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Courts
Training Guide

Courts Training is an instructor-led training designed for hands-on learning the CWS-CARES system within the training environment. This training phase is scenario-based and enables participants to execute key actions and business processes using data and scenarios that mirror production conditions, providing both functional and experiential readiness.  
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[bookmark: _Toc240882330]Lesson 1: Review Activity/Course Overview
[bookmark: _Toc240882331]Course Summary
The purpose of this course is to provide training on new and complex functionality in CWS-CARES that supports court-specific processes and documentation. This includes processing warrants, preparing and managing detention hearings, and other court-related activities.
Important Note: Please note that all court functionality in CWS-CARES will be enabled through Case Management permissions. If you have designated court workers in your county, we recommend they attend this session.
[bookmark: _Toc240882332]Audience
Anyone in your organization that is responsible for creating/processing warrants, detention hearing documents, managing 366.26 hearings, completing due diligence searches, 
ex-parte, and managing court reports. This functionality will be enabled in CWS-CARES through the following permissions:
· Case Management Worker
· Case Management Supervisor
· ER Worker
· ER Supervisor
Please Note: While above is our intended audience, we recommend that anyone who may benefit from and/or may be assisting in performing related activities should attend.
[bookmark: _Toc240882333]Supporting On-Demand Learning
The following On-Demand modules are essential learning modules available in CWS-CARES and should be complete prior to attending this ILT session. 
· CWS-CARES - Family Transfer Request 
· CWS-CARES - Contact Log and Tribal Inquiries Basics
· CWS-CARES - Creating & Completing Tasks
· CWS-CARES - Creating & Managing Person Records
· CWS-CARES - Documenting Addresses
· CWS-CARES - Managing & Uploading Documents
· CWS-CARES - Managing Primary & Secondary Assignments
· CWS-CARES - Supervisor Review and Approvals
· CWS-CARES - Creating a Contact Note
· Courts - Additional Hearings
· Courts - Creating & Generating Warrants
· Courts - Jurisdiction and Disposition Hearings
· Courts - Process Court Hearings

[bookmark: _Toc240882334]Accessing Data Seeded Cases
Attendees should be able to use the case they created during the Screening & Referrals course, but if there are issues, we have seeded cases for trainees in the environment.
Follow the steps below to access a data seeded Family Reunification case that can be used to complete the functionality in this lesson:
Step 1 Ensure you are logged into the CARES104 Training Environment 
Step 2 From your homepage, search for your assigned Case ID in the global search
· Note: You can get this number from your course facilitators
Step 3 Click the hyperlinked Case ID to navigate to the specific case you will use
Step 4 Click the Case Details tab on the case
Step 5 Click Assignments and select the New button in the right-hand corner
Step 6 Enter the mandatory fields
· Responsibility: Primary
· Caseload: Select Yourself
· Reason for Assignment: Administrative Reason
Step 7 Click Save

[bookmark: _Toc240882335]Lesson 2: Warrants
[bookmark: _Toc240882336]Scenario Narrative:
Since the circumstances for the children are not exigent, the worker pursues a Protective Custody Warrant with the Court. The worker completes the warrant and submits it to the supervisor who reviews and approves it. When the warrant is submitted to Court, the Court agrees and grants the warrant. The worker and law enforcement serve the warrant to the parents, and the children are removed from the home.  The worker reports to the Court that the warrant was successfully served and notes this in the system. 
[bookmark: _Toc240882337]Create Protective Custody Warrant
Step 1 Click Court Record tab, then click Court Work Items subtab on the left navigation panel.
Step 2 On the Warrants section, click New.
Step 3 Complete the following fields in the Warrant Information section.
· Type: Select Protective Custody Warrant
· Status: Defaults to Open – Draft. 
Step 4 Scroll to the bottom of the page and click Save.
Step 5 On the “No Active Court Case Associated” pop-up, select Yes.  

Participants
Step 1 Click Participants tab in the left navigation panel within the Court Work Item record. 
Step 2 On the Children section, click Pick Child(ren).
Step 3 Select the focus child’s sibling from the picklist.
Step 4 Click Save.
Step 5 On the “No Active Court Case Associated” pop up, select Yes. 

Submit for Approval
Update Approval Supervisor
Step 1 On the left navigation panel, click the Approval Details/History tab.
Step 2 In the Approval Details section, make sure your name is listed in the Approval Supervisor field.  
NOTE: If another person’s name is listed, click the X on the right side of the field and then start typing your name. Select yourself from the picklist and then, in the bottom right corner of the section, click the Save button.
Step 3 Click the Submit for Approval button on the top right corner of the screen.
Step 4 On the Submit for Approval pop-up box, click Next.
Step 5 Click Finish.

Approve the Warrant

To Approve the Warrant, complete the following steps
Step 1 Click the Approval Details/History tab on the left navigation panel within the Court Work Item record. 

Step 2 Scroll down to the Approval History section and click Approve.

Step 3 On the Approve Court Work Item pop-up, click Approve.

Step 4 Click the Warrant Details tab in the left navigation panel and verify the Status displays Open – Approved. 

Step 5 On the Warrant Details tab on the left navigation panel and scroll down to the Court Related section to complete the following fields:

· Warrant Submission Date /Time: Enter today’s date.
· Filing Method: Select E-filing

Step 6  Scroll down and click Save.  

NOTE: The Status field in the Warrant Details section should now display Open-Pending in Court.

[bookmark: _Toc240882338]Document Warrant Ruling
Step 1 Within the Warrant Court Work Item record, the Warrant Details tab is selected by default. 
Step 2 On the Court Related section, complete the following:
· Warrant Submission Date/Time: Select today’s date
· Court Ruling: Select Approved
· Court Approved/Issued Date and Time: Select Today’s Date
· Court Warrant Number: User Created

Step 3 Click Save.

Upload Warrant
To upload the warrant:
Step 1 Click the Documents tab on the left navigation panel within the Warrant Court Work Item, then on the Document List section, click Upload.

