Initial Court
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Sections

Before beginning the initial Court process, a brief discussion of what “Sections” are available in which “Folders” is necessary.

The folders used in the first four chapters are the “Create New Referral” folder and the “Existing Referral” folder. There are five
sections available for use. These sections are

. “Referral Management”

“Client Management”

. “Placement Management”

I “Service Management”

“Court Management”

The notebook “Referral Management” (Green Button) is only available in the “Referral Folders.” In the “Referral Folders,” the
“Court Management Notebook” is limited to only one hearing. In many counties, once a referral has been investigated and a

decision to provide services to the family has been reached, the referral is disposed of by opening a new case. Chapter Two
documents the process for “disposing of a referral.”
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The “Open Existing Case” Folder also has five sections.

. Case Management Section
Client Management Section

. Placement Management Section

I_ Services Management Section

The user will notice that one section, the “Referral Management” section, has been replaced with the “Case Management”

Court Management Section

section. Both sections use the same button. . The “Client Management Section,” “Placement Management Section” and
“Services Management Section” are identical, just moved to “Case.”

Any data entered in these three sections in referral is

carried forward into the case or cases. The “Court Management “ Section is identical except that now all hearing
pertaining to a specific child client may be documented and any “Next Hearings” may be scheduled.

One last difference between the “Referral Folders” and the “Case Folders” —Referral is based on the family. That is, for each
referral, there may be multiple child victims. Case is based on a specific child. That means that for each child in a family, a case
is opened.

Therefore, a referral that had four siblings could result in four separate cases—one case for each child victim that had an
allegation substantiated. All children whose cases were created from a single referral will maintain a “connection” in their
specific cases.
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With the above understanding and remembering that in Chapter 2, the referral was disposed of by opening a new case, the next
step is the Court process.
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Juvenile Dependency Court Process

Before beginning the CWS/CMS Court process, it might be helpful to have a basic overview of the Juvenile Dependency Court Process.
Below and on the next page is a Juvenile Dependency Court Process flowchart, used by permission of Judge Shawna Schwarz.

The Juvenile Dependency Court Process

Jurisdiction Disposition

Hearing

Hearing™

Child im
protective

days
Voluntany WVoduntary
Famnily Family s;ljmm
Maintenance Reunification lﬁpﬂrrms“g.]
Judge Shawna Schwarz, sschwarz@scecourt.org *  “Date of protective custody”™ is the date child is physically removed from parent|s)
Santa Clara County Superior Court “* “Date entered foster care” is a court finding, defined as the date of jurisdiction or
April 2009 v.1.9 60 days after the date of protective custody, whichever is first
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Dependency Court Process

Family Maintenancea: Chid
remains of is placed at
home:

Bypass: Court orders no
reunificabon senices for

Child retumed to parent
on Family Maintenance

Terrr;inate senices; set 306.26 hearing
sefvices and

{or order LTFC) Up to 120 days

set 350,29 hearing § 1) child under age of 3 at date of protective custody;
2) parents” whersabouts still unknowr; ijalemduttus.rt
in B rmos: o 4 felko

Up to 120 days

& months from Disposition Hearing

By

12 months from “date child entered foster cans™
18 months from “date of protective custody”™; see §3656_22(b) for circumstances under which Court can extend reunification senaces to 24 months

Under some circumstances, no 365626 hearing set.
go directly to plan of long term foster care

Case reviewed
every & mos.
Dismissaed when
child reaches age
e o e

may n
jurnsdiction up to
age 21.

Hage 2
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Court in CWS/CMS has five notebooks. Note that only one notebook, “Hearing” has a “+” under it. As a business practice it is
a good idea to NEVER click on the “+.” Always go to “open existing hearing.” This allows for confirming that the hearing that
is needed has not already been created and helps to avoid creating duplicate hearing.

Open the referral or case of the child or children. Chapter Two demonstrated how to open an existing referral. To open an
existing case or cases, the process is almost identical. The difference is that instead of clicking on the “Open Existing Referral”

folder, click on the “Open Existing Case” folder.

Clicking on the “Open Existing Case” folder as instructed above will result in a dialogue box similar to the one shown on the
next page. That dialogue box will show all “CASES” that are assigned to that worker. The assignment may be either primary
or secondary. The cases will be by child’s name, last name first. In the example shown on the next page, all identifying
information for other cases has been removed.
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Open Folder | x| I

Select [tem to Open
IEase j Load | -
- Cancel
Open thiz Case
Start Date | End D~ Hew
Training, Child 3
= Hemove
3 I
— b Sort...
L] I
= Help
7 I
2 -
9 I
o !
1m| -
121 -
13| !
14| -
19| ! B
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The CWS/CMS application will highlight the first name in the list. In this example, the first name is the correct client. If it were
not, simply scroll down the list until the correct child is found; click on that child’s line, and then click on the “OK” button on
the top right of the dialogue box. That will result in the child’s case “ID” page opening. An example is shown below. Note that
the “Active Safety Alert” is carried over from the referral.

% cClient Services - [Case [Training, Child]]

J File Edit Search Acktion Associated Attach/Detach  ‘Window Help  Toolz

il =
3w B =
) C« 1+ I+ 1+

1D I Sz Comp I Azzighment I Tranz Beq I ICPC-1 00, I ICPC-100B | Do Tracking I Spec Proj I Closure Summary I

r ldentification
==Active Safety Alert Exists - See Clhent Hotebooks™

— Case Info — Case Status
I:as-.e _Name = + | Status |Effective Date| End Date |
ITralnlng, Child
Caze Mumber
|01 25-601 0-3604-500001 & |
Start Date End Date Projected End D ate
IEIEI.-’29.-’2EIEIE :I
County State Status Effective D ate
IS‘E'C[‘E"-'-'EHtD I IEaIifD""iEI LI' 7 Court Involvement I E
Countmy End Date
IUnited States l"  Yoluntary
- Intervention Caze Alarts
| + | FReazon ;I
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— Case Status

+ Status Effective Date| End Date

Status Effective Date

" Court |nvalvement I B

End Date

i Voluntary

The “Case Status” information box is completed by clicking on the “+” sign in the left top corner of the grid. The default is
“Court Involvement,” and the effective date will default to the current date. Change either the “Effective Date” or the “Status”
to accurately reflect the status of the case. The “Projected End Date” is to be completed unless specific county policy is that it is
Frojected End D ate

not completed. The “Projected End Date” represents a best guess as to when services to this child will end.
There is no wrong answer. Select six months, 12 months, or the child’s eighteenth birthday. This is not the date that the case
plan ends but the date that the department will no longer be providing services to the child or family. This is required
information for the Court. This field can be changed at any time.
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Create New Hearing

Next, click on the “Court Managament Section.” The next five notebooks will be shown.

Open “Existing” or “New Court Hearing.” Use one of these two notebooks to open an “Existing Court Hearing” or to create a
“New Court Hearing.” (Remember the “+” icon is a separate notebook from the large icon above it.)

“Open Existing Petition.” Use this notebook to edit or review an existing petition.

“Open Existing Court Report.” Use this notebook to edit or review an existing Court Report.

“Open Existing Document — Court.” Use this notebook to open any Court document created for this hearing.
Documents include petitions and reports.

As stated before, it is a good practice to never click on the “+”; instead, always click the “Open Existing Hearing” icon. |
That action will result in the following page.
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Open Notebook: Information Available: Current

Select Item to Open

IHearing ;I Load
For this Casze
Local | Mame Start Date | End Date

1103 35-7000153 Training. Child A2009

4| | r

Open thiz Hearing

Mirnors Calendared Hearing Type Subtppes

109 | Training, Child D etention 300

Ok

Cancel

Hew

Hemove

Sort .

Historp_ __

Help
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A hearing has already been created. If the “+” has been clicked without first checking to be sure that the hearing had not

already been created, there would be a duplicate detention hearing on the same date. By opening an existing hearing, creating
a duplicate hearing is avoided.

If the hearing page is blank with no hearing scheduled, click on the “New” button to the right of the case information.

Hew

| In this example, the hearing is already set, so simply select the hearing and then click. oK I Next,
fill out the field on this page, and proceed through the other appropriate pages in the notebook.

® Client Services - Referral [Training, Mother] - [Hearing [10,/02/2009]]
& File Edt Search Action Associsted  AttachjDetach  Window Help  Toolz

EFEESEeE s

10| Minors | Citations and Subpoenas | Hetices | Besuls | Atendees |

r Identification
Hearing Inf r Court Inf
@ Hearing Date Set Hearing Date Time Court Department
7 Date Mot Set | =T | =
Title Judicial Dfficer
 Hearing Continued [ =1
Newt Hearing Date Next Hearing Time
i am r Needed
Continuance Aeason Interpreter Aequested for this Language
Noles
 Create New
. | | petition . | Court Repart . Hearing Summary
. | 1owany
D
[Ready |Referal [Training, Mother] -» Hearing [10/02/2009]
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Hearing Information
(¥ Hearing Date Set HeaingDate  Time

7 Date Mot Set I |;||

First, complete the “Hearing Information” box. The default is “Hearing Date Set.” Use the
drop down calendar or type the date in. This date is always set by the court. In a large number of counties, the legal clerk in the
office calls the Court Clerk and obtains the date. The date of the first hearing is usually within 72 hours of the time the child or
children were detained. There are specific times when “Date Not Set” is used. That will result in a date being entered of

12/31/2099. Usually that is for a specific type of hearing. That will be discussed later.

Court Information
Court Department

| =]

Title Judicial Officer

| =l

Next, complete the “Court Information: box.

To complete the information

box, click on the down arrow for the “Court” field. That will result in a list of local courts. Select the correct Court.

Type in the “Department” designation. Use the same designation as the Court uses.
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Use the drop down menu to record the title of the hearing officer.

Commissioner: A person chosen by the court and given the power to hear and make decisions in certain kinds of legal
matters.

Judge: An official of the judicial branch of government with authority to decide lawsuits brought before courts. The
term "judge” may also refer to all judicial officers, including Supreme Court justices.

Pro tem: A lawyer that volunteers his or her time to hear and decide cases or a referee or commissioner that temporarily
replaces a judge--also called a "temporary judge."

Referee: A person appointed by the court to hear and make decisions on limited legal matters like juvenile or traffic
offenses.
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http://www.courtinfo.ca.gov/selfhelp/glossary.htm#referee#referee
http://www.courtinfo.ca.gov/selfhelp/glossary.htm#referee#referee

Typically, in the North State, the hearing officer is a judge. A few counties have commissioners. Type in the hearing officer’s
Judicial Dfficer

name in the “Judicial Officer” field. I

If a translator is needed for the hearing, that is the next field to complete. Use the down arrow to get a list of possible languages.
The grayed out languages may not be selected.

Hearing Continued
Mext Hearing Date Mext Hearing Time
ElES

Continuance Feason

I =]

The “Hearing Continued” information box is not used at this time.
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Below is a completed “Hearing ID” page.

¥ Client Services - Case [Training. Child] - [Hearing [10/02/2009]]

Edit Search Action Aszsociated Attach/Detach “window Help Toolz

ielEa RE

i} I Minors I Citations and Subpoenas I Motices I Besults I Alterndees I

— ldentification

— Hearing Information
* Hearing Date Set  Hearing D ate Tirne

— Court Information

0 Date Mot Set

— Hearing Continued
Mext Hearing Date Mext Hearing Time
| & [
Continuance Beaszon

| =l

Court D epartrment
|10s02/2009 =] [05:00am | Glenn County Superior Court =] |

Title Judicial Officer

I.Judge LI ITraining Judge

— Interpreter Heeded
Interpreter Requested for this Language

| =l

Motes

Fiemarks relevant to what took place at the hearing. You can enter up to 200 charachers in this fisld]

=
| |

— Create Mew
o | Petition
Hotebook
+ | JY
Document

o | Court R eport
Hotebook

o | Hearing Summary
Document

| |H eady

|l:ase [Training, Child] -> Hearing [10/02/2009]
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The next page to complete is the “Minors” page. Use this page to document which minors this hearing is for.

