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Related Policies 

 
Additional information can be found in the following policies: 

• Confidentiality Guide 
• Court Reports Overview and Distribution 
• Emergency Placement Process 
• ERMS and Records Management 
• Genograms and Ecomaps 
• ICWA Inquiry and Noticing Manual 
• International Liaison 
• Search Clerk Handbook 
• Social Media 
  

 
Forms 

 
The following forms are referenced in this policy: 

• 04-18 Genogram Worksheet 
• 04-15 Relative Written Notification Letter (CWS/CMS template) 
• 04-15sp Relative Written Notification Letter (Spanish) (CWS/CMS template) 
• 04-32 Frequently Asked Questions for Relatives   
• 04-32sp 
• JV-285 
• JV-287 
• 04-52 
• 04-600 

Frequently Asked Questions for Relatives (Spanish)  
Relative Information 
Confidential Information 
Parent/Relative Seach Request (CWS/CMS template) 
RFA Referral (CWS/CMS template) 
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Resources 

 
Additional Information can be found in the following resources: 

• Detention Court Report Template 
• Jurisdiction/Disposition Court Report Template  
• Status Review Court Report Template 
• Family Relationship Chart 
  

 
Background 

 
Per Welfare Institution Code (WIC) 16001.9(a)(5), all children/youth in foster care have a right 
to be placed with a relative or non-relative extended family member (NREFM) if an 
appropriate and willing individual is available. Research suggests that prioritizing a “Kin-first 
Culture” results in children/youth placed with relatives and NREFMs having higher rates of 
placement stability, emotional and behavioral stability, school stability and maintain their 
permanent connections. 
 
Relatives and NREFMs support life-long, familial connections to children and youth in care and 
can enhance their long-term well-being by providing: 

• Support to the family and becoming members of the Child and Family Team (CFT). 
• Placement options. 
• Permanent connections.  
• Respite services. 
• Information regarding the parents and family history. 
• Cultural and social ties of children and youth.  
• Background on cultural heritage, including any Native American heritage. 

 
ACL 18-42 states that “family finding and engagement” (FFE) is a broad concept which covers 
not only the requirements pertaining to identifying, locating and notifying the relatives of a 
children/youth in foster care, but is also about efforts to establish life-long familial 
connections for children/youth in care.  These additional efforts, which are meant to enhance 
the long-term well-being of children/youth in care, are an important component of California’s 
Continuum of Care Reform (CCR) initiative to reduce the use of congregate care and improve 
child welfare outcomes. 
  
Per WIC 309(e)(3)(B) and WIC 628(d)(3)(B), the definition of “family finding” means: 

• Conducting an investigation, including, but not limited to, through a computer-based 
search engine, to identify relatives and kin and to connect a child or youth, who may 
be disconnected from their parents, with those relatives and kin to provide family 
support and possible placement.  If it is known or there is reason to know that the 
child is an Indian child, as defined by section 224.1, “family finding” also includes 
contacting the Indian child’s tribe to identify relatives and kin. 

  

  

https://www.cdss.ca.gov/Portals/9/ACL/2018/18-42.pdf?ver=2018-04-09-132626-940
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Policy  

 
Per WIC 309, within 30 days of a child/youth’s removal from the family home, a SW must: 

1. Conduct a relative/NREFM search and investigation to identify all relatives/NREFMs 
of the child/youth,  

2. Provide written notification in the form of the the 04-15 Relative Notification Letter, 
and the JV-285, Relative Information Form to all adult individuals who are located 
(from search results and those identified by the family) and,  

3. Whenever appropriate, provide oral notification, in person or by telephone.  
 
EXCEPTION: When the relative's history of family or intimate partner violence makes 
notification inappropriate, the SW does not have to provide written or oral 
notification. 
 

The SW must search for and notice all of the following individuals: 
• Grandparents 
• Parents of a sibling of the child/youth, if the parent has legal custody of the 

sibling  
• Adult siblings and stepsiblings 
• Other adult relatives of the child/youth, related by blood, adoption, or 

marriage, within the fifth degree of kinship.   
o This includes: all relatives whose status is preceded by the words 

“great,” “great-great,” or “grand,” or the spouse of any of these 
persons even if the marriage was terminated by death or divorce.  

NOTE:  Identifying information on the adoptive parents or the adopted siblings 
is confidential and should not be used in a court report, case file or any other 
discoverable information. In order to protect their confidentiality, the caregivers 
or children will be referred to as “confidential caregivers” or “confidential 
children/youth”.  