Step 2 On the Document Details section, complete the following:
· Document Category: Select Courts
· Document Type: Select Warrants
· Document Status: Defaults to Final. Leave as is.
· Description: User Entered

Step 3  Click Upload Files button.

Step 4  Click Upload.

Step 5  Click the X on the Upload Document tab, to close the record and navigate back to the Warrant Details tab on the left navigation panel of the Warrant Court Work Item.

Step 6  Scroll down to the Court Related section and check the Signed Warrant Uploaded checkbox.

Step 7  Click Save.

[bookmark: _Toc240882339]Serve a Warrant
Step 1 Within the Court Work Item record for the Warrant, click the Serve Attempts tab on the left navigation panel.

Step 2 On the Serve Attempt section click the New button.

Step 3 On the Serve Attempt Information section, complete the following:
· Serve Attempt Successful?: Select the Yes radio button. 
· Warrant Served To field: Type the names of the parent(s) on the case 
· Serve Attempt By: Select Staff
· Staff Name: Select yourself 
· Serve Attempt Date/Time fields: Click in field and select today’s date.

Step 4 Complete the mandatory fields in the Address Validation section. 
· Address Line 1: User Created
· City: User Created
· County: User Created
· Zip Code: User Created

Step 5 Click Save.

Step 6 Click the X in the light blue (in focus) SAT- subtab to return to Warrant Court Work Item record.


[bookmark: _Toc240882340]Document Warrant Outcome
Step 1 Within the Warrant Court Work Item page, click the Warrant Outcomes tab on the left navigation panel.

Step 2 Within the Warrant Outcome section, the Warrant Type field will automatically populate based on the type of Warrant selected in the Warrant Details tab. 
NOTE: For each child associated with the case, there will be an additional section titled with the child’s name. 

Step 3 Complete the following fields for EACH child:
· Was the child Removed?: Click the Yes radio button
· Warrant Outcome Narrative: User Created

Step 4 Click Save.


[bookmark: _Toc240882341]Close the Warrant
Step 1 Within the Warrant Court Work Item page, click the Warrant Details tab on the left navigation panel. 

Step 2 Scroll down to the Warrant Serve Information section, and complete the following fields:
· Warrant Returned to Court After Served: Select Yes
· Date Returned to Court After Served: Select today’s date

Step 3 Click Save. 

Step 4 Click the X on the Court Work Item tab to navigate back to the main Case page.

[bookmark: _Toc240882342]Lesson 3: Petition/Detention Hearings

[bookmark: _Toc240882343]Scenario Narrative:
Upon removal, the worker requests a hearing date with their court to be held within 72 hours. They immediately begin drafting a petition providing details about the allegations of general neglect of Victor and Peter by their parents and physical abuse of Victor by Paul using the JV110 Petition. The worker also begins drafting the Detention Hearing court report. Once a hearing date is scheduled by the court, the worker files the petition along with the completed Detention Hearing court report to the court at a minimum of 24hours before the scheduled hearing date and time. The worker will document that the appropriate parties were noticed and the method in which they were noticed. At the hearing, the Court decides that the children will remain in protective custody and schedules a Jurisdiction/Disposition Hearing; the Court Officer writes notes in CWS-CARES.  When the Minute Orders are issued, the worker records them in the system and uploads the document, associates the assigned attorneys to the cases, and creates the Jurisdiction/Disposition Hearing in CWS-CARES.  
[bookmark: _Toc240882344]Create Petition
Step 1 Click Court Records tab, then the Court Work Items subtab on the left navigation panel.

Step 2 On the Petitions section, click New. 

Step 3 Complete the following fields in the Petition Information section:
· Type: Select WIC 300
· Status: Defaults to Open – Created Leave as is.

NOTE: In training, we are focused on completing the mandatory fields, however all fields are typically completed and populate in forms, court reports, and system reminders. For example, in the Court Filing Information section, we would select the Superior Court from the picklist, and the Due Date to Submit Petition to Court to help track our due dates.

Step 4   Scroll down and click Save.


Participants 
Step 1 Click the Participants tab in the left navigation panel within the Court Work Item record.
Step 2 On the Child(ren) section, click Pick Child(ren). 
Step 3 On the New Court Work Item Participant section, for Pick Child(ren) field, click the dropdown and select from the picklist to add the 17yr old child to the petition.
Step 4 Click Save. 
Step 5 On the Court Work Item Participants section, click Pick Participants.
Step 6 For Select Persons, click the dropdown and select both parent(s) (to include them on the petition as Participants) for each child. 
Step 7 Click Save.

Add Allegations 
Step 1 Click Allegations tab on the left navigation panel. It then defaults to the Petition Allegation subtab. 

Step 2   On the Petition Allegations section, click New.

Step 3   Complete following fields in the Petition Allegations section:
· Select Child(ren): Select both children.
· Petition Allegations Which Apply: Select B: Neglect or Abandonment or CSEC 

Step 4 Complete the following additional fields in the (b) Neglect/ Abandonment/ CSEC Additional Information section:
· Suffered/At Risk of Serious Harm/Illness: Select As a result of the failure or inability of his or her parent or legal guardian to supervise or protect the child adequately

Step 5 Click Save. 

Step 6   On the Petition Allegations section, click New button. 
· Select Children: 17yr old child on your case
· Select Allegations: A: Physical Abuse

Step 7  Click Save.

Allegation Counts
Step 1 Click the Allegations tab, then the Allegation Counts subtab on the left navigation panel within WIC 300 Court Work Item record.

Step 2 Complete the following fields in the Add Petition Allegation Count section:
· Petition Allegation: Select the first Petition Allegation.
· Allegation Count Applies To: Select the 17yr old child on the case
· Allegation Count Details: Type Test

Step 3 Click Save.

NOTE: Repeat the above process to add additional petition allegation counts for the focus child. Start at Step 2.
Generate Petition Document 
Step 1 Click the down arrow on the upper right-hand corner within the Court Work Item record and select Generate Petition from the drop down menu.