% Client Services - Case [Training, Child] - [Hearing [10/02/2009]]
& File Edit Search Action Associated Attach/Detach Window Help Todlz =&l x|
' B
i

1D Minars | Citations and Subgoenasl ﬂoticesl Eesultsl Alttendees
r Minors
+ MName Type Subtype
Finar
[Trairing, Child |
Hearing Type
[ - + 5 ublypes
Hearing Type/Subtype Description
||Head_l,l |Case [Training, Child] -» Hearing [10/02/2009]
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The application will default to the child whose case is open, automatically placing the child in the grid and highlighting the
child. If there are siblings associated to this child that are also going to be parties in this hearing, click on the “+” in the left
corner of the grid.

¥ Mame

That will result in the following dialogue box.

Select Minors Calendared For This Hearing B
Related Minors

Training, Child [3]

Cancel

Flif

Help
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Any other associated siblings will be shown in that box under the case child. Click on each child that is a part of this hearing

and then click the “OK” button. oK I Next, select what type of hearing this will be. In our example, the hearing is a
“Detention Hearing.” Depending on County practice, this hearing may be called an “Initial Petition” or an “Arraignment”
hearing. All three are substantially the same hearing.

Below is an expanded selection list showing all possible choices. The list will never be seen in this manner and scrolling will be
needed to see all possible options.

15 Day Review 36625 Pre-1989 PP Dispoztion Specia ntesim
241.1'WIC 265 26 Selecton & lmplemeantation Ex Parte Application Transter In
364 FM Fleview 386.3 Post Pemrmanent Plan Aeview Initzal Fetition el
366.21(e) B manth Review 288(e] Reentiy Junschction
3662111 12 Month/Pemanency 291 Termination of Junsdichon Junsdictions/Deposiion
36E.22 18 Month/Permanency Rewview Adminiztrabve Review Mediation
36E. 25 Pre-1383 PFH A prEgrment Hoticed Mation
366,26 Selection & |mplement alion Detention Fretial
3563 Post Permanent Plan Aeview Dretenhonferaorment Seltlemernt/Pre:tnal Conference
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Next, the user may select the “Hearing Subtype” by clicking the “+” in the left corner of the “Subtype” grid.
+ | Subtypes

Below is the expanded list of options. Again, the list must be scrolled in the application to see all 13 options.

a0a Cetained

a2 IMaster Calendar

287 Mon-Appearance

age Non-Dretained

Contested Receipt of Report

Contnmed SetlementTPretrial Conference
Lrefanlt

The final element on the page is the “Hearing Type/Subtype Description”-- used for any further description necessary.

Hearng Type/Subtppe Description
Will hiold only 35 Characters =

[

The next page shows a completed “Minors” page.
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% Client Services - Case [Training. Child] - [Hearing [10/02/2009]]

&, File Edit Search Action Associated  Attach/Detach “WWindow Help Toolz

Minors | Citations and Subgoenasl ﬂoticesl Eesultsl Attendees

r Minors

+ Hame Type
1 | Training, Child Detartion 300

Subtype

bdirar

|Trairing, Child |

Hearing Type

IDetention j| + Subhypes

Hearing Typpe/Subltype Description
il hald orily 35 Characters =

| |F|eady ||:ase [Training, Child] - Hearing [10402/2009]
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The “Citations and Subpoenas” page is used to document citations or subpoenas that the department, through their attorney,
has issued. It becomes disabled after the date of the hearing. This prevents a user from entering data after the hearing.

% Client Services - Case [Training. Child] - [Hearing [10/02/2009]]

&, File Edit Search Action Associated Attach/Detach window Help  Toolz — =] =]
A= SR
=

[+ I+ 1

1D I Minors i Citations and Subpoenas I Motices I Results I Attendees I

— Citations and Subpoenas i’

| Type | Hame

— Recipient of 5ent Citation or Subpoena
Recipient Individual Type

Relationship to Focus Child

— Citation Or Subpoena
= Citation ¢ Subpoena
| Hequired to Bring These Minors

e

1
||F|eady |Case [Trairing, Child] -> Heaning [10/02/2009]
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The “Notices” page is more likely to be completed by county “Legal Clerks” than by social workers. It is used to document
when legally required notices are created and also to document when and how the notice was provided to the party. To
document a notice having been “served,” the user clicks on the “+” in the left top corner of the “Type” grid on the top of the

page.

After clicking on the “+, select what “Notice Type” is being documented.

D | Minnrs' Citations and Subpoenas  Motices |Eesults| ﬂttenﬂees'

-Motices
IIH
Hatice Tupe

T -

Next, click on the down arrow to open the list of “Notice Types”
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Below is the list of “Notice Types” that would be created.

<Mones j

<Mones

Hearing on Petition

Review Hearing - Juvenile

Selection of a Permanent Plan - Juvenile
[Ty - [Indian Child Proceeding

Indian Child Proceedings - S0C313
Other

After selecting which type of notice is being created, proceed to document who received the notice and how the notices are
being served or delievered in the “Recipient” information box immediately below the “Notice Type” field.

Then click on the “+” in the top left corner of the Recipient grid to select who received the notice.

‘Recipient
| + | Mame Type Service Method Date of Service
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This is a mandatory field; that is why the “+” is yellow. The result in a dialogue box named ”Notices Select Individuals.” Use
this field to document who received this notice.

Motices Select Individuals
Individual Trpe e I
H_lients
Soppd

Individual
Training, Child [2] S5elect All Cancel
Training, Father [29]
T raining. kother [33] Dezelect Al Help

Service Method

Dhate of Service
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The “Individual Type” will default to “Clients.” If all listed individuals in the box are going to receive this notice, click on the

“Select All” button to the right of the list. e |

In this example, it is unlikely that the 8-year-old client would receive notice, so click on each of the adult clients. Once recipients
0] 4

Appl
have been selected, the “OK” “Apply” buttons become enabled. _ " | Click on the “OK” if all individuals who are

going to receive a notice have been selected. In this example, only the first group of recipients has been selected. Click “Apply”
once recipients have been selected. Next, the user would go to the “Individual Type” and click on the down arrow.

The result is the list shown on the next page.

Moticesz Select Individuals

Clients ;I
<Morne> Apply |

Clients

Collaterals Select All | Cancel |
Substitute Care Providers 5 | i —

CWwS Attarneys Dezelect | Help |

Clients' Attorneys-Client

Substitute Care Providers' Attorneys-Fro Service Method
Government Drganizations I ;I
Tribesz
Crate of Service
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Select the next group of individual types being noticed of the hearing repeating the steps as discussed on the previous page.

The remaining section of the “Notices Select Individuals” is the following dialogue box.

Service Method
| =

[rate of Service

| -]

The “Service Method” and “Date of Service” may be completed for each specific group of individual types, or if all notices are
being served in the same manner for everyone, wait until all parties have been identified. Below is an example of the “Notices”
page after all parties have been selected.

— R ecipient
Mame Type Service Method Date of Service
1 |Provider, S5C Substitute Care Provider
2 | Training, Father Client
Training, kother

M arne [ndividual Type Service Method/
Training, kother Client D ate of Service
Relationzhip to Focuz Child Service Method Date of Service
Mather/San [Birth] =l |-
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Click on the “Services Method/Date of Service” button and the system will display the following dialogue box.

Service Method/
Date of Service

Service Method 7 Date of S5ervice I
Fecipients | 5] I
Traiming, Father [Cligt) ¢ Select All I
Training. MMother [Client] Apply I
Provider. SC [SCF] Deselect Al |
Cancel I
Help |

Service kMethod
I =

Drate of Service

| [l

Select the “Select All” button that will highlight all recipients and then select the “Service Method” and the “Date of Service.”
To select the “Date of Service,” type in the date. Use the calendar by clicking on the down arrowor double click to enter current
date. To select the “Service Method,” click on the down arrow and choose from the list.
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Below is an expanded view of the options under “Service Method.”

=M ome= In Person

FPersonal Sernice Telephone

Substituted Serrice Telegramm

Certified or Return Receipt Requested FPublication

First Class Iail Registered Mail

First Class Mail to Grandparent Other

Iotice Given by Court Certified or Regstrd. Lirn Recpt Regsted

After selecting the correct service type, the”Notices” page is complete. This information will populate to any court report

created for this hearing if the county has selected a court report template that included the formating for “Notices” to populate
toit.

The next page displays a completed “Notices” page in CWS/CMS.
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% Client Services - Case [Training, Child] - [Hearing [10/02/2009]]

&

7% 5 [E

0] | Minorsl Citations and Subpoenas  Motices |Eesults| Attendees
-Motices

Type —
1 |H-3.arir'|g an Petition

Matice Type
Hearitng an Petitian j
r Becipient
+ Mame | Type Service Method Date of Service
| 1 |Provider, 5C Substitute Care Provider | First Class Mail 10/01./2009
2 | Training, Father Clignt Firzt Clazz Mail

10/01/2003
104 9

Training, bother Client Firs ail

M ame Individual Type Service Method/
|Training, tather ”EIient | Date of Service
Relationzhip to Focus Child Service Method [iate of Service
[MothersSan [Birtk) [First Class Mail M=

Kl I | _'|j
| Ready

|Ease [Training, Child] -» Hearing [10/02/2003]
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The last two pages, “Results” and “Attendees,” are completed after the hearing. They contain informtion regarding what
happened at the hearing and who was present at the hearing. When the “ID” and “Minors” pages are completed, create
reports that go with the hearing. If the “Notices” page is completed prior to creating the Court “Reports,” the notice informtion
will populate to the reports. To create reports for the specific hearing just created in the example, go to the “Hearing” “ID”
page. At the bottom of the “ID” page is an information box entitled “Create New.”

Create Hew
o | Petition o | Court Heport o | Hearing Summary
Motebook Motebook Document
" | ICWAMNY
Document
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Create the 300 Petition

The starting document in Juvenile Dependency actions is the “300 Petition.” To create a 300 petition go to the

“Detention” Hearing notebook as described above,
-Create New

o | Petition
then click on the button. Notebook That will create a new “Petition” notebook that is blank. The
fields in the page must be completed. Below is an example of a “New Petition” notebook.

|Fasacis i [ T siinge Db+ Mg LA A < Pratta {08 gl

C 5, Page 33

Nyal Homsher
Northern California Training Academy
Child Welfare and CWS/CMS —Chapter 5 Initial Court Process



WIC Section

The will default to “300 Original.” If this is the first petition for this child at this time, then this is

the correct choice. There are other referral types however in the drop down menu.

A 342 Subsequent petition is used when a child has already been found to be a person described by § (section) 300
of the Welfare and Institutions Code and the user wants to allege new facts not alleged in the original petition.

A 387 Supplemental petition is used when modification of a placement order is desired. An example might be if the
department wished to move the child to a group home from foster care or remove from a relative and place into

foster care.
Petition Status

The next field to address, “Petition Status” is completed by clicking on the down arrow. | =l That will
result in a list of choices. Select the appropriate answer from the list by clicking on it. Based upon the list below, for

this example, the correct choice would be pending. It has not been decided by a court yet and is
Petition Status

|<Nn:|r'|e> j

Dismizzed
Meser Filed
Pending
Superzeded

therefore “pending” a decision. {3ustaned The next field cannot be used at this time ([ #mendedPetition ) = A
petition must be filed before it is formally amended.

The next fields are the “Filed Date,” “Filed Time” and “Court” fields.

Filed D ate Filed Time  Court
I |;|| S am IGIenn County Supenor Court j
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County Practice varies on when to complete these fields. One practice is to file the petition with the Court Clerk,
come back to the office, enter the date, and time from the filed stamp the Court Clerk stamped the Department copy
with. A different practice is to enter the date and time that the department is going to file the petition. Follow
county practice. The Court will default to the County Court if there is only one; however, if there are multiple
Courts in a county, click the down arrow and select the correct Court from the drop down menu.

The “Description” field is used for detailed remarks relevant to the basis of this petition.
Drescription
Up to 100 characters in thiz field.

ﬁ This field is mandatory if the Petition Status is "Never Filed."

