunk

Clan Bear

Status: Member

Chil's Mother.
Child's Father.

Bird. Mom
Bird, Dad

Indian Tribe 2:
Clan 2:
Status 2

Tripal Membership #: 122456789999999

Bad River Band

Eligible for membersnip, not a member

Date of Legal Action Request: 10/10/2014
Hearing/Legal Status Date: 10/102014

Legal Recorg

Result of Legal Action: Request Granted 14TP12345

Leg,
Legal Action: Temporary Physical Custody Hearin, o
Court Number:

[= tp
Provider. Birthgay Cake Manner Temporary Physical Custady
Placement Setting:  Treatment Foster Home - Non-Relative Removal Date:  10/06/2014

scribe the action taken to comply with statutory
t preferences

stitutio
operated by Indian Tribe
Other

ency in the previeus six months.
jan child to achieve the goal(s) of

o |
=1 | =]
| _save | Ciose |




Notice to Tribe

The Request for Confirmation of Child’s Indian Status (from the Documents tab on the ICWA Record) must be completed and
sent to the tribe or the BIA when American Indian Heritage is suspected. Click insert and choose Request for Confirmation of
Child’s status radial dial. Select the Tribe Notified from the drop down. To select multiple participants , hold down the ‘Ctrl’ key
and select the participants. Select the appropriate checkboxes for any additional documents being sent with the Request. Enter the
sent Date and Select Request for Confirmation of Child’s Indian Status from the Options drop-down and click Go to launch the
template. Print it and send it along with the Screening for Child’s Status as Indian and the Child’s Biological and Family History to
any and all suspected tribes.

Click Close and Return to eWiSACWIS to return to the Request for Confirmation of Child Indian Status page. Click the Save button.
Note: To copy this document select the Copy button.

Complete Notice of Involuntary Custody Form: i
_ e WiSACWIS &) £/ vee (@
Click Insert on the Documents tab of the ICWA Record page > Select

1CWVA, D
Notice of Invol. Custody - Indian Child radio button on the Docu- | T reue e cerrmaten o i rn e
ment Select page > Click Continue.

© WP, - Indian Child

Continue | Close

*To document that this notice was sent by another county agency, select the check-
box ‘Notice sent by other government agency within your

county:” and enter the Agency name. CEDTE oo
_ [l - Vi S5ACWISES
*Complete all known fields and SAVE. Once the page is -

complete, select Notice of Involuntary Custody Proceeding | ™ I e o prents)

[ Notice sent by other government agency within your county: | [¥ The child's tribe

Involving an Indian Child from the Options drop-down cecpentian: | S oenoures BT o
and click Go to launch template.

I The chid is currently in the custody of the parent or indian custodian

I The chiid has been temporarily placed in custody.

*0On the Notice of Involuntary Custody Proceeding Involv-

Name of Agency: [Agency Name

ing an Indian Child page, select Approval from the Op- nswess [raaees Enereatars

tions drop-down and click Go. Select the Approve radio I addtons ey Hlory ntermation i stached sea Jromeznid

bUtton on the Approval HiStory page and CIiCk Continue S::Tr::‘:: 1:::‘::0.:”?51 — ,jx:(‘::u: P“IAshmnd County Circuit Court,Ashland County =
On the Notice of Involuntary Custody Proceeding Involving '

an Indian Child page, click Save. R ] e Cony | save | Clo=e |
* This document may be copied to another case participant. Heres erinisnian ey Procasdad ekl sn nden e

NOTICE OF INVOLUNTARY CHILD CUSTODY PROCEEDING
INVOLVING AN INDIAN CHILD

>THIS NOTICE MUST BE SENT VIA REGISTERED
MAIL TO THE TRIBE (OR BIA IF TRIBE IS NOT
KNOWN), PARENT, OR INDIAN CUSTODIAN.

T R T
IOTOIIN

>THIS NOTICE IS REGARDED AS THE OFFICIAL
.~ NOTICE TO THE TRIBE, PARENTS, OR INDIAN
' CUSTODIAN UNDER THE WISCONSIN AND FED-

........... ERAL INDIAN CHILD WELFARE ACT.

*Notice of Involuntary Custody Proceeding Involving an Indian Child and Request for Confirmation of Child
Indian Status pages have a Sent date field to record when the document is mailed.