Step 2 Complete the relevant and mandatory fields on the Generate Petition pop-up:
· Select Template Type: Defaults to the radio button defaults to State. Leave as is.
·  Document Type: Select JV 110- Juvenile Dependency Petition.  
· Please Select Document Language: Defaults to English (leave as is)
· Group All Participants on One Form: Select the Yes radio button.
· Select Children: Select both children.
· Select Other Participants: Select both parents.

Step 3 Click Generate.

View JV 110 Juvenile Dependency Petition
Step 1 Click the Documents tab in the left navigation panel, within the WIC 300 Court Work Item record.

Step 2 On the In Progress Documents list section, locate the JV 110.

Step 3 Click the caret at the end of the row and select Edit.

Step 4 Review the JV-110 document for accuracy. 

Step 5 On the upper right corner of the window, click Finalize Document.

Step 6 Click the drop-down arrow next to the document that was generated and select Update Status.

Step 7 On the Update Document Status pop-up, update the Document Status field to Final.

Step 8 Click Save.


Generate ICWA 10 (A)
Step 1 Click the Generate Document button within the WIC 300 Court Work Item record on the upper right corner.

Step 2 Complete the following fields in the Generate Document pop-up:
· Select Template Type: Defaults to State. Leave as is.
· Document Type: Select ICWA 010 (A): Indian Child Inquiry Attachment.
· Select Child(ren): Select both children.

Step 3 Click Generate.

Step 4 On the In Progress Document List section locate the ICWA 010A form then click the drop down arrow at the end of the row.

Step 5 Click Edit.

Step 6 Click the Finalize Document button on the upper right corner. 
NOTE: In practice, if you needed to continue working on the form, you can select Save As Draft.

Step 7 The ICWA 10 (A) then displays on the Document List section. 

[bookmark: _Toc240882345]Submit Petition for Approval
Update Approval Supervisor
Step 1 Click Approval Details/History in the left navigation panel within the WIC 300 Court Work Item record.

Step 2 On the Approval Details section, select yourself for Approval Supervisor field. Confirm your name is in the field, if another name is entered, click the X on the right side of the field to remove it.

Step 3 Click Save.

Submit for Approval

Step 1 Click the Submit for Approval button on upper right-hand corner within the Court Work Item record.

Step 2 On the Submit for Approval pop-up, click Next.

Step 3 Click Finish.

Approve the Petition
Step 1 Scroll down to the Approval History section within the Court Work Item record.

Step 2 On the Approval History section, click Approve on the right corner of the section.

Step 3 On the Approve Court Work Item pop-up, click Approve.


Update Petition Details

Step 1  Click Petition Details tab on the left navigation panel, within the WIC 300 Court Work Item record.

Step 2  On the Petition Information section, verify the Status displays Open-Approved.  

Step 3  Complete the following fields on Court Filing Information section:
· Filing Method: Select Paper Filing
· Filing Date: Type today’s date

Step 4  Scroll down and click Save.

Step 5  Click the X next to the Court Work Item tab to navigate back to the main Case page.

[bookmark: _Toc240882346]Create Detention Hearing
Step 1 Click Court Records tab, then the Court Work Items subtab on the left navigation panel.
Step 2 On the Hearings section, click New. 
Step 3 Complete the following fields on the Hearing Information section:
· Type: Select Detention Hearing
· Hearing Subtype: Select 300
· Status: Select Completed 
· Hearing Date and Time: Select today’s date
Step 4 Scroll down and click Save.

NOTE: The system creates the Court Work Item (CWI) and displays the Court Work Item page.


Add Participants
Step 1 Click the Participants tab on the left navigation panel within the Court Work Item/Detention Hearing record.

Step 2 On the Child(ren) section, click Pick Child(ren). 

Step 3 On the New Court Work Item Participant section, select the 17yr old sibling.

Step 4 Click Save. 

Step 5 On the Court Work Item Participants section, click Pick Participants.

Step 6 Click the Select Person(s) and select both parents. 

Step 7 Repeat Step 6 for the second child. 

Step 8 Click Save.

Create Notice
The various Notice Types are: Hearing on a Petition, ICWA-Indian Child Proceeding, Notification by Publication, Review-Hearing-Juvenile, Selection of a Permanent Plan Juvenile, Other, are the drop-down options.
Step 1 Click the Notices tab on the left navigation panel within the Court Work Item/Detention Hearing record.
Step 2 On the Notices section, click New. 
Step 3 Complete the following fields in the Notice Information section:
· Notice Type: Select Hearing on a Petition.
· Documents Provided With Notice: Select Court Report and Petition
· Focus Child(ren): Select both children
Step 4 Click Save.
Document Notice Distribution
Once the Notice Record has been created, the worker will create a Notice Distribution record for each notice recipient.  

To record the Notice Distribution, complete the following: 
Step 1 Click the Notice Distributions tab on the left navigation panel within the Notice record.
Step 2 On the Notice Distributions section, click New.
Step 3 Complete the following fields on the Recipient Information section:
· Notice Recipient Type: Select Court Work Item Participants
NOTE: If the tribe has been added to the child’s person record, it will be available for the drop down. The Bureau of Indian Affairs and Secretary of the Interior would also options.
· Recipient: Select the Mother/Parent profile from drop-down 
· Method of Distribution: Select In Person
NOTE: Depending on the selection made, additional field display.

Step 4 Complete the In Person Notice Distribution section:
· Select Addresses – Select the address from the picklist.
· Date Sent: Enter today’s date 
NOTE: 
· Each distribution can be documented with date set separately or they can all be updated at once on the Notice Details Page.
· The Date Sent is not mandatory but will populate into the court report and noticing section. If a Date Sent is added to the Notice Details page, it will override dates entered on the Notice Distribution records. 

Step 5 Click the Save button. 
Step 6 Repeat the steps for the other parent. 
Generate Notice Documents
To generate notices to send to the listed recipients, follow these steps:  
Step 1 Click the Generate Document button in the top right corner within the Notice record. 