An example of a completed “ID” page is shown on the next page.
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®¥ Client Services - Caee [Training, Child] - [Petition [200 Original]]

i Fle Edit Seach Action Associated Attach/Detach Window Help Toolz

P e
e

10 Minars |

— ldentification =
WIC Section Petition Status |
| 300 Ciiginal | |Pending 7| I amended Petiion
Filead D ale Filed Tine Coal

|1 0/29/2009 | »|[034dpm | [ElENEEMMETE TG

| 5taff Person

Wk, Suzan j

Diczcription

Up to 100 characters in this figld, ﬂ
-

— Crcate How
. | Petition
Document

4] |

||Heau:|l,l |Ease [Training, Child] -> Hearing [10/02/2009] -+ Petition [300 Original]

g
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At this time, click on the “Minors” page. Although it shares its name with the minors page of the hearing, it is not
the same page. This page is used to detail exactly which subsections of the Welfare and Institutions Code § 300 the
department or worker believe that this child is described by.

Most counties in the North require a separate petition for each child. For those counties, do not add additional
siblings at this point. This means that while all siblings may be on the same hearing, only one child will be on each
petition. Create the petition for one child. Save to Database. Open a sibling, open the same hearing, then create a
petition for that child. Do that for each child in the family group.

If county practice allows, click the “+” on the “Minors” grid and the associated siblings will appear and can then be
added to this petition. Follow county practice.
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By clicking on the “+” in the “300 WIC Subdivisions” box, the following list of the subsections of the Welfare and
Institutions Code (WIC) subdivisions displays:

Select 300 WIC Subdivizionsz For This Minor

J00WIC Subdivizions

: : . 14 l
W4 Serious PhysicalHam
B Failure ta Pratect Cancel

C Senouz Emotional Damage
D Sexual Abuze Help
E Severe Physical Abuse [Minor Under Five)
F Corvviction of Another Child's Death

G Mo Provizion for Support

H Freed for &doption

| Cruelby

J Abuge of Sibling
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Select the appropriate subdivisions. This box is a “Multi-Select” box. That means that more than one entry may be
selected at the same time. Select all the subsections that are believed to apply and then click on the “OK” button to
the right which is enabled after any subsection is selected.

Select 300 WIC Subdivizions For This Minor

EDDE 5u|:u:||'-.-'|3||:|r'|3 OK I
A Senous Physical Harm
Failure to Pratect Cancel
Senous Emaotional Damage
Sesual Abuze Help

C
]
E Sewvere Phyzical Abuze [Minor Under Five]
F Corviction of Another Child's Death

G Mo Provizion for Support

H

|

Freed for Sdoption

J Abusze of Sibling
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When the “OK” button is clicked, the selection box will disappear and the minors page will be in view. Below is the
completed “Minors” page.

¥ Client Services - Case [Training. Child] - [Petition [200 Original]]

1D Minors I
— Minors -

+ Minor 300 WIC Subdivizsions —

1 |Tr-air|ir'|g_. Child A Se =z Physzical Harm, B Failure to Protect, | Cruelty

kdinor
Traiming, Child |

300 WIC Subdivisions

—

A, Serious Phyzical Harm
2 |B Failure to Protect

||H eady |Case [Training. Child] -> Hearing [10/02/2003] -> Petition [300 Original]
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At this time the user would go back to the “ID” page. At the bottom of the “ID” page is a button to create a new
petition document. When both the “ID” page and the “Minors” page are completed, click this button to create a
document called a petition.

Create New

+ | Petition
Document

Before creating the petition document, after clicking on the “Create New Petition Document” button, select which
petition document to create from the “Create New Documents” dialogue box shown on the next page.

This dialogue box, “Create New Documents” has been seen a number of times already. There have been a number
of different documents listed at different times. The CWS/CMS application knows which documents are available in
which section and will only show those documents that are apporpriate for the section that is being worked in. The
dialogue box will show only the documents that can be created, meaning that if a document has already been
created, and business rules do not allow duplicates, the document will not be in the dialogue box to select again.
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Generate New Documents |

Document Category
# State of California  CDSS oK |
" County I| j " CDSS Adoptions Cancel
Du:u:uments to Generate
Help

Juvenlle Petltlnns W&IE EEIEI 342 38.’-"
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There are two options: the JV110 and the 300,342,387 petitions. Although the application defaults to the JV110, the
“Juvenile Petitions W&IC 300, 342 387” is the most frequently used petition. Follow county policy in selecting
which petition to use.

For this manual, the “Juvenile Petitions W&IC 300,342,387” option will be used. Select that option by clicking on the
line.

Document Category
= State of California  CDSS Lo |

 County =l 7 CDSS Adoptions Cancel |
Documents bo Generate
. — Help |
Juvenile Dependency Petition [J4110]

00, 34

Uuvenile Petitions '/

Then click on the “OK” button to the right. That will result in the opening of another application, Microsoft Word,

or if Word is already open, enter Word and create a word document based upon the information that has been
entered in CWS/CMS.
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As the application is creating a “New Juvinile Petition W&IC 300,342,387,” two dialogue boxes will ask the user for
information. The first dialogue box asked who is preparing the petition. The most common answer is that it is the
CWS Agency/Dept. That is also the default setting. If that is correct, click the “OK” button.

Petitioner |
— Document Header [nformation
Petitioner or Attarney ]
¢ WS Agency/Dept.
" Primary Case Camying ‘worker Lancel
WS Attormey
j Help

After clicking on the “OK” button, a second dialogue box will display and is shown below.

Petition Document Information

— Diocurment Header Infarmation
Mirar Mame

| Training, Child
Cancel |

Other Relatives and Guardians
I | | ot |

= Wi kemyar parent an guardian
regides itk thizstate, Tk adult
relatiye (ives i this countar &
clmsestbathiE o
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This dialogue box is asking what other relative or legal guardian the child was removed from. Unless the child
named in the petition was removed from a relative or legal guardian, do not select anyone from the drop down
menues. The drop down menus will show the parents again. Do not select the parents again. Click the “OK”
button. The application will now create the petition document.

The petition document will have a number of pages. The first couple are mostly completed but may still require
completion of some fields. The top of the petition is shown below.

For counties filing & separate dependency petition for each child or for counties using Additions) Children Atachmertiform Jv-1 01087 JV100
ATTORMEY O FARTY WITHOUT ATTORMEY (Nawme, Slate Bar nurbet, ahd addresst FOR COURTT UEZE ONL
Morthern Training Fegion

604 East Walker St
Orland, Californis 952963

TELEFHOME MO (53005551234 FaX MO (Optional):
E-MAIL ADDRESS (Optionalt

ATTCRMEY FOR (Mamet
SUPERIOR COURT OF CALIFORHIA, COUNTY OF Glenn

STREET ADDRESS:  1273.County Road K
MAILING ADDRESS:
CITY AMD ZIP CODE: ©Orland, Califarnia 95963

BRAMCH MAME:  Zlenn County Superior Court

CHILD'S MAME: CASE NUMBER:
Child Training
JUVENILE DEPENDENCY PETITION (VERSION ONE) RELATED CASES (if anyl

(Welf, & Inst. Code, § 300 et seq.)
& 300-Original |:| § 342-Subsequent |:| § 387-Supplemental

The Attorney section, Superior Court section and Child’s Name and Juvenile Dependency section will always be
filled out. “Case Number” may or may not be completed. If the “Juvenile Court Number” was entered for the
child, that number will be completed. More on entering the Juvenile Court Number will be presented later in this
chapter. “Related Cases (if any)” will always need to be typed in if needed.
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The next section of the petition document is shown below.

e 1. Petitioner on infanmation and belief alleges the following:

ED The child named belmy comes within the jurisdiction of the juvenile court under the following subdivisions of section 300 of
the Welfare and Institutions Code [check appiicabie boxes, see altachiment 1a far conclae staterments of factal:
(a) (b () (d) (e i (o) (hy i i
b. Child's name: C. Age: d. Date of hirth: e, Sex
Child Training 2Yrs. 0112001 [
f. marme:  Mother Training . Mame: Father Training
Address: (%] rmother Address: mother
LInkncwn || tather Linknown father
guardian guardian
|| unknown ] unknown
it mather or father [ohech all that applv): i mather or father fefech all that appiv):
|:| lagal |'R_—| bialagical |:| presumead |:| allaged |:| legal |:| bialogical |:| presumed |'R_—| allegad
h. mlarme: i.  Other (stale hame, aodtess, and relationshio to chic):
Addrass; [ rmother
|| father
guardian
unknown
it mather or father {ohech all that applv):
[] legal [] biclogical [] presumed [] alleged [] Mo known parert or guardian resides within this stae. This
adult relative lives inthis county or iz closest to this court.
i Priar to intervention, child resided with k. Childis
parent (nama); [ ] notdetained detained
parent fhamea): Date and time of detention: 0952352009 10:30am
guardian (hame); Current place of detention {address)
Indian custodian fhame): Training Placement Home
other (state hame, addiess, and relfationshin o chik): 234 County Boad @
Orland, Califarnia 95963
[ ] Relative Shelterffoster care [ | Other

2. lhave asked about Indian ancestry far this child and have completed and attached the required fndian Chic! inquine Altachment, form
1CWA-01 008 . (IFthis s & subsequent iing and thers s no new Information, the ICWEA-000A) s not required.)
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Section (a) will always be completed. The choices in the section boxes were made when the petition was originally
created. Although this example shows all subsections selected, that would be exceptional. In the sample case used
in this manual, only sections (a), (b) and (i) were selected and those would be the only boxes with a (X) in them.

1. Petitioner an infanrmation and helief alleges the fallowing:

a. The child named below cames within the jurisdiction of the juvenile court under the following subdivisions of section 300 of
the Welfare and Institutions Code [(check apuiicabie boxes, see altachiment {1z for conclse statermnents of facts):

Fla@ Elo Elo Eo Ee Eo Ko Eo Eo [Eo

Sections (b), (c), (d) and (e) populate from data in CWS/CMS. If a field is blank in this section, it is because the data
is not entered in the application. If that occurs, the data can be typed in. All fields should be completed. If for
some reason the data is wrong, it can be corrected. An error to look for is in section (e “Sex”). Occasionally, that will
default to “U.” That is because the child’s gender was never selected in the “Client” notebook.

b Child's name: . Afe: d. Date of hirth: e Sex
Child Training 8'rs. 01i01420M i

Sections (f) and (g) will complete based upon information entered in each of the parents’ client notebooks.

f Marme:  Maother Training . Mame: Father Training
Address: mother Address: rnother
Unknown father Linknown father
guardian guardian
|| unknown [ | unknown
It mather or father [chech allthat apply): i mather or father fohedl all that apaly):
] tegal [X7] tislagical [ presumed [] alleged ] legal [] biclagical [ presumed (] alleged
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In this example, the address is shown as “Unknown.” That is because the address type in each client’s notebook is
“Common Address.” If the address type had been changed to “residence,” it would have been entered for each
parent here. The address can be typed in on this field and if known, should be recorded here.

h. Mame: i.  Other (stale hame, aodress, and relationahp o chid):
Address: rmother
father
guardian
Unknon

I mother or father fzhecl all that apply):

[] legal [ biclogical [] presumed [ alleged [] Mo known parent or guardian resides within this stae. This
adult relative lives inthis county or is clogest to this court.

Sections (h) and (i) are completed based upon information provided in the second dialogue box seen in the creation
of this document. If the user had selected the parents again, they would also be shown here. If that happens, delete
the parent information from these sections.

Section (j) must always be completed by typing in the data.

i. Prior to intervention, child resided with
parent (namel.
parent (hame):
duardian (hamel:
Indian custodian (hame):
other (state name, aocess, aho relatonshin o chi:

Put an “X” in the appropriate box to the left of the selected caregiver, then provide the name of that person or for
“other,” provide the name, address and relationship.
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Section (j) must always be completed by typing in the data.

I. Prior to intervention, child resided with
parent (hamel:
parent (hamel:
guardian (namel.
Indian custodian (hame):
other (state hame, addiess, and refatonshio to chid):

Put an “X” in the appropriate box to the left of the selected caregiver, then provide the name of that person or for
“other,” provide the name, address, and relationship.