Documenting Placement Preferences: 48.028(7)(b) & 938.028(7)

*It is required by statute to document the steps taken to find a placement option for a Native American/Alaskan Native child.
The statute presents placement preferences. The ICWA tab outlines, in order, this placement preference hierarchy. A tribe
may have its own placement preferences, which must be followed. Note that adoption preferences differ from out-of-home
placements preferences.

The Person Management page must have the child documented as Native American/Alaskan [IRREAL:

Native. A AR
The ICWA tab on the Out of Home Placement page outlines placement preferences:

e Member of the Indian child’s extended family

e  Foster Home licensed, approved or specified by Indian Child’s Tribe
e Indian Foster Home licensed or approved by non-Indian authority

e Group Home approved or operated by Indian Tribe/Organization

e [Institution for children approved or operated by Indian Tribe

The goal is to place the Indian child in the least restrictive placement setting that meet
the child’s needs.

The Tribal Representative Notified check box needs to be checked & the Date Notified by mail field
completed upon notifying the Tribal Representative of a placement need.

compl; Wit statulory placemnt
Cretarances

EmETE
Voluntary Placement Agreement For An Indian Child:

Voluntary Placement Agreements (VPA) must be completed.

Voluntary Placement Agreement For An Indian Child
(This agreement must be cerified by a coun of competent jurisdicsion.)

. e e S e Click the Insert button on the Documents tab of the ICWA
'u?-'é’ oinﬁm-«m-wmmw o o iR pecord page to open the Document Select page. Select the
sy ..,. T e gz e VPA - Indian Child radio button and click Continue.

W ot Elgaphome.pusartion E1630. W St B roup . st 0 £ 6251 On the Agreements of Notices page, complete the required fields
P S R~ including performing a provider search to associate the correct

| understand that by sigring this document | grant placemnsnt and care rsponsibibty of th child to th depastament listed above

| understand that the child's placement in a | foster b treatment foster home may d 180 days from H H
i o | s o s acana o geup o i 1 20 e s mecné s | provider and then click Save. The template can be launched
days from the date of placement. | understand that the child's placement in a group home under 5,45 623(1m), Wis. Stats.

mary nol excesd 180 days from the date of placement.

ungerstand that | may iaile s apryement oy Uene and that the child age 12 years of age of alder may terminate this from the Optl ons d rop_down .
agresment ralative to his or her placement
| undierstand that @ permanency plan, pursuant 1o 5,48 63(4) and 48 63(S)ic). Wis. Stats , will be prepared and | will Ba invelved Print the template and C I ick Close and Return to eWi SACWI S

in the development of that plan.

1 agree 1o keep the depan
mantal status, health, ace:

ances, mcluding address, employment and eamings.

Y °,:M:;"; :.‘:,",':.;' s to return to the Agreements and Notices page .

ICWA Forms: What resources are available for me to implement the Wisconsin

e Indian Child Welfare Screen Out Report I1n)dsi22t%2ifs\6vzes:f3\r/ ° é*\;’\;;
WI Statute 48.981 2)) DCF Website-Tribal Affairs

e CPS Report to Tribal Agent W1 Statute http://dcf.wisconsin.gov/children/icw/index.htm
48.981 3.) DCF-Active Efforts Guide
e Screening for Child’s Status as Indian http://dcf.wisconsin.gov/publications/pdf/464.pdf

5.) WICWA Desk Aid

* Child’s Biological and Family History http://dcf.wisconsin.gov/publications/pdf/2536.pdf

e Request for Confirmation of Child’s Indian

Status _ eWiSACWIS Help Desk:
¢ Notice of Involuntary Child Custody e Local Madison Number: (608) 264-6323
Proceeding Involving an Indian Child «  Long Distance to Madison: (855) 264-6323 (Toll Free)
e Voluntary Placement Agreement - Indian  ,  E_mail: DCFhelpdesk@wisconsin.gov
Child (Use ONLY Case & Client IDs)
Tribal and Legislative Affairs Specialist eWIiSACWIS ICWA QUiCk Reference Guides:
WI Department of Children and Families-DSP *Documenting ICWA
201 East Washington Ave. http://dcf.wisconsin.gov/wisacwis/knowledge web/training/qui
Madison, WI 53708-8916 ck-ref-guides/ewisacwis_quick_ref guides/ICWA/ICWA .pdf

Phone: (608)422-6892

DCF is an equal opportunity employer and service provider. If you have a disability and need to access this information in an alter-
nate format, or need it translated to another language, please contact the Division of Safety and Permanence at 608.266.8787.