Step 2 Complete the relevant and mandatory fields in the Generate Document pop-up window:  
· Select Template Type: Defaults to State. Leave as is.
· Document Type: Select Notice of Hearing on Petition from the picklist.   
· Please Select Document Language: English is selected by default, leave as is. 
NOTE: Spanish is also an option for Please Select Document Language picklist. 
· Select Child(ren): Select both children.

Step 3 Click Generate.

Generate ICWA 030
To generate the ICWA 030, complete the following:

Step 1 Click the Generate Document button on the upper right-hand corner within the Notice record.


Step 2 Complete the following fields in the Generate Document pop-up:
· Select Template Type: Defaults to State. Leave as is.
· Document Type: Select ICWA 030 - Notice of Custody of an Indian Child
· Select Child(ren): Select both children.

Step 3 Click Generate.

Edit ICWA 030
To edit the ICWA 030, complete the following:

Step 1 Click the Documents tab on the left navigation panel within the Notice record.

Step 2 Click the drop-down arrow to the right of the document, then select the Edit. 

Step 3 Click the Finalize Document on the top right corner.  

Step 4 Click the Documents tab in the left navigation panel.

Step 5 Verify Document is in the Document List section.   

Step 6 Click the X on the tabs to return to Court Work Item/Detention Hearing record.


[bookmark: _Toc240882347]Create the Court Report
Court Reports

Step 1 Within the Court Work Item/Detention Hearing record, click the Court Reports tab on the left navigation panel 

Step 2 On the Court Reports section, click New.

Step 3 Complete the following fields on the New Court Report page:
· Report Type: Select Detention Report
· Select Child(ren): Select each child

Step 4 Click Save.

Step 5 Scroll down to the Additional Report Section Headers section and complete the fields: 
· Interpreter Needed Section Header: Select Interpreter section will NOT be included.
· Efforts to Locate Absent Parents: Select Do NOT include this section in the report.

Step 6 Scroll down to the Attachments section and complete the field:
· For Attachments Needed?: Select The attachments identified in this report are attached hereto and incorporated herein by this reference.

Step 7 Scroll down to the Detention Report Details section and complete the following fields:
· Reasonable Efforts Made: Select Reasonable Efforts were made
· Pre-Placement Preventative Services: Select Other Services
· Future Services: Select Case Management
· Relative Placement: Select There are no relatives to consider
· Continue Detention: Select Substantial Danger/Physical Health

Step 8 Scroll down and click Save.


[bookmark: _Toc240882348]Generate Court Report
Step 1 Click the Generate Document on the upper right-hand corner within the Court Report/Detention Report record.
Step 2 Complete the following fields in the Generate Document popup:
· Select Template Type: Defaults to State. Leave as is.
· Document Type: Select Detention Report.
· Output Format: Click the dropdown and select DOCX.
· JV 410 Form used for findings and orders: Click the Yes radio button.

Step 3 Click Generate.

NOTE: 
· If the supervisor is sending the court report back for modifications, in the Approval Details/History tab they can “Reject” it. 
· The Worker can also Recall it.

[bookmark: _Toc240882349]Download the Court Report
Court Report Documents generated in CWS-CARES can be edited in the browser by clicking View from the document menu, or Downloaded, completed, and then the new version can be uploaded into the Court Reports Document List.  
To Download the Court Report and work offline, complete the following:  
Step 1 Click on the Documents tab in the left navigation within the Court Report/Detention Report record for the Hearing.  

Step 2 On the Document List section, click the drop-down arrow on the far-right end of the Detention Report, then select Download from the menu that displays.  

Step 3 On the Downloads pop up, select Open on the top right corner. 
		

Step 4 On the yellow banner when the document opens, click the Enable Editing button. 
		
Step 5 Complete and save the downloaded report in Word. 

Step 6 Return to CWS-CARES, navigate back to the Court Report record and click on the Documents tab on the left navigation panel. 

Step 7 Click the Upload button on the far-right end of the report row in the Document List.

Step 8 Complete the mandatory and relevant fields in the Document Version record. 
· Document Category: Select Courts
· Document Type: Select Court Reports
· Documentation Status: Defaults to Final. Leave as is.

Step 9 Click the Upload Files button. 

Step 10 Select the document from the saved location. 

Step 11 Click the Open button. 

Step 12 Click the Upload button. 

	A green message displays that the upload was successful.   
[bookmark: _Toc240882350]Merge Documents
Merging of documents is used in the Courts Section for the Creation and Distribution of Documents. It allows attachments to be uploaded and merged with documents generated in the system to create packets that can be distributed. The documents keep their original page numbers and have an additional packet page number for reference.  

To Merge Documents: 
Step 1 On the Documents List section, check the box to the left of the documents. 

Step 2 Click the Merge button in the upper right-hand corner.  

The Merge Documents window will display. 

Step 3 On the Title field type Packet.

The Documents will display. 

Step 4 Right-click on Document Title for each one and select Merge with Next until all of the documents have been combined.
· Using the left click, you can drag the page to reorder.
· If you want to move multiple pages at once, click Ctrl then left click on the document then drag them where you want.

Step 5 Click Save button on the upper right-hand corner. 

NOTE:
· A Preparing Documents pop up displays.
· A notification will display indicating that the merge was successful. 
· Once it saves it will be a separate document.

Step 6  Click the X on the tabs to navigate back to the Court Work Item/Detention Hering record.
[bookmark: _Toc240882351]Packet/Document Distribution
To record Document Distribution: 
Step 1 Within the Court Work Item/Detention Hearing record, click the Document Distribution tab on the left navigation panel. 

Step 2 On Document Distribution section, click New. 

Step 3 Complete the mandatory fields in the Document Distribution Information section:  
· Distributed Document Type: Select Detention Hearing Packet
· Documents Distributed To: Select Court Work Item Participants
· Recipient: Select a Parent
· Sent on Behalf Of: Select one child
· Method of Distribution: Select Email

NOTE: Depending on the selection made, an additional section and fields displays.

Step 4 On the Email Information section, complete the following:
· Email Address: User Created
· Date & Time Sent: Select today’s date

Step 5  Click Save.