Section (k) is completed from information in the child’s client notebook.

k. Child is

|:| rot detained detained

Date and time of detention: 0952972009 10:30am
Current place of detention {address]
Training Flacement Home

234 County Boad @
Qrland, California 95963

[ ] relative Shelterifoster care [ ] Other
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There is a potential problem in the example. The child’s placement address is shown. That is not generally done at
this time. There are two ways to correct this problem. The first is to delete the address information. For this
petition that would work well. But the address will continue to populate to Court documents.

Another option, the prefered option for most counties, is to prevent the address from populating to most Court
documents.

A different issue in this section is that unless the placement is documented in CWS/CMS and saved to the database
prior to creating the petition, the system will not show that the child was detained.

Corrections to the client notebooks will be made before continuing with the petition document in this example.

First, go to the blue section (Client Management). Click on the “Open Existing Client” icon. @ From the
dialogue box, select all three clients. See next page.
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Open Hotebook Ed I

Select Item to Open
Ok
. [Chient a Load | | |
! _ Cancel I
Far thiz Casze
i Local In} Marme Start Date | End Date Hew I
l 1103-6359-2535-FO001 53 Training. Child 09/29,/2009 —
Hemowe I
<] | » Sort. . I
Open thiz Client
- Help I
Mame Saelirz] Gender Birth D ate

o101 A2001

0140141970
014011970
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OK |

Then click on the “OK” button to the right. |

The application will open all three clients, one on top of the other. Normally a user cannot see the other open

clients, only the client that they are working

| “Window Help 1oolz

Last Wwindow Chrl+L
Wiew Mext Chrl+T
Wiew Previous Ctil+E
Cloze Window Chrlhas
Cascade FE
Tile Harizontal F¥

Tile Wertical F&
Arrange lcong F3

Zippy Referral Dizplay Default
Traditional Referral Dizplay Default

Cantral B ar
Statuz Bar

LI O S 4

1 Caze [Training, Child]

2 Hearing [10402/2009]

3 Petition [300 Original]

4 Hearing [10402/2009]

5 Petition [300 Original]

E Mew Juvenile Petitions WiklC 300, 342, 387
¥ Client [Caze Facus Child] [Child T raining]

2 Client [Father Training]

9 Client [Mather T raining]

on at the time.

In this example if a parent did not open, go to the drop down menu,
“Window,” and from the list of open windows, select the client “Mother
Training” by clicking on the client. The check next to a window shows
which window is currently open or “in focus.”
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Once Mother, Training’s client notebook is open, go to the address page.

Summar_l,ll {[n] I Demon. ?.-'-‘-.dd;ess | ﬂamesl Felated Elientsl

If the common address is showing, click in that address then change the “address type” to “Residence.”
Addrezs Tepe

I Rezidence

=l 1f the address page is blank, click on the “History Button.” ﬂl That should result in
the “Common Address” being displayed. Then follow the steps shown above. If the address page remains blank, it

means that no address is entered for this client. Click the “+” in the Address grid and enter the address for this
Address —

client. | * |

Once completed with the mother, close the mother’s client notebook or repeat the steps using the window drop
down menu to open the father’s client notebook. Once the father’s notebook is in focus, go through the same steps
to resolve the address issue for the father. When completed with the correction to the father’s notebook, close the
notebook or use the windows drop down menu to open the child client’s notebook.

To close the mother’s or the father’s notebooks, there are two methods. One is to go to the windows drop down
menu and select the “Close Window” option by clicking on it. The keyboard shortcut method of this choice is
shown to the right of the option.

| Window Help  Toolz

Laszt WWindaws Chrl+L
. Wi M et Chrl+T
Wiew Previous Chrl+E
Cloze 'WWindow Chrl+af
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Another option is to go to the “Xs” in the top right corner of the page or window.

=8 %] «—

L

Click the bottom of the two “Xs.”

Do not click the top “X”; this will close CWS/CMS.

If both parents’ client notebooks are closed, the child’s notebook should be in focus. If it is not, use the window
drop down menu. If the child’s notebook is not there, open the existing child client in the same manner as the
parents’ notebooks were opened. Once the client child’s notebook is open, check the address page and correct as

necessary.

On the right side of the child’s “ID” page of the child’s client notebook there is an information box named

“Confidentiality.”

— Ethmicity — Conhdentiality —
I Corfidertiality
Frirnary Ethricity | f|fr‘| Et.ffecl;l |
Wwihite j nefrechve Lale
Otker Ethnicity
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By default, it is blank. To make that client’s address confidential and thus prevent the child’s placement address
from populating to most court reports, click in the “Confidentiality In Effect” box. That will change the “Ineffective
Date” to “Effective Date.” Complete the date with the date that the address information became confidential. In
this example, that is the date of placement. If desired, this is also effective for adult clients. A reason for
confidentiality would be if the mother was in a shelter and the county did not want to disclose her address to the
father.

These actions would correct the issues observed when creating the petition. In this case, the addresses should no
longer present in Court documents.

In Court there is a “Local Court Practice” issue that has an effect on CWS/CMS. As reported earlier, normal practice
for the county is to contact the Juvenile Court Clerk when filing a petition. The Juvenile Court Clerk will provide
the county with the date and time of the detention hearing. In most counties, the clerk will also provide the county
with the Juvenile Court Case Number at this time. Some Courts will appoint attorneys for the child or children and
the parents at this time. Some Courts will appoint an attorney for the child or children, but not the parents at this
time, and some Courts will not appoint attorneys until the hearing.

If the local Court assigns the Juvenile Court Number prior to the hearing, that number could be entered in
CWS/CMS and then when required for Court documents, it would populate the necessary fields. To enter the
Juvenile Court Case Number, enter the client child’s client notebook.
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Open, or click on, the “Juv. Crt. #” page.

:I Search Log

When the “Juv. Crt. #” page is open, click on the “+” in the top left corner of the grid.

Summary I ]

—Juvenile Court Humber

+ | Court Case Humber | Mumber lzzued Date |

Court Case Mumber [Petition Mumber]

Court Caze Mumber [zzued Date

That will enable the user to enter two fields that are

The “Court Case Number” is set by the Court. A common format is “J — 01254”; however, each Court sets its own
number format. Enter the number the Court Clerk provides and the date. The “Court Case Number Issued Date” is
the date the Court Clerk gives the department the number.

It would also be possible to “associate” any appointed attorneys to the client they were appointed to. To do this,
first “search” for attorneys. To associate an attorney, the attorney must be in “cache” or temporary memory of the
computer being used.
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Search Action  Aszociated Al

Start Search. .. Ctrl+F

] Searsh &g, [kl
Recent Searches... Chl+H

Use the windows drop down menu “Search” to search for attorneys.
After selecting “Start Search,” the user must select what to search for. The system will always default to “Client”

initially. Scroll up to find and then select “Attorney.”

i Search Type

Client |

Azzignment Match -

f-‘-.ttnmei

Client/SCP
Education Provider
Flacement Faciliby —r
Flacement Facility M atch -
Semvice F'rm'-'ﬁiu:ler

T TR T T
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Once “Attorney” has been selected, the dialogue box changes.

Search

oy 7

Recommended practice is to select only the county and then click the “OK” button.
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The following is representative of the results of the above search.

ez - [Search Results [Attorney Search:Reszults]]
Search Action Associated Attach/Detach ‘wWindow Help Toolz

bty Search Criteria

Sending query to host...10/30/2009 12:00:00 PM (=1 |Phonetic Search Mo -
Host iz processing query...10420/2009 12:00:00 Phonetic Street Search Mo J
i Partial Address Search No

|
Processing Complete! . 10/30/2009 12:00:01 P Firat Mame

|| |Last Name -
~| |« | r

Attorney Nams

Address

& .

arl

yoamore, Willows, Califormia

Benson . Robert (530) S65-2960 »- 722" alker, Orland, California 95963

kent . Clark (530) 365-3333 X- 1254 Park Manor. Orland. California 35363
tazon . Pery [530) 524-5656 - 123 3rd. Sweet, Orland, California 36363
Fickieune . Patricia (530) B24-1245 %- 1515 County Road K. Orland. Califomnia 95363
Snivelinwine . Anthony (530) 324-9874 X- 897 1st Street, Orland. California 95963

||F!eady |Search Results [Attarney Search:Results] |

distan| (3 @ @3 (W] © @ windowsM... | 5 CwTrace | ] Chapter 5 in..| 83 Cws/tMs . |[53 Client Ser| 1 unitled - Peint| 8] Document! ...| ] viooo00 - .. | [ @ 0@ 1
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Now close this search result page. The results will stay in cache until a “Save to Database” is preformed. Navigate
to the client’s “client notebook.” Once in the client’s “client notebook,” click on the “Attorneys” page.

With the “Attorneys” page open, click on the “+” in the left top corner of the attorneys grid. A dialogue box to
select which attorney is representing that client will come up. See the example below.

Summaryl 1D I Demag I Add[essl ﬂamesl Related Clientsl 0] Ngml Juw. Crt. ﬂl Search Logl AFDC-FC - Altorneys | Service F‘rovidersl IE\:\JA!JV-‘IQSI Adoption Infol AsP E\igilgihtyl

+ ‘ Attorney | Desciription | Start Date
Attorney Diescription
Start Date End Date
Ll I |_| Select Attorneys Client x|
oy
tmold, Benedict
Alas, Mark Cancel |
Benson, Robert
Kent, Clark Help |
Mazon, Pemy
Fickieune, Patricia
Snivelinwine, Anthaony
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To select an attorney, the user would click on the attorney then click the “OK” button. Next, complete the “Start
Date” with the date of the appointment.

¥ Client Services - Case [Training. Child] - [Client [Case Focus Child) [Child Training]]

[&: File

Edit Search Action Aszociated Attackh/Detackh ‘Window Help Toolz

B, 55 8 s 2 T 1 6 (2 el

; :
[ S | (S | I | T (O | | I

Summalyl 1D I Dremog. I .-’-‘«dd_lessl ﬂamesl Related Clientsl 10 Ngml due, Crt, #I Search Logl AFDC-FC .ﬁ.ttome_lgsl Semwice F'mvidersl 1Cwa AT A l 4
Aszzociated Attorneys

+ Attorney Drescription Start Date

End Date

Attorney

Drezcription

|Mason, Pernye

Start D ate

End D ate

EEEEEIEEEN |

=

||Head_l,l

|Case [Training, Child] -> Client [Caze Focus Child] [Child T raining]

Nyal Homsher
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Continue with the petition document after completing revisions and additions to the client notebooks. The last
element of the petition reviewed was the last sections of the face page of the petition. At the bottom of the first
page is the following statement “2. Ihave asked about Indian ancestry for this child and have completed and
attached the required Indian Child Inquiry Attachment, form ICWA-010(A). (If this is a subsequent filing and there
is no new information, the ICWA-010(A) is not required.”} The required form in this statement is the last page of
the petition and will be reviewed later in this manual. The headers and footers are automatic and not relevant for
disucssion here.

The second page is made up of signature lines for the petitioner. The petitioner’s name is typed before the
signature and a space is provided for that purpose. A significant portion of the page is dedicated to notices to the
parent. An example of the notices is displayed on the next few pages.
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—NOTICE—

TO PARENT

Your parental rights may be permanently terminated. To protect your rights, you must
appearin court and answer this petition.

TO PARENTS OR OTHERS LEGALLY RESPONSIBLE
FOR THE SUPPORT OF THE CHILD

You and the estate of your child may be jointly and severally liable for the cost of the care,
support, and maintenance of your child in any placement or detention facility, the cost of
legal services for you or your child by a public defender or other attorney, and the cost of
supervision of your child by order of the juvenile court.
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The following page through the last page are each separate subsections of W&IC§ 300 alleged. Each subsection has

it own page with room to enter the facts that make the department believe that this subsection applies to this child.
Each subsection will be shown.

SERIOUS PHYSIC AL HARM
§ 300(a)

The child has suffered, or there is a substantial rizk that the child will suffer, serious physical hanm inflicted nonaccidentally uponthe
child by the child's parent or guardian.