	NOTE: 
· Each recipient will need a separate record.
· Repeat the steps for the other parent.

[bookmark: _Toc240882352]Document the Court Officer Notes
Court Officer Notes
Step 1 Click the Court Officer Notes tab in the left navigation panel within the Court Work Item/Detention Hearing record. 

Step 2 On the Attendance Information section, complete the following fields:
· Participants Present in Court: Select the children and parent(s).
· Staff Worker Present in Court: Select yourself from the picklist.

Step 3   Scroll down and click Save.

NOTE: 
· Court Officer Notes can be printed. 
· They can be generated in a Hearing record, under Generate Documents, by selecting Court Notes

[bookmark: _Toc240882353]Update Hearing Details
Step 1 Click the Hearing Details tab on the left navigation panel within the Court Work Item/Detention Hearing record. 

Step 2 Complete the following in the Hearing Information section:
· Status: Select Completed, if not already indicated.

Step 3 Scroll down to the After Hearing Details section and complete the following fields:
· Official Minute Order Date: Select today’s date.
· Date Official Minute Orders Received: Select today’s date.

Step 4 Scroll down and click Save.

[bookmark: _Toc240882354]Document Court Case Numbers
Dependency Number
To add the Dependency Number, complete the following steps:
Step 1     Within the Court Work Item/Detention Hearing record, click the Court Cases tab on the left navigation panel.

Step 2 Click the hyperlink for the Court Case: Court Case ID for your 4yr old focus child.

Step 3 On the Court Case Information section complete the field:
· Status: Defaults to Active. Leave as is.
· Court Case Number: Type “JV” followed by a random 5-digit number.

Step 4 Scroll down and click Save.

Step 5 Click the X to close the Court Case tab.

Step 6 Repeat and complete steps 2-5 above for the sibling’s Court Case.

Step 7 Click the X to on the tab to navigate back to the Court Work Item/Detention Hearing record.


[bookmark: _Toc240882355]Document Court Minute Orders
Step 1 Within the Court Work Item/Detention Hearing record, select the Court Minute Orders tab on the left navigation panel.

Step 2 On the Court Minute Orders section, click New.

Step 3 Complete the following field on the Court Minute Order Details section:
· Select children/youth associated with this minute order: Select both children from the picklist. 

NOTE: The same Minute Order record can be used for siblings in which the findings and orders are identical. If different findings and orders are made for siblings, separate records must be created for each child.

Step 4 Scroll down to the Finding Details section and complete the following:
· Key Findings: Select “Child Comes under ICWA, Continuance in the Home is Contrary to the Welfare of the Minor,” and “Reasonable efforts were made to Prevent Removal.”

Step 5 Scroll down to the Reasonable Efforts section and complete the following field:
· Court Date Reasonable Efforts Made Date: Enter Today’s date.

Step 6 Scroll down to the Child Comes Under ICWA section and complete the following fields:
· Request to Transfer to Tribal Court: Select No
· Denial of Transfer to Tribal Court: Select No
· Either Of the Parents Objected: Select No
· Transfer Declined by Tribal Court: Select No
· Good Cause Exists for Denying Transfer: Select No
· Has Potential Tribal Affiliations: Select Reason to Know 
· Reason to know Selection: Select “The agency is required to exercise due diligence to identify and work with all the tribes where the child may be a member or eligible for membership to verify the child’s status, provide notice, file proof of due diligence and notice with the court.”

Step 7  Scroll down to the Order Details section and complete the following fields:
· Key Orders: Select Legal Authority For Placement Ordered-Initial and Detained from Parents/Legal Guardians
· Additional Orders: Select Attorney appointment continued
· Court Order Status: Select As Recommended 
· Court Ordered Special Programs: Select the No radio button

Step 9 Scroll down to the Placement Orders section and complete the following field:
· Legal Authority for Placement: Select Temporary Custody

Step 10 Click Save.
The information then displays on the Court Minute Orders section.

Step 11 Click the X on the Court Work Item/Detention Hearing record to navigate back to the main Case page.
	
Add Attorney

To add an attorney:
Step 1 Click the Persons Involved tab on the left navigation panel from the main Case page.

The Core Participants and Other Participants section display.

Step 2 On the Other Participants section, click New.

Step 3 On the New Other Participant section, click the Attorney radio button.

Step 4 Click Next.

Step 5 On the Participant Details section, complete the following:
· Person: Select the 4yr old child.
· Role: Defaults to Attorney. Leave as is.
· Attorney Type: Defaults to Dependency Court Attorney. Leave as is.
· Start Date: Enter Today’s Date

Step 6   Click Next.

Step 7 On the Associate Person section, select the radio button to the left of the name of one of the options. 

Step 8 Click the Associate button on the bottom right corner.

Step 9 View the updated information on the Other Participants section.

[bookmark: _Toc240882356]Jurisdiction/Jurisdiction-Disposition Hearing 
Schedule Jurisdiction and Disposition Hearing
To schedule the Jurisdiction/Jurisdiction-Disposition Hearing:
Step 1 Click the Court Records tab on the left navigation panel, then click the Court Work Items subtab. 

Step 2 On the Hearing section, click on the Court Work Item ID link for the Detention Hearing to open the Hearing record.

Step 3 From within the Court Work Item/Detention Hearing record, click the Next Hearing(s) tab on the left navigation panel.

Step 4 On the Upcoming Hearings section click the New button. 

Step 5 On the Hearing Information section, complete the following fields:
· Type: Select Jurisdiction and Disposition Hearing
· Status: Update to “Scheduled”
· Hearing Date and Time: Select tomorrow’s date

Step 6 Scroll down and click Save.

Step 7 Within the Court Work Item/Jurisdiction and Disposition Hearing record, click the Participants on the left navigation panel.


Add Attorney 
Step 1 On the Attorneys section, click Pick Attorneys.

Step 2 Select Attorneys for Court Participants from the picklists.

Step 3 Click Save.