(State supporing facts conciselys and number them a1, a2, &3 eic,):

FAILURE TO PROTECT
§ 300(b)

The child has suffered, or there is a substantial risk that the child will suffer, serious physical hanm ar illness,
|:| as a result ofthe failure ar inakility of his ar her parent or legal guardian to supervise or protect the child adeguately

|:| as a result of the willful or negligent failure of the child's parent or legal guardian to supervise or protect the child
adenuately from the conduct of the custodian with whorn the child has been left.

|:| by the willful or nedlinent failure ofthe parent or legal guardian to provide the child with adequate food, clothing,
shelter, or medical treatment.

|:| by the inahility of the parent or legal guardian to pravide regular care forthe child due to the parent's ar legal
guardian’s mental illness, developmental disability, or substance abuse,

(State stpporing facts conclsaly anct number them -1, -2, -3, etc )
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In the “Failure to Protect” shown above, each of the boxes [_1can be thought of as “and/or” statements. Select
which boxes apply. It can be any one box, any combination, or all four boxes. Whenever the boxes are present in an
allegation as above, the petitioner is expected to mark which apply.

More allegation pages follow.

SERIOUS EMOTIONAL DAMAGE
§ 300(c)

The child is suffering, or is at substantial risk of suffering, sefous emotional damage evidenced by severe anxiety, depression,
withdraweal, or untoward aggressive behavior toweard self or others.

|:| a3 a result of the conduct of the parent or guardian.
|:| hecauge the child has no parent or guardian capable of providing appropriate care.

(State sunooring facts conclsely and humber therm o-1, c-2, ¢-3, et );
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SEXUAL ABUSE
& J00{d)

|:| The child has heen sexually ahused, or there is a substantial risk that the child will be sexually abused, as defined
in subdivision (b of section 11165.1 afthe Penal Code, by his ar her parent or guardian ar a membhber ofthe child's

househald.

|:| The parent or guardian has failed to protect the child adequately frorm sexual shuse and the parent or guardian
knewe or reasonably should have known that the child was in danger of sexual ahuse.

SEVERE PHYSICAL ABUSE

{Child Upgder Five)
§ 300(e)

The child is under the age of five and has suffered severe physical abuse by a parent, or by any persan known by the parent, and the
parent knew or reasanahly should have known that the person was physically abusing the child.

CAUSED ANOTHER CHILDYS DEATH
THROUGH ABUSE OR. NEGLECT
& 300(f)

The child's parent or guardian caused the death of anather child throuoh abuse or neglect.

NO PROVISION FOR SUPPORT
§ 3004u)

The child has been left without any provision for support; or the child's parent has been incarcerated or institutionalized and cannot
arrange for the care of the child; ar a relative or other adult custodian with whom the child resides or has been left is unwilling orunable
to provide care or support for the child, the whereabouts of the parent is unknown, and reasonahle efforts to locate the parent have
heen unsuccessiul.
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FREED FOR ADOPTION
§ 300(h)

The child has been freed far adaption from one or both parents far 12 months by either relinguishment or termination of parental rights
and

|:| an interlocutory decree has not heen granted pursuant to section 224n ofthe Civil Code.
[ ] an adoption petition has not been granted.

CRUELTY
& 30041)

The child has been subjected to an act or acts of cruelty by the parent or guardian or a member of the child's
household.

|:| The parent ar guardian has failed to protect the child adequately fram an act or acts of cruelty, and the parent

ar guardian knew ar reasanably should have known that the child was in danger of being subjected to an act
ar acts of cruelty.

ABUSE OF SIBLING
§ 3000

The childs sibling has been ahused or neglected, as defined insubdivision (a), (b, ), (e, or (i}, and there iz a substantial risk that the
child will he abused or neglected, as defined in those subdivisions.
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The preceding three pages show all subsections of allegations that, if true, could result in a child being named a
Dependent of the Juvenile Court. The last page of the petition documents is the ICWA-10(A). On the first page of
the petition, the petitioner stated that s/he inquired about Indian heritage. This page documents the inquiry and the
persons asked. It is a required element of the Petition. The acronym ICWA stands for Indian Child Welfare Act.

The first half of the page is shown below with the second half on the page following.

ICWAD10{A)
CHILD'S MARE: CASE MUMBER:
Child Training
1. Mame of child: Child Training
Indian child inquirg [ ] rade [] not made and {checi aii that apon):

a. |:| The child is or may be a member of ar eligible for membership in a tribe.
Mame oftribe(s):
Marme of band (I apniicabial.
h. |:| The child's parents, grandparents, or great-grandparents are orwere members of a tribe.
Mame oftribe(s):
Marme of band (I apniicabial.
C. |:| The residence or domicile ofthe child, child's parents, or Indian custodian is in a predominantly Indian community.

d. [] The child orthe childs farmily has received services or benefits from a tribe or services that are available to Indians from
tribes ar the federal government, such as the Indian Health Service ar Tribal Temporary Assistance to Meedy Families
(TANF).

e[| The child rmay have Indian ancestry.
. [ ] The child has no known Indian ancestry.
q. |:| Qther reason to know the child may he an Indian child:

Person(s) questioned: Person(s) questioned:
Marme: Harme:
Address: Address:
City, state, zip: City, state, zip:
Telephone: Telephone:
Date guestioned: Date gquestioned:
Means of communication: Means of communication:
Relationship ta child: Relationship to child:
Summary of information: Summary of infarmation:
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h. [] Information about other persons questioned is attached.

2 Ifthis is a delinquency proceeding under Welfare and Institutions Code, & 601 or 602:
[] The child is in foster care.
|:| Itis probable the child will be entering foster care.

| declare under penalty of perjury under the laws of the State of California that the foregoing is true and correct.

Date:

(TYPEQR PRINT NARE: SIGNATURE

IHDIAH CHILD INGUIRY ATTACHMENT

Page 13 of 13
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Complete the form by clicking in the appropriate boxes and filling out the corresponding information.

At this time, before going any futher. save everything to database. Once information is saved to database, there is
no need to worry about losing the work. Workers should never work longer than they are willing to repeat before
saving to database.

There is another potential hazard with not saving in a timely manner. The application will not allow two workers
to save data to the same fields at the same episode. What this means is that if worker “a” opens a case and does any
work in the Court section, say notices, and while worker “a” is working on the notices, worker “b” enters the same
case and works on a court report, chances are that both will touch some of the same data fields. Worker “a” finishes
the work started in about 15 minutes and saves to database. Worker “b” works on a court report for approximately

6 hours before saving. When worker “b” does save to database, s/he will get the following message.

Il Client Services x|

'j [Fule 05623]
! D ata was updated lazt by Suzan Weekly., Any changes: you've made since pour lazt 5ave
to Databasze have been imevocably lost, Exit the application, reenter it, begin making
changes ta the data and then Save to D atabaze.

As the message says, worker “b” has lost all 6 hours of work. This is optimistic concurrency and is a part of
CWS/CMS. Some counties have extensive internal policies that minimize this, but it is always a present risk. Save
frequently. Then in the event of encountering optimistic concurrency, time spent reentering data will be
minimized.
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The petition process requires that the social worker report to the Court at the Detention Hearing on the reason the
child was detained. In most counties, this takes the form of a “Detention Report.” Counties that do not do a written
report may report orally. Follow county policy.
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Steps to create a “Detention Report”

Open the case by clicking on the “Open Existing Case” icon. Next select the appropriate case from the listing by
clicking on the desired case and then clicking the “OK” button. When the case is open, go to the “Court

Management Section.”

&N

Click on the “Open Existing Hearing” icon. l®__1 Select the hearing that the “Detention Report” is to be attached to

by clicking on the correct hearing and selecting or clicking the “OK” button to the right.

On the bottom of the Hearing notebook is the “Create New” information box.

Create New
. | Petition . | Court Report . | Hearing Summary
Notebook MNotebook Document
. | ICWALIV
Document
Select the “Court Report Notebook” button by clicking on it. This would result in the application opening a new
“Court Report Notebook.”
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Select the type of report from the list shown when the down arrow on “Report Type” is selected by clicking on the
correct report type.
Below is a representation of the “Report Type” list.

Flmgmezrt: T e
| = || =
Mone>

In this execise, the correct report type is “Detention Report.” Click on “Detention Report” and the screen would
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then appear as shown on the next page.
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Until the report is “Filed” with the Court, do not complete the “Filed Date” unless county practice dictates that the

tield is completed prior to filing.

If the minor has siblings that have been selected as participants for the hearing, use the “Minors” grid in the “Court
Report Information” information box to document all siblings that the report applies to. By clicking on the “+” in
the left top corner of the “Minors” box, a selection box appears from which to select siblings. All associated siblings
will show in the box allowing them to be added to the report information. Adding the siblings here will cause the

siblings names and identifing information to print on the Court Report Document.
When all the appropriate minors have been selected, click on the “+” button.

o | Court Report
Document

|' Create Hew

This will result in the following dialogue box.

ICWA Options

Check the appropriate option. 0

0w, does or may apply.

Cancel
0w, does not apply.

dd:

Help

Select the appropriate answer regarding ICWA then
click on the “OK” button in the top right corner of
the dialogue box. The result will be that the
“Detention Hearing Options” dialogue box shown
on the next page will appear.
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Detention Heanng Options
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Answer the questions in each information box--shown without black lines, only the outlines of the boxes are
visiable. The first information box, “Reasonable Efforts” is shown below.

FReasonable Efforts
*' Fieasonable Efforts were made

" Lack of Preventive Services was reasonable

Normally, the answer is “Reasonable Efforts were made.” If that is not the correct answer or if unsure, consult with
a supervisor or County Counsel for how to proceed.

The second information box, “Relative Placement,” requires selection of the correct answer from the three options.
The preparer should be aware of this information at the time the report is created.

Relatrve Placement
% There are relatives to conzsider
" There are no relatives to consider

" Parents have not provided information
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The third information box , “Efforts to Locate Absent Parents,” requires one of two selections: either the section is
not necessary in the report or the section is necessary in the report.

Effortz ta Locate Abzent Parents

' |nclude thiz section in the repart

" Do MOT include this zection in the report

If the whereabouts of either parent is unknown, this section is required and it is necessary to provide an explanation
to the Court of what steps to locate the missing parent have been taken. If the whereabouts of a parent are
unknown, the county must try to locate that parent. At this time in the Court case, the Court understands that there
is usually a very short lead-time and will generally accept a paragraph in the Detention Report regarding efforts.
Sample efforts at this time include, but are not limited to, asking the parent who is in contact, asking the child or
children, asking a grandparent if known and checking with the local jail.

The last information box is to the right of the three dialogue boxes explained above.
Select all that apply from the group below

— Continued Detentian
[ Substantial D anger/Physical Health
[™ Substantial Risk/Flee Jurizdiction
[ Child Left Placement

[~ Unwiling ta Return Home
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This information box is starting to help the Court to make required findings. If there are not “Substantial
Danger/Physical Health” concerns, the purpose of removing a child is questionable. If clicking that box cannot be
justified, a supervisor or County Counsel should be consulted and a determination made as to whether or not to
proceed. In most counties, “Substantial Risk/Flee Jurisdiction” is only clicked if there is history that the parents
have fled jurisdiction before to avoid Court action. The same is true with “Child Left Placement.” If the child, or
any sibling also removed, is “Unwilling to Return Home,” check this box. Be prepared to state which child and
why in the body of the report.
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Below is a sample of a completed “Detention Hearing Options” dialogue box.

Detention Hearing Options

!I
-
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When all information boxes are completed, click on the “OK” button at the top right of the dialogue box.

Ok I Cancel | Help

To cancel the report at any time, click on “Cancel” or request help by clicking on the “Help” button.

Click on the “OK” button, and a new “Detention Hearing Options” dialogue box will appear. This dialogue box is
asking what services have been offered to the family prior to this proceeding and what services could be offered in
the future.

One caution when selecting future services--the application words that selection in such a way in the body of the
report that it might be inferred that if the selected services were provided now, the child could be returned now. If
there are services that the family could be offered to complete, to have the child returned to the care of the parent or
parents now, those need to be specified. However, if there are no services that could currently be provided that
would allow the child or children to be immediately safely returned, review the section in the report and reword
the heading to clarify the meaning.
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Detention Hearing Services Options

00000
00000

[ [
- -
r r
r r
r r
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After completing the second dialogue box, click on the “OK” button. Again, if desired, select “Cancel” or “Help” at
any time. Clicking “Cancel” would delete what has been done since clicking the “Create New Report” button and
allow starting over. “Help” provides help determing what each of the fields means.

Clicking on the “OK” button will result in the application creating a “WORD” document. The document is the
“Detention Report.” In the application there are three different “Detention Report” templates. Based upon
decisions made by individual counties, the document that is created will be different. The dialogue boxes that
appear during the creation of the document may also be different from what was stated in the last few pages. The
user cannot control which templates open in CWS/CMS. The report that opens should be used as is unless directed
by a supervisor to modify the document.

Northern Training Region /
Training Department

604 East Walker St

Orland, California 95963
Susan Weekly

This is automatic; usually it is correct and is
based upon information in “Resource

Management.” It rarely requires any user

modification or corrections

(530) 555-1234 These four lines are completed by the
Weekly 2 application. Usually lines 3 and 4 of this
DSS No. 6598451 group have the data deleted. Follow
County Policy.
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SUPERIOR COURT OF CALIFORNIA
COUNTY OF GLENN
1279 County Road K, Orland, California 95963

This information is entered by the application based on data in CWS/CMS. This initial part of the report will be the
same for every report generated in the user’s county. Other than as noted above, it generally requires no worker
input or modification.

The following pages will review the fields that require worker input or modification and will also demonstrate
features of the application that are intended to be of particular help.

DETENTION REPORT

First is the name of the report. Based upon the selections made when first creating the “Court Report Notebook,”
the name of the report will automatically display as above. Below the name of the report, in the blue text, is a brief
explanation of the report and tips to help navigate it. The blue text is “hidden text” and will not print in the actual
document. If the desire is for the hidden text not to show, go to the drop down menu on the top of the page, select
“Tools.” From the “Tools” menu, select “Options.” From the “Options” menu, unclick the hidden text in the
“formatting marks” area.

C 5, Page 85

Nyal Homsher
Northern California Training Academy
Child Welfare and CWS/CMS —Chapter 5 Initial Court Process



Toolz | Table “indow Help Options 7] x|
?’ Sipellig ee) BiEme.. = [ Saclrity | Spelling & Grarmrmar | Track Changes
a_-i Research... Al+Click User Infarmation | Campatibilitsy | File: Locations
Language (| V'e"“'l General Edit Print | Save
Ward Count.. Shiow
A AuteSummarize. . [V Startup TaskPane [V Smart baos IV Windows in Taskbar
¢ " | IV Highlight IV animated text [" Field codes
peech [ Bookmarks IV Horizontal scrol bar - Figld shading:
Shared Workspace... ¥ status bar IV ‘ertical scrall bar I'u'u'hen selected VI
. W [ j
il Track Changes ChlsChiftsE [V SereenTips [ Picture placehicldars
Formatking marks
Compare and Merge Documents. . . .
[™ Tah characters ¥ Hidden text
Pratect Document. . [ Spaces [™ Optional hyphens
Orline Collaboration 3 I~ Para I~ a
Letters and Mailings 3 and Web Layout optians
I¥ Drawings I¥ White space between pages (Prnt view only)
Macro [~ obiect anchars [ Background colors and images (Print view only)
Templates and Add-ns... [™ Text boundaties IV ertical ruler (Print view o)
=¢ putoComect Options. .
. Outline and Normal options
Cuztomize... , : . =
[ Wrap to window Style area width: u
Options. . [ DraftFonk:  Mame: [Caurier Mew j Size! |10 j
C 5, Page 86
Nyal Homsher

Northern California Training Academy
Child Welfare and CWS/CMS —Chapter 5 Initial Court Process




The following two grid lines are completed by the application based on the information in CWS/CMS. In the
example shown, no Court Number has been entered in the client notebook at this time; therefore, the application
cannot enter the data, and the correct Court Number must be entered in the appropriate field.

Hearing Date Hearing Tine ~ Dept/Room Hearing Type/ Subtype

102008 (8 amm 1 Detertiom /300
INTHE MATTER OF

Name DakofBinh ~ Age  Sex CowtMmber
Child Trairirg 0271472000 2 M

In most counties, department staff telephones the clerk of the court that generally hears dependency matters,
informs the clerk that the department will be filing a petition and report, and obtains the number from the court
clerk. A common structure for the Juvenile Court Number is “]J — xxxxx.” The Court determines the number and
numbering formats. In some counties, all siblings receive the same number with a letter at the end designating
siblings while in other counties, each sibling gets a unique number.
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Summary Recommendation

The Summary Recommendation is just that. Summarize what the recommendation will be. Generally at this time,
the summary is that the minor or minors be detained and the next hearing be scheduled.

The next field requires that the Court be told something regarding the location of the minors. There are a number
of variations depending on County practice. It may be as simple as stating that the child(ren) are in confidential

out-of-home care or as specific as Pursuant to W&I § 308 the child(ren) are placed in confidential foster care in (or
out of) the county. The foster parent has not rescinded confidentiality nor has the Court ordered disclosure of the

placement. Follow county practice.

The next section of the report is completed by the application and, if the necessary information has been entered in
CWS/CMS, will require no data entry at this point. It is good practice to check this section for errors. It is
important to have the relationships correct. If the relationship on the related clients is incorrect, it will populate
here in exactly the same relationship. The address and phone for the parents/legal guardians will populate if they
are entered in CWS/CMS. In this example, that data is not entered in CWS/CMS, so the data would then be typed
in.

PARENT S/LE GAL GUARDIANS

MHanw/ Addveesl Ealatio
Binthdate Plhone To Whom
Mother Trammg Mother!
01011571 Cluld
Father Traring Father
010115770 [Alezed

Cluld
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ICWA

If ICWA is chosen as applying or possibly applying, this section will be in the report.

INDIAN CHILD WELFARE ACT STATIS

The Indian C“hil "Welfare Act does or ray apply.
Child "z MNamve Indian Chid Txbe (If Knwmwnd ICYWA Eligihle

This report will show with table gridlines under each heading. Indicate the “Child’s name”; Yes, No, Maybe or
Unknown under “Indian Child”; the tribe or tribes that the child may be a member of; and Yes, No, Maybe or
Unknown under “ICWA Eligible.” If the child has siblings, use the tab key to get a next line. Each sibling shown
in the “In the Matter Of” listing should have a row.
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After completing the table entries, next enter all efforts that have been made to comply with the act. If phone calls
have been made to the tribe, document those telephone calls here. If family members have been spoken to,
document that also. Read the hidden text and be sure to document any of the elements listed there in this section.

The notices section populates from CWS/CMS. Any notices entered in the notice page of the Court notebook for
this hearing will be listed here. Generally, no data entry is needed for this field.

NOTICES
Nanwe Eehitionchip Ml Tl MoiticeDiaie
Confidential Substtate Care Frst Class Mladl 100D 152009
Prorsiders
Chid
Father Tramine Clientf Frst Class Mladl 100D 152009
Father (Allezed )
Mother Tramms Clientf Frst Class Mladl 100D 152009
Mother
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REASON FOR HEARING

DT inne Renwved From Ealatwnchip Eenwval Reason

As above, this will show as a table with gridlines. Each child in the report should have a separate line. Following
the table is a data entry field. This is shown by the . If using the F11 key to navigate, the cursor will
automatically be placed in the correct position to continue. This text is usually a report of the investigation
activities. Some counties allow the investigating worker to cut and paste the investigative narrative into this
section. This section should tell the Court why the children were removed and why the department believes that
the allegations in the petition apply to this child or these children.

C 5, Page 91

Nyal Homsher
Northern California Training Academy
Child Welfare and CWS/CMS —Chapter 5 Initial Court Process



PATERNITY/LEGAL RELATIONSHIPS

In this section, document everything that may pertain to paternity of the child in the report. All potential fathers
should be listed and their exact relationship to the mother or child(ren) should be provided to the court. Itis
important to provide the court all known information since the court needs to make a finding regarding presumed
paternity. Presumption is a legal finding. If paternity has been established in another Court, report the finding
here with the date and Court name.
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PRIOR CHILD WELFARE HISTORY

Most Courts want the prior child welfare history. Some Courts do not want it at this point unless it is a specific part
of an allegation in the current petition. Learn the Court’s preference. One way to get this data is to use the
“Emergency Response Referral Document” created in referral and list the history shown there. There is another
option. If this report is being written out of “Case,” a case plan could be started in which there is a c case plan
report document named “Referral History” that could be cut and pasted into the report.

The next page shows a sample of that report.
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REFEREAL HST ORY

Referral Drate 03 o e Feferral Id# 012408 %9508 000153

Client Namne Daie (f  Paparsao Allegafion Allegation
Bxith Tisposiiom

Chill Traming 2142000 Mother Trmnmz Flysical Abuse Substantiated

EEFERRAL HI ST OEY - OTHER CHILDREN

Feferral Date Feferral I &
Parpalr sboxr Nane Date (F Allegation Allegatum
Birth IHsposiion

Adduicrnal Infarmation

FREVIOUS SOCTAL SERVICES
Children)'s Harme Senvice Corporent s e Range
Child Traming Energency Eesponse (=003
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Case Plan creation has not been discussed yet. That will follow in a later chapter. To create the report shown
above, it is only necessary to complete the first page of the “Case Plan” notebook. To get the report after the case
plan has been started, follow similar steps as when creating the cross report documents in the referral intake and
investigation chapters.

Click on the “File” drop down menu then select “Print Report” from the drop down menu. Select “Case Plan
Reports” in the area of interest then select “Referral History” from the reports options followed by selecting print
preview.

This would create the report displayed above. The steps to create that report are shown on the next page.
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File Edit 5Search Action Associated

Mew Referal Clrl+A
Mew Caze...

Open Folder... Chrl+0
Find Faolder...

Mew Motebool... Clrl+B
Open Maotebook. .. Chrl+M
Frint... Chrl+P

Print Repart...
Prirt Setup...

Save to Databasze
Save Locally

Chrl+5

1 Referal [Training, Mother]
2 Caze [Traning, Chld]
3 Caze [Training, Child)
4 Referal [Traning, Mother]

E it

Print Report

Area of nterest Prin

Case Flan Reports v

Repot Nare Print Preview

Indhvicual Clent Respanshilies

ReferalH Pt

Refenal Histomy - Sparish Setlll:lttilun
Cancel
Help
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CRIMINAL HISTORY

Criminal History is the next field. Again, follow county policy for this field. Some courts do not want to see this
now; however, most court do. Common practice is to get the “RAP” sheet from local law enforcement. Summarize
the information contained on that document. The documents itself should never be copied and attached to the
report. It is a controlled document and requires special handling by the department.

EFFORTS TO LOCATE ABSENT PARENTS

If the location of either parent is unknown, tell the court what actions have been taken to locate the missing parent.
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THE NEED (IF ANY) FOR CONTINUED DETENTION

If there is a substantial danger to the physical health of the child or the child is suffering severe emotional damage,
and there are no reasonable means by which the child’s physical or emotional health may be protected without
removing the child from the parents” or guardians’ physical custody.

If the child indicates an unwillingness to return home, and a person residing in the home has physically or sexually
abused the child.

This is the result of the answers provided on the “Detention Hearing Options” dialogue box in the “Continued
Detention” section. Use the text entry box to add additional information if desired necessary.
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REASONABLE EFFORTS AND/OR PRIOR INTERVENTION/SERVICES OFFERED

Reasonable Efforts were made to prevent or eliminate the need for the child(ren)’s removal from the home. The
following Pre-placement Preventive Services were provided but were not effective in preventing or eliminating the
need for removal of the child from the home.