Step 4 Click the X next to all open subtabs to close them, until you reach the Case tab.



[bookmark: _Toc240882357][bookmark: _Hlk220939066]Linking the Petition to the Hearing
To link the Petition to the Hearing: 

Step 1 [bookmark: _Hlk220939053]Click the Court Records tab, then the Court Work Items subtab on the left navigation panel from the main Case page.

Step 2 On the Petitions section, click the Court Work Item ID link for the WIC 300 Petition.  

Step 3 On the Petition Information section, complete the field:
· Status: Select Active- Submitted to Court.

Step 4 Scroll down and click Save.

Petition Hearings in the Petition Record
Step 1 Click the Petitions Hearings tab on the left navigation pane within the Court Work Item/WIC 300 record. 

Step 2 On the Petition Hearings section, click New.

Step 3 On the Information section, complete the following:
· Petition ID: Prepopulates to the Court Work Item. Leave as is.
· Hearing ID: Select the CWI Petition/Detention Hearing.

Step 4 Click Save.

Step 5 Click the X on the tabs to return to the main Case page.

[bookmark: _Toc240882358]Lesson 4: Other Courts Functionality 
[bookmark: _Hlk221172500][bookmark: _Toc240882359]Discovery Requests 
Scenario Narrative
The court orders Discovery based on a request from the mother’s attorney. The CWS-CARES user initiates the Discovery Request and completes the Discovery.
To enter discovery details: 
Step 1 From the Case record, click the Court Records tab, then the Discovery Requests subtab on the left navigation panel.

Step 2 On the Discovery Request section, click New.

Step 3 Verify the Focus Child(ren) field is auto populated.

Step 4 On the Discovery Information section complete the following:
· Status: Defaults to Open. Leave as is.
· Requested Date: Defaults to Today’s date
· Due Date: Select Today’s date
· Reason for Request: Tester created
· Requested By: Select Informal Request by Attorney
· Assigned Worker: Defaults to yourself

Step 5 On the Select Content from CARES section complete the following:
· Records Start Date: Today’s date
· Records End Date: Today’s date

Step 6 From within the Discovery Request record, on the Select Content from CARES section: 
· Select Content from Screening: Select Screening 
· Select Content from Referral: Select Correspondences and Contact Log (All types of contacts incl. Tribal Inquiries & Collaboration) 
· Select Content from Case Management: Select Contact Log (All types of contacts incl. Tribal Inquiries & Collaboration) and Assessments 
· Select Content from Courts: Select Court Reports and Petitions 

Step 7 Click Save.


[bookmark: _Toc240882360]Discovery Distribution
To create a Discovery Distribution, we will follow these steps: 
Step 1 Click the Discovery Distributions tab in the left navigation panel within the Discovery Request record.

Step 2 On the Discovery Distributions section, click New. 

Step 3 On the Discovery Distributed To section complete the Discovery Distributed To field and select Court. 

NOTE: 
· In practice, you can select the applicable value from the picklist. 
· Depending on the selections made, additional fields display.
· If Court is selected in the Discovery Distributed To picklist, the Superior Court, Date and Time Sent, and Method of Distribution fields will need to be completed in the Court Distribution section.  
· If Attorney(s) is selected in the Discovery Distributed To picklist, the Attorney(s) field will need to be completed in the Attorney Distribution section. 
· If Other is selected in the Discovery Distributed To picklist, the Name, Date and Time Sent, Method of Distribution, Country, Address Line 1, City, and Zip Code will need to be completed in the Other Distribution section.

Step 4    Complete the Court Distribution section:
· Superior Court: Select a court option from your county
· Date and Time Sent: Enter today’s date
· Method of Distribution: Select E-File
· Select Address: Select the address from the picklist

Step 5 Click Save.

Refresh the page as needed.

Generate Discovery Request Document

Step 1 Click Generate Document button on the upper right corner. 

A Generate Document pop up displays.

Step 2 On the Document Type picklist select Discovery Request.


Step 3 Click Generate.

NOTE: A green notification displays indicating, “The draft document has been successfully added to the In Progress Document List.” 

Step 4 Click Documents tab on the left navigation panel within the Discovery Request record. 

NOTE: If the document does not display, click the refresh button.

Step 5 On the In Progress Document List section locate the Discovery Request document.

Step 6 Click the caret to the right of the document.

Step 7 Click Edit.

The Document populates on a different browser tab. If the CARES session has expired, you will have to log in. 

Step 8 On the upper right corner of the window, click Finalize Document.  

The window then closes automatically.

[bookmark: _Toc240882361]Redaction
To redact a document:
Step 1 On the Document List section, click the dropdown arrow next to the Discovery Request document generated and select Redact.

Step 2 On the upper right-hand corner enter a Reason for Redaction: Type Discovery.

Step 3 [bookmark: _Hlk221172593]Click the Redaction Mode icon (icon to the left of Zoom) from the tool bar.

Step 4 Select the text using the crosshair.

NOTE: 
· If the Reason for Redaction wasn’t entered a pop up will display to enter Reason for Redaction: Tester created

Step 5 Click the magnifying glass on the left-hand corner to demonstrate that they can enter a word. 
NOTE: If an item was selected in error, right-click and select Delete.

Step 6    Click the item to view it on the document or check the checkbox, then select Redact at the bottom to redact. 

Step 7    To go to the next page of the document, click the blue arrow (Next Page) icon to the right of 1/10 or enter a page number.

Step 8    Click Upload New on the upper right-hand corner. 

The page will automatically close and it then displays as a new document.

NOTE: 
· If Upload Version is selected, it will show as a new version of the same document. Select View and it displays on the View list.
· The system will save the different versions.

Step 5 Click the Documents tab and verify a new document is visible on Document list with title “Redacted…” 

Step 6 Click the View button to verify the text is grayed out.  

Step 7 Click the X on the tabs to navigate back to the main Case page.