Case Management.
Results of Previous Services:
This section was created based upon selections made in the “Detention Hearing Services Options” dialogue box (the

second dialogue box when creating the report: and the “Detention Hearing Options” dialogue box when creating
the report.
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AVAILABLE SERVICES/REFERRAL METHODS WHICH COULD PREVENT THE NEED FOR FURTHER
DETENTION AND/OR FACILITATE FUTURE RETURN OF THE CHILD(REN) TO PARENTS/LEGAL
GUARDIANS

Case Management.

This section is partially completed by choices made in the second section of the “Detention Hearing Services
Options” dialogue box, “future services.” If there are no services which could “Prevent the need for further
detention,” it may be appropriate to modify the section header to read as follows:

AVAILABLE SERVICES/REFERRAL METHODS WHICH COULD FACILITATE FUTURE RETURN OF THE
CHILD(REN) TO PARENTS/LEGAL GUARDIANS by deleting “ PREVENT THE NEED FOR FURTHER
DETENTION AND/OR” from the heading. Check with the supervisor or County Counsel before doing this.
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This next section deals with relative placement. A part of the information in this section is determined by answers
to the question in a dialogue box when creating the report.

RELATIVE PLACEMENT INFORMATION

There are relatives to consider for placement.

Include information on all known relatives including a previously non-custodial parent. Document any interest in
possible placement or the lack of the parent’s cooperation once learning of the relative. If the parents object to
placement with a specific relative, document which relative and/or which parent is objecting and why.
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CONFIDENTIALITY OF PLACEMENT

Enter any recommendations and the reasons for the recommendations regarding the continuing confidentiality of
the child(ren)’s placement(s).

RECOMMENDATION

This is the final section of this report. There are many ways to obtain the recommendations.
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One method is to simply find a previous Detention Report in a different case and copy the recommendations to this
report. Some counties will have copies of recommended findings and orders. Attach a copy of the most appropriate
recommendations to this report before submitting it. Some counties have special function keys on the keyboard
that will enter the recommended findings and orders in the report by clicking on them. Whatever the county policy
is to make recommendations, follow that policy.

Respectfully Submitted,

Susan VWeekly, Social worker iraines, Weeldy2, (530 S55-1234

:

:

MNyalHonwher, Program Manager, (&30 384 1485
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As mentioned earlier, it is likely that the Juvenile Court Number was assigned for each child in this report. When
the petition and report were created, the Juvenile Court Number for the child had not been entered into CWS/CMS
and needed to be entered manually in the body of the petition and report. There may be other data that is known
prior to the hearing but was not entered into the body of the report. Court practice varies as to when to assign
attorneys to the parents and child(ren). In some jurisdictions, the appointment takes place when the Court
Numbers are assigned for all children. In some jurisdictions, only the child(ren) is(are) appointed attorneys prior to
the hearing. The Court will wait until the hearing to appoint attorneys for the parents that are present. In other
jurisdictions, the Court waits until the hearing to assign any attorneys. Regardless of court practices in appointing
attorneys, it is useful to document which attorney was appointed for which client prior to recording attendees and
results for the hearing. If the information is known prior to the hearing, it may be entered at that time.

Entering the Juvenile Court number for child clients and attaching attorneys to clients was previously explained in
this section. This should be done before recording what happened at the Detention Hearing and who attended the
hearing,

To enter the Juvenile Court Number and attach attorneys, go the “Client Management” Section. Click on the blue
button. ll Next open the client or clients that need added information. The application will allow several clients to

be opened at one time. Click on the “Open Existing Client” button. Doing so will result in a listing of all
clients. Choose which clients to open by clicking on them. The following page shows the selection screen with all
clients selected.
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Open MHotebook

Select lkem to Open
[ Client ~] fssa|

Far thiz Caze

Local 10 Mame Start Date | End Date

I751-5617-6772-9000153 Training, Child 0943042009

Mame Lgeis] Gender Eirth D ate Lilerk

o
0101197
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Next, click on the button to the right. [0k That will cause the application to open all clients selected.
Unless using “Windows” capacity to “tile” or “cascade” all open pages, only one client will be visible at a time. To
view more than the top window at a time, go to the “Windows” drop down menu. After clicking on “Windows,”
the following selection screen appears.
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There are shortcut menus available for some of these commands. The shortcut keys are to the right of the
command. For example, if wanting to cascade the windows, just push the F6 button at the top of the keyboard. All
of the commands listed here work in CWS/CMS. Cascade shows the pages with the title of each page visible and
the page currently in view on the top of the stack. To change pages, click on the desired page, and that page will be
moved to the front. Tile shows all pages open next to each other with the focus being either vertical or horizontal.

At the bottom of the selection menu, all open pages are listed. The page with the check mark is the page currently
in view. To change to another page, click on the desired page. That page will then open and the needed work can
be completed.

In this exercise, the necessary information that needs to be added to the clients is associating attorneys for each
client. Additionally, the Juvenile Court number needs to be added to the child client.

To associate attorneys to clients, first search the database to get the attorneys in the cache (temporary memory) of

the computer being used. To search for an attorney, first click on the search drop down menu, then select “Start Search.”
Edit Search | Action

Start Search... Chil+F
SeanchAga.. [t
Fecent Searches.. Chl+H

After selecting “Start Search,” select what to search for in the search type selection menu.

Search Type
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After clicking the down arrow, scroll up to “A” to find Attorneys in the list. After clicking on Attorneys, a search
box asking for specifics that are to be included in the search appears. In most counties, it is not necessary to enter
any information other than County. The application will default to the county that the worker is from.

Search

ooy o
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When the county that the attorney is from has been chosen, click on the “OK” button to the right. That will result in

a list of attorneys for the selected county. This is not all the attorneys in the county, only those who work in
Juvenile Court. Below is the list of attorneys from the search.

—3earch Information

Shaty S earch Criteria

Sending quem to hast.12/8/2009 220653 P | & |Phaonetic Search Ma =

Host i processing query.. 124342003 2:06:53 Pid Phonetic Shreet Search No

Frocessing Completel . 12/8/2009 2:08:54 P Pattial Addhess Search No |
First Mame
Last Mame -
: | f

Auttormep M ame

Addiess

I—‘«tlas Mark

[EHD] 334 541 E:*i-

134 W Sy-:amn:lre W|I|nws Eahh:-mla SEEIBE

i

3 |Benson, Robert [530] B65-2 350 - 722 Walker, Orland, California 95963

4 |kent, Clak [A30] 8653999 - 1254 Park Manaor, Qrland, California 95963

5 [Mason, Pemy [A30] 824-05RE = 123 3rd. Street, Orland, Califormia 95963

b |Pickieune , Patricia [Aa0] 8241 245 % 1515 County Road K, Orland, Califormia 95963
7 | Snivelinming , Anthony [620) B24-9874 = 897 1=t Street, Orland, California 95963
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Close the search window at this time. No data will be lost. The screen will return to the window from where the
search was started. In this example, that was the mother’s client notebook.

3 Client Services - Case [Training. Child] - [Client [Mother Trainingll

Iefy File Edit Search  Action  Associsted  Attach/Detach  ‘window  Help  Tool

- P T 2 £ (8 80 (3] S0 Y]
- 1 + C =+ 1 = 3 - JC - JC - 1« 1+ JC = 1+ 1]

Summary 1D |D g | Address | Mames | Related Clients | 1D Num | Jus. Crt. # | Search Log | AFDC-FC | Attormeys | Service Providers | LES 4. | Adoption Info | 24P Eligibilitg |

—Mame and ldentification i’
— Client Information
Prefix First Hiddle Last S uffin Mame Tupe
I [rMather [ [Training | | Legal - I
Gender Marital Status S5M Alien Registration H#
[Femals =] = =

Driver's License - State/Mumber Date of Bitth  or Age and Age Unit
ﬁ =11 ﬁ01 /0157 =] [== [rea= 71
Client Mumber

[ Outstanding'warrant Existe [ 0457 0083 8078 1000153 ]
— Other Client Inf i L

3 — Ethnicity Confidentiality
[ |Chwdis Eligible Incapacitated Parent Prirnary Lanauage I Confidertiaiiy
 es s [Eraii=h | ) o I Effscit
N P Prirary E thnicity f
o o S econdary Language [ — |neffective Date
0 Mot Asked £ Unknowvn ~1 = . = I -1
= Pending £ Mot Applicabls Other E thnicity
Literate + Other E thricity
I Child has Indian Ancesty  ves
— Indian Ancestrp Notification ————— Mo
[ County Date & Uk
£ Mat Applicable
—Hispanic or Latine Origin
oves
County Date Informed & Mo
= =] 7 Undetermined

— Safety Alert Inf

+ ] Activation Date I Feason D eactivation Date

 Safety Alert Activation Safety Alert Deactivation
Activation D ste Coounty ’7

Deactivation Date  County
| S I =TT
Feasan

F wnlanatiy
[IFimad

|Case [Training. Child] -> Client [Maother Training]

[l
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With the client notebook in focus, go to the “Attorneys” page by clicking on “Attorneys.”
I AFDC-FC I Attorneys I Service Providers |

That will result in the following screen.

Swmimary I 1D I Dem_l:ng.l Add_lessl ﬁamesl Related Elientsl D Ngml Juy. Cik, 8| Search LDgI AFDCFC A | Semvice F"rwidetsl O

—Aszociated Attorneps

+ | Alttormey | Description | Start Date | End |
Attormey Dezcription
| |
Start Date End [ate
| | [

Click on the “+” in the top left corner of the grid to add attorneys. A screen with the list of attorneys from the
search will display. Find the correct attorney, and click on the name.
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— Aszociated Attorneys

¥ Attorney Description
Select Attorneys Chent X |
Aktarneys . 0K
drnold, Benedict
Aft Atlaz, Mark Cancel —
I ey Benzon, Robert
F.ent, Clark, Help
Start D ate End Date

Mazon, Pery

| | E

Snivelimaineg, Snthony
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After selecting the correct attorney, click on the “OK” button in the top right. That will create a row in the grid with

the attorney’s name. Complete the start date. Description is optional, not mandatory. The usual description is
“Court Appointed.”

—Azzociated Attorneys

+ Attorney

D escnption Start Date Eru
1 |Pickieune, Patricia

Court Asppointed 100242009

Aftorney Dezcription
|F'in:kieune, Fatricia I IEDurt.-'i'-.ppu:-inted
Start Date End Date

[10/02/2009 |+ | 1=l

Follow the same steps to attach attorneys to the remaining clients. It is not necessary to search again. The search

results will remain in cache until the work is saved to database, deleted by closing without saving or the system
crashes.
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To enter the Juvenile Court Number for the child client, go to the child client’s page. In the above example, just
closing each adult client page after entering the Associated Attorney would result in the child client’s page being
the focus page or the open page. Once in the child client’s notebook, go to the “Juvenile Court Number” page by

clicking on the “Juv. Crt #” page. Note that the “ID Num” page is not the correct page. |10 Num |[duwv. Bt ] The correct
page to document the Juvenile Court Number is shown below.

S urnrnary | {n]

| Search Log | AFDC-FC | Attormeys | Service Prowiders | I.C

—Juvenile Court Number

+ | Court Case Humber | Mumber | szued Date | Mumber Clozed Date | County |

Court Caze Mumber [Fetition M umber) County

| I =l

Court Caze Mumber lszued Date Court Caze Mumber Clogzed Date

[ Inactive
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To enter a Juvenile Court Number, click on the “+” in the top left corner of the grid. Type the “Juvenile Court
Number” and the “Court Case Number Issued Date” in the appropriate fields. They will be yellow or mandatory.

Court Case Mumber [Petition Humber)

[

Court Caze Number [ssued Date

| =]

The completed Juvenile Court Number page is shown below.

Summarny I [n] I Dremon. I Addresz I ﬂamesl Related I:Iientsl ID Murme Juee Crt # ISE:aru:h Log | AFDC-FC | Attorneys | Service Prowviders | |LCw

—Juwenile Court Mumber

+ Court Case Humber Mumber lgsued Date Humber Clozed Date County |

03/253/2009 G lern

Court Caze Mumber [Petition Humber] County

[1-5333 [Glern =

Court Caze Mumber lzzued D ate Court Caze Mumber Clozed Date
IEIEIHEEUEEII:IEI | :I

= .
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To record the results of a hearing and document who was present at the hearing, go back to the “Court
Management Section” by clicking on the “Court Management Section” button. This is the pink button on the

bottom of the list of buttons. Due to variances in monitors, the color may not look like pink, but it is still the bottom
button.