[bookmark: _Toc240882362]Ex-Parte

Scenario Narrative
The MGM Veronica requests to take the brothers on a vacation together for some sibling time and has planned a trip to Yellowstone Park.  The worker speaks to the parents and the attorneys involved and submits an Ex-Parte to the Court requesting permission to travel out of state.
To create an Ex-Parte
Step 1 Within the focus child’s case, click the Court Records tab then the Court Work Items subtab.

Step 2 On the Ad Hoc Activity section, click New.

Step 3 Complete the following fields under Ad Hoc Activity Information section:
· Type: Select Ex Parte Request 
· Subtype: Select Travel Orders
· Request Date: Enter Today’s Date   
· Status: Select Submitted 

Step 4 Complete the following fields under Superior Court Information section: 
· Superior Court: Select Available court option for county 
· Department: User created
· Judicial Officer Title: Select Judge 
· Judicial Officer: Tester created 

Step 5 Scroll down and click Save.


[bookmark: _Hlk221172517]Participants 
To add the children to the Ex Parte Request, complete the following:
Step 1 Within the Court Work Item/Ex Parte Request record click the Participants tab on the left navigation panel.  
Step 2 On the Child(ren) section, click Pick Child(ren).  
Step 3 Select both children and click Save.
Refresh the page as needed.

To add the parents, complete the following:
Step 1 On the Court Work Item Participants section, click Pick Participants. 
Step 2 Complete the following on the New Court Work Item Participant section for both children:
· Select Person(s): Select both Parents 
Step 3 Click Save.
Refresh the page as needed.
To document the response, complete the following: 
Step 1 Within the Court Work Item/Ex Parte Request record, on the Court Work Item Participants section, click the Court Work Item Participant Id link for the first parent.

Step 2 Complete the following fields under the Ad Hoc Activity section:
· Ex Parte Request Response field: Select Disagree Ex Parte Request
· Method of Contact: Select Verbal – Phone Call 

Step 3 Click Save.

Step 4 Click the X on the Court Work Item Participant tab.

Step 5 Repeat the steps for the other parent. 

Step 6 Click the X on the Court Work Item Participant tab to return to the Ex Parte Request record.  

Generate Ex-Parte 
To Generate the Ex-Parte:
Step 1 Within the Ex Parte Request record, click the Court Reports tab on the left navigation panel. 
Step 2 On the Court Report section, click New.
Step 3 Report Type: Select Ex Parte Report 
Step 4 Select Child(ren): Select the focus child(ren) from picklist.  
Step 5 Click Save.
Step 6 Scroll down to the Ex-Parte Application & Order section.
Step 7 For the Ex-Parte Application and Order Type field, select Travel.
Step 8 Scroll down and click Save. 


Update Approval Supervisor
Step 1 Click the Approval Details/History tab in the left navigation panel within the Court Report/Ex Parte Report record.

Step 2 On the Approval Details section, select yourself as Approval Supervisor.

Step 3 Click Save.


e-Sign the Ex Parte
To eSign the Ex Parte complete the following:
Step 1 Click the e-Sign button on the upper right-hand corner.

A Send Document for Electronic Signature pop up displays.
Step 2    Complete the following fields on the Send Document for Electronic Signature pop up:
· Document Type: Select “Ex Parte Report”
· Signer Name 1: Enter your name.
· Signer Name 2: Enter the name of another user in your county
Step 3 Click Generate.
Step 4 Navigate to Outlook and open the email from “CWDS CARES via Adobe Acrobat…”
Step 5 Click Review and Sign.
Step 6 On the bottom left-hand corner, click the Continue button.
Step 7 Click the arrow next to 1 required field remaining.
Step 8 Click the Click to Sign field.
Step 9 Sign, then click Apply.
Step 10 Click Submit towards the bottom of the page.
Step 11 Close the browser by clicking the “X”
NOTE: 
· The document is supposed to display in the Documents tab under the Signing Agreements section.
· Upon completion, you’ll receive an email indicating the Ex Parte has been signed and filed.
Step 12   Click the X on the various tabs to navigate back to the main Case page.

[bookmark: _Toc240882363]Attorney- Client Logs

To enter Contact Details:
Step 1 Click the Court Records tab, then click the Attorney-Client Logs subtab on the left navigation panel. 

Step 2 On the Attorney-Client Log section click the New button.  

Step 3 Complete the following on the Contact Details section:  
· Contact Date/Time: User created
· Attorney's Name: User created
· Contact Method: Select In-Person  
· Subject: User created
· Status: Select Final  
· Narrative: User created

Step 4 Complete the Contact Narrative field: User Created.

Step 5 Click Save.    

Step 6 Click the “X” to navigate back to the main Case page.
[bookmark: _Toc240882364]Lesson 5: 366.26 Hearings 
[bookmark: _Toc240882365]Scenario Narrative:
Reunification services continue with the parents who have already had a WIC 366.21(e) Six-Month Review Hearing and a WIC 366.21(f) Twelve-Month Permanency Hearing. However, Penny and Paul fail to complete and benefit from the services.  Therefore, reunification services are terminated by the Court, which schedules a WIC 366.26 Selection and Implementation Hearing in 120 days, where the worker will be recommending to the Court that parental rights for Peter should be terminated. However, the father, Paul’s whereabouts are unknown, which necessitates an Absent Parent Search that will populate into the Due Diligence report for him, and the worker will need to request an Application for Publication.  The worker ensures that the recipients receive appropriate notice for the 366.26 Hearing, the court report is generated, and all attachments are merged into the hearing Packet. 

[bookmark: _Toc240882366]Preparing for the 366.26 Hearing
Open the Scheduled Hearing
To open the Scheduled Hearing:
Step 1 Click the Court Record then the Court Work Items subtab on the left navigation panel.
Step 2 On the Hearing section, click the Court Work Item ID link for the 366.26 Hearing.
To create a 366.26 Hearing complete the following:
Step 1 On the Hearing section, click the Court Work Item ID link for the Jurisdiction and Disposition Hearing record.
Step 2 Click the Next Hearings tab on the left navigation panel.
Step 3 On the Upcoming Hearing(s) section, click New. 
Step 4 On the Hearing Information section, complete the following:
· Type: Select 366.26 Selection and Implementation Hearing
· Status: Defaults to Requested
· Hearing Date and Time: Enter today’s date
Step 5 Click Save.