After clicking on the “Court Management Section,” click on the gavel to open and “Existing Hearing.”

||:Iper'| E xizting Hearing|

After clicking on the gavel, the screen shown on the next page will display.
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Open Notebook: Information Available: Current

Select [tem ta Open
Hearirng j Load

For this Caze

0751-5617-6773-3000153 Training, Child

4] | 3

Open thiz Hearing

Minors Calendared Hearing Type Subtypes

9| Training. Child Dretention 300

Ok

Cancel

Hew

Hemove

Sort...

Hiztory. ..

Help
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Select the correct hearing for which the results are to be entered. In this example, there is only one hearing. Select
the correct hearing and click on the “OK” button to the top right. That would result in opening the “Existing

Hearing” Page.

B Client Services - Case [Training. Child] - [Hearing [10/02/2009]]
File Edit Search Action Asszociated Attach/Detach  “wfindow Help Toolz
&

HESEEE =

C=_]

HMinors | Citations and Subposnasz I Motices I Bezults I Attendees I

— ldentification
— Court Information

Department

— Hearing Information
= HeanngDateSet\ Hearing D1 ate Tirne Cork
& Date Mot Set [1osoz/2008 [ [09:00am | Glenn County Superior Court =1
Title Judicial O fficer
— Hearing Continued IJudge LI ITraining Judge

Mext Hearing Date  MHext Hearing Time
el

— Interpreter Needed
Continuance Heason Interpreter Requested for this Language
[~

=1

Motes

=
=l

— Create New
- I Fetition - I Court Report - I Hearing Summary
Hotebook HNotebook Document

- I 1CWF A LI
Docy L

|Case [Training. Child] -> Hearing [10/02/2009]

| |FI sady
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This is the same page that was used to originally create this Hearing. Go to either the “Results” page or the
“Attendees” page. The application will not force going to one of these pages before the other; it is user choice.
Frequently, the “Attendees” page is done before the “Results” page. The process is the same for either page. The
example will use the “Attendees” page first.

[ I Minn:nr&l Citationz and Sul:ugu:nen-ESI ﬂuticesl Bezultz ?.&ttenﬁee&j

— Heaning Attendees
Clients il WS Attormneys Staff wiorkers
+ | Client | Relationzhip + | Aittarney Mame + Staff woorker Mame

Client # Substitute Care Provider Attorneps

+ Attorney Mame Client/Subzhitute Care Provider Attarney Tywpe Description

Other Attendees
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]| The normal method to enter information in this page is to click the
Individual Type “+” on each grid, and select the appropriate attendees from the list
S : pprop

IEIients

s Cancel | provided for each grid.

Help |

Attendees Select Individuals B3 |

Individual Tepe
H_ torneys
. i C |
Now, select the next grid, “CWS Attorney”--the indviiels $I attorney
. . K.ent, Clark
that is representing the department. Help |
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It is not uncommon for this to result in a blank screen where Kent, Clark is shown. When that happens there is no
one to select, which makes it impossible to enter who is representing the department. There is a solution. Look

closely at the “CWS Attorney” grid. There is an icon there next to “CWS Attorney.” (8] cws artomeys By clicking on
the icon, a search for attorneys displays without having to go to the “Search” drop down menu and having to
complete the steps associated with doing a normal search.

T

Search Type 0K

I.-'-‘-.ttu:urne_l,l j

Cancel
Help
First Marne o
Lazt Mame I
CWWS Attorney _ =
City 1
County| Glenn - | ¥
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Click on the box in the line for “CWS Attorney” then click the “OK” button. The following notice will be seen for a
very short time.

CWS /CMS - Client Services |

Retrieving information from the host.
Please wait...

The notice will clear itself very quickly. If the search was successful, there will be no further notices. If the search
failed, there will be a notice saying that the search failed.
CWS/CMS - Client Services ]|

' [Hast 00740]
[} Mo matches were found for zearnch on <Attarneps.
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If there is not a notice for no matches, then click on the “+” in the grid again and the “CWS Attorney” or attorneys
to choose from will be in the list. Click the correct attorney’s name and click the “OK” button.

Proceed to the “Staff Workers” grid and click on the “+” in the top left corner of the grid. The following selection
box will display.

| Attendees Select Individuals x| |

: Individual Type

)4
= balt
[ndividuals Cancel
Wheekly, Susan
Help
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All workers with an assignment to that case or referral will be in the list. Click on the workers who were present at
the hearing and then click on the “OK” button.

The next grid is the “Client/Substitute Care Providers Attorney” grid. As with all grids, click on the “+” to enter
data into the grid. That will result in the following selection dialogue box.

Attendees Select Individuals | x| |

Iu:leaT_l.Jpe 0K
[ndividuals Cancel
bazon, Pery - Training, Child Hel
Fickigune, Patricia - Training, Mather Zep

Shivelimaine, Antharny - Training, Father
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All attorneys associated with a client or substitute care provider involved in this case will be listed and may be
selected if present for the hearing. This is a multi-select window and more than one name may be selected.

The last field on this page is the “Other Attendees” field.

Type in the names and relationships of any other attendees at the hearing.

Other Attendees

¥ Client Services - Case [Training, Child] - [Hearing [10/02/2009]]
®. File Edit Search Action Associated Attach/Detach Window Help  Toolz

RS

=]

10 I Minors I Citations and Subpoenas I HMotices i Bes’ults I Attendees I
r Court Results
+ [ Minor Result
The next page to examine is the “Results”
page. Use this page to record what orders
' As Fecommended inor Placement Legal | .
0 Az Recommended with Modifications | Authority ... the Court made at the hearlng.
7 Contrary to Recommendations
' Continued
+ Findings Made + Orders Made
Detail D escription FHD/OR
=]
=l
Ready |Ease [Training. Child] -> Hearing [10/02/2003] |
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Clicking the “+” in the top left corner of the grid will enter the results of the hearing.

Select Hearing Children For Thiz Result |

arng Children DK

Cancel

Help

First, select which child or children the results are for. Click on one or more children listed in this dialogue box. All
children that were selected for this hearing will be in the selection box.
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Each child selected in the dialogue box will have a line in the grid.

= Az Becommended

i~ Az Becommended with Modifications

" Contrary to Recommendations

" Continued This is usually

Note that the application defaults to “As Recommended” as shown.
the correct choice, but always look to be sure. Also, be aware that there are no findings or orders shown in the
appropriate information boxes. That is because the application does not know what was recommended. Findings
and Orders must always be entered. In most counties, a legal clerk is entering this data. The steps to enter findings
and orders are the same--only the choices change. Click the “+” in the left top of the grid when wanting to enter

selections.

The choices for “Findings” are shown on the next page. “Orders” will be shown on the two pages following
“Findings.”
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The selections of “Findings” and “Orders” are not a list of all possibilities. They are a selection of the most
common. The “Findings” and “Orders” are not sorted by hearing type. The lists will always be the same regardless
of the hearing for which data is being entered. When the Court makes “Orders” or “Findings” that are not in either
of the lists, the application has a field for documenting them named “Detail Description.” It is at the bottom of the
“Results” page.

[retail D escription AMDSOR
|

A common finding is that there is not enough space to document all of the Court’s orders. In that case, document
the most important. The hard file will have an exact copy of the Court’s Findings and Orders made at a hearing.

The next page demonstrates a completed “Results” page.
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¥ Client Services - Case [Training. Child] - [Hearing [10/02/2009]]

:‘\ File Edit Seach Action Aszsociated  Attach/Detach wWindow Help Toolz

e NG

=

1D | Minors | Citations and Subpoenas | Motices  Besultz | Attendees |

— Court Results
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1 | Training. Child

lecommended

Result

5 |Detained from Father

0 As Recommended hinor Placement Legal
s Recommended with kodifications ITraining, Child I Authority ___
& Contrar to Aecommendations
0 Continued
+ Findings Made + Orders Made
1 d/0ffered 1 |Placerment Ordered - Out of Home
2 2 |Legal swth. for Plemt. Ordered - Initial
3 |Motice Given Az Required By Law 3 |Detained from Parentz/Legal Guardians
4 | Detained from kother

Dretail D escriptian AMDAOR

pist ordered with Mother and Father before nest Hearing, Hearing is to be supervized.

|

||H eady ||:ase [Training, Child] -> Hearing [10/02,/2009]

B O
it
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Chapter 4, “Initial Placement,” gave instructions to leave the “Legal Authority” field alone until a legal authority

was established. If the Court ordered the “Legal Auth. for Plcmt. Ordered — Initial,” legal authority has been

established. There is no need to return to the placement page to enter this information. Click on the “Placement
F"Iac:emer_lt Legal

Legal Authority ...” button LD - above the “Findings Made” and “Orders Made” selection

information boxes. That will result in the following dialogue box.

Legal Authorization for Placement | x|

Fleaze zelect the appropriate Legal Authorzation for Placement value. ik |
Your zelection will populate the Leqgal Autharization for the active

placement. g
Anailable Minors Effective D ate

Training, Child I'I 00242009 |;| Help |

Legal dwithaorization For Placement

=l
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The application will automatically select the date of the hearing. The user must chose the correct minor or minors
from the “Available Minors” list, and then selects the “Legal Authorization For Placement” from the following drop

down list.

MHone:
Childfhgency Agieement
Firdirgs Mever Mads
Guaidien Mon-Relstve
Guardian Aelabve KinGAP
Lesgal Awthonty Mot ‘et Daterminad
Olut-OF-Codsntrg
Out-0F-Stale ICPC
Parent-Agency Agresment
Relngqushment

e

—1 The most likely selections at this point are the options “WIC 300 a,b,d,d,f,g, i orj.

I
WIC30 & b.o,dFgiori €|

AT 200
WwAC 300k
WIC BN
W R

After selecting the correct child or children and the correct autority, the “OK” button will become “enabled” (turn
black). Click the “OK” button. The “Placement Legal Authority” button will disappear from the findings page.

Placement Legal
Authority __.

Returning to the placement in the “Placement Management Section,” the Legal Authority will be

entered in the correct field.

Nyal Homsher
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Unless the Court dismisses the petition at this time, it will set a next hearing. To record the next hearing in
CWS/CMS, the correct procedure is to go to the drop down menu at the top of the page. Select “Action” from the
Action menu. Select “Create Next Hearing.”

| Action Associated  Attach/Detach
| Merge Senvice Erarwrder: ..

| Merge Eliemt:. .

Merge Substitute Eare Brawider:
Lddlsssccisted BEeferrall..
metermite Besponse. ..
IRfErmnatien &ad Bieferal .
EditAllegation Eonc]siar

U edate Allegatiorn Berpetrator,
[Elent MEpasitian..

[Ereate [Eaontimued Hiearmg
Create Me=t Hearing

[Ereate Lmehded Eetitic

End Eaze...

Beopen Elosed [Ease

The application will automatically create the next hearing. Enter the date and time of the next hearing in the
appropriate fields.

] |Minu:urs| Citationz and Sul:ugu:uenasl ﬂu:utiu:esl B
Identification
Hearing Information

% Hearing Date Set | Heaiing Date  Time
i~ Date Mot Set I |;” - am
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Next, go to the “Minors” page. All minors that were a part of the last hearing will automatically be entered on the
page. Select which type of hearing the next hearing is.

— Minors

+ Mame

Firor
| Trairing. Child |

Hearing Type

I— ~

- [T —

This list is the same list as shown before. The most likely hearing type at this time is “Jurisdiction” or in some
Courts, “Juris/Dispo.” Click on the correct hearing type and the next hearing is entered.

After entering the date, time and type of hearing, the next hearing is set.

The next chapter will be specific to the Jurisdictional Hearing.
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Activities

Go to the Activities for Chapter 5 in the Activities booklet.
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