Step 6  View the Hearing Details page and share that the noticing dates have been populated to be in accordance with the Rules of Court.

Add Parent(s) to the 366.26 Hearing
To add the parents to the 366.26 Hearing, complete the following:
Step 1 Click the Participants tab on the left navigation panel within the Court Work Item/366.26 Selection and Implementation Hearing record.

Step 2 On the Court Work Items Participants section, click Pick Participants.

Step 3 Add Parent(s) from the associated case.

Step 4 Click Save.

Noticing – Create a Notice
Step 1 Within the Court Work Item ID/366.26 Selection and Implementation Hearing record, click the Notices tab on the left navigation panel. 

Step 2 On the Notices section, click New.

Step 3 Complete the following fields on the Notice Information section: 
· Notice Type:  Select “Notification by Publication”
· Documents Provided with Notice: Leave blank
· Children for Which this Notice Applies: Select the 4yr old focus child

Step 4 Click Save.

Notice Distributions
To document notice distributions complete the following:
Step 1 Within the Notice record, click the Notice Distributions tab on the left navigation panel.

Step 2 On the Notice Distributions section, click New. 

Step 3 Complete the following fields on the Recipient Information section:
· Notice Recipient Type: Select Court Work Item Participants.  
· Recipient: Select a parent from drop-down

NOTE: If the worker needed to add this for both parent(s), they would need to create two different Notice Distribution records.

Step 4 On the Recipient Details section complete the following:
· Type of Publication: User Created
· County: Select your County
· Periodical Name: User Created
· Publication Made Date 1: User Created
· Publication Made Date 2: Select a later date than the one just entered
· Publication Made Date 3: Select a later date than the one just entered
· Publication Made Date 4: Select a later date than the one just entered

Step 5  Click Save.

Refresh the page.

Generate the Noticing Document
Step 1 Within the Notice record, click the Generate Document on top right corner. The following Forms related to the 366.26 Hearing can be Generated: JV 300, JV 326 and JV 451.
Step 2 Complete the following on the Generate Document pop up:
· Document Type: Select JV 300- Notice of Hearing on Selection of a Permanent Plan
· Group All Participants on One Form? Select Yes
· Select Child(ren): Select both children. 

Step 3 Click Generate. 
Refresh the page. 
NOTE: In practice, the worker would repeat the steps for the other documents: JV 326 - Proof of Notice under 366.26(n) and JV 451 - Prisoner's Statement Regarding Appearance at Hearing Affecting Parental Rights

[bookmark: _Toc240882367]Create Notice Task
Step 1 Click the New Task button in the top right corner within the Notice record. 
Step 2 Complete all mandatory and relevant fields based on County practice. 
Step 3 Click the Save button.
[bookmark: _Toc240882368]Create the 366.26 Court Report
Step 1 Within the Court Work Item/366.26 Selection and Implementation Hearing record, click the Court Reports tab on the left navigation panel.

Step 2 On the Court Report section click New. 

Step 3 Complete the following fields:  
· Report Type: Select 366.26 Court Report
· Select Child(ren): Select the 4 yr. old child

Step 4 Click Save.  

Step 5 Scroll down and complete the following mandatory fields on the Additional Report Section Headers section: 
· 366.36 Section Header: Select Adoption
· Interpreter Needed Section Header: Select Interpreter section will NOT be included

Step 6 Complete the following mandatory fields in the Attachments section: 
· Attachment Needed?: Select The attachments identified in this report are attached hereto and incorporated herein by this reference
· Search Results/History Options: Select Not Applicable
· Include Case Plan?

Step 7  Click Save. 

NOTE: The Court Report can only be generated if there is a Case Plan Attached. The In-Effect case plan should be available to be attached and as a Document for the Hearing Packet.

Step 8 Click the X to navigate back to the Court Work Item/366.26 Selection and Implementation Hearing record. 

Create the Due Diligence Report
Step 1 Within the Court Work Item/366.26 Selection and Implementation Hearing record, click the Court Reports tab on the left navigation panel.

Step 2 On the Court Reports section click New. 

Step 3 Complete the following mandatory fields:  
· Report Type: Select Declaration of Due Diligence Report 
· Select Child(ren): Select the 4yr old focus child

Step 4 Click Save.  

Step 5 Scroll down to the Absent Parent Search Efforts for Declaration of Due Diligence section.  
Step 6 Click Save.
Step 7 Click the X to navigate back to the Court Work Item/366.26 Selection and Implementation Hearing record. 

Update Hearing Details
Step 1 Within the Court Work Item/366.26 Selection and Implementation Hearing record click the Hearing Details tab on the left navigation panel.

Step 2 Complete the following fields on the Hearing Information section:
· Status: Select Completed

Step 3 Scroll down to the After Hearing Details section and complete the following fields:
· Official Minute Order Date: Select today’s date.
· Date Official Minute Orders Received: Select today’s date.

Step 4 Scroll down and click Save 

366.26 Minute Orders
Step 1 Select the Court Minute Orders tab on the left navigation panel within the Court Work Item-366.26 Selection and Implementation Hearing record.

Step 2 On the Court Minute Orders section, click the New button.
	The Court Minute Order – New Hearing Court Minute Order page displays. 

Step 3 On the Court Minute Order Details section, complete the following field: 
· Select children/youth associated with this minute order: Select the 4yr old focus child

Step 4  Complete the Finding Details section:
· Key Findings: Select Notice Given as Required by Law. 

Step 5 Complete the Order Details section:
· Key Orders: Select Parental Rights Term. Biological Father and Parental Rights Term.: Select Biological Mother
· Qualified Expert Witness Considered: Select No
· Court Order Status: Select As Recommended
· Court Ordered Special Programs: Select the No radio button

Step 4 Click Save. 

		Refresh the page.

Step 5 Click the X to navigate back to the main Case page.
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