• Any other adult relatives suggested by the parents 
• Stepparents 
• If there is “reason to know” a child/youth is an Indian Child/Youth, conduct a 

search for extended family members as defined by the Indian Child Welfare Act 
(ICWA).  Combine efforts with assigned ICWA Inquiry and Noticing Specialist. 
 
NOTE:  As used in this section, “sibling” means a person related to the identified 
child/youth by blood, adoption, or affinity (relationship) through a common legal or 
biological parent.  
 
NOTE:  Persons who may be related to the child through an alleged parent should be 
notified when the social worker reasonably believes they may be related to the child.  

 
The CFWB must demonstrate due diligent efforts to identify and locate relatives/NREFMs by 
completing the following: 

• Asking the child/youth, in an age-appropriate manner and consistent with the 
child/youth’s best interest, about their relatives or NREFMs such as godparents, 
friends, or neighbors. 

• Obtain information from the parents regarding all relatives/NREFMs. 
• Review the child/youth’s case file for any information regarding relatives/NREFMs. 
• Contact all located relatives/NREFMs (mail, phone, email). 
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Policy (cont.) 

 
• Asking located relatives for contact information of other relatives/NREFMs. 
• Using Internet search tools. 
• Using social media as a tool to help locate or if known, contact relative/NREFMs. See the 

Social Media policy for more information. 
• Ensure a completed Genogram Worksheet (04-18) and ecomap is uploaded in CWS/CMS 

to assist with relative/NREFMs searches, (see the Genograms and Ecomaps policy for 
more information).  

 
Other tools that can assist the child/youth or parents identify relatives/NREFMs include 
completing genograms and ecomaps. For relatives/NREFMs who may be out of the country, the 
SW can consult with the CFWB International Liaison via email, for additional search efforts. See 
the International Liaison policy for more information.   
 
The SW will submit a relative search referral within three business days of any of the following 
triggering events:  
 

If  Then 

• The child/youth is removed from the 
home  

• Every status review hearing, if the child 
is not placed with a relative, from the 
six month review until the child/youth 
achieves permanency.  

• Any time the SW learns new 
information that may help find 
additional relatives, eg. A non-custodial 
parent is located 

• A change of placement occurs  
• A permanency plan is reviewed or 

revised  
• The child/youth prepares to transition 

from foster care to adulthood  

• All of the following must happen: 
o Conduct a relative/NREFM search, 
o Notify all located relatives/NREFMs 

via written notification, 
o Make ICWA Inquiry and ask 

Appendix 3 sample questions to 
located relatives, 

o Engage relatives and assess for 
placement/permanent 
connections, and 

o Document relative search efforts 

  
Effective 1-1-25, per WIC 309(e)(1),  SWs are required to report to the Court on the active 
efforts made to locate any relatives, NREFMs, including extended family members of Indian 
children/youth, who could provide family support or possible placement of the child/youth.  
These efforts are to be documented in every court report from the Detention Hearing through 
the end of the 366.26 Hearing, including in any Addendum court reports. In the event any 
change of placement is needed, despite case status, relative searches should continue.  This 
court report information is to include both of the following: 

• Names of those relatives, extended family members, or NREFMs. 
• Results of the search efforts. 

 
NOTE: For guidance on how to include this information in court reports, please see Resources 
for court report templates associated with each hearing type and the Documenting Relatives 
Searches in Court Reports section of this policy.   
  

  

https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=WIC&sectionNum=309.
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Role of a Family 
Finder 

 
The Family Finder will provide support for a SW in the relative/NREFM search by contacting 
the relatives/NREFMs that a Search Clerk identifies.   
 
The basic process will include: 

• SW asks the Search Clerk to search for relatives/NREFMs. 
• Search Clerk provides those results to the SW. 
• SW will review the results and identify which people are likely to be 

relatives/NREFMs. 
• SW will ask the Search Clerk to send relative notification letters to the identified 

relatives/NREFMs, with an email copy to the Family Finder. 
• Family Finder will begin contacting identified relatives/NREFMs. 

o Family Finders will ask every relative about Native American heritage. Please 
see the ICWA Inquiry and Noticing Manual for further information.   

o If a relative gives reason to know or believe they have Native American 
heritage, the Family Finder or SW will connect them with the ICWA Inquiry 
and Noticing Specialist. 

o All contacts with relatives/NREFMs will be documented in CWS/CMS.    
NOTE: For detailed activities in the relative search, including roles and responsibilities, please 
see the Relative Search Procedures section of this policy.  
 
Family Finders will prioritize: 

• Children/youth who are recently removed from their parents’ care and who do not 
have identified relatives/NREFMs 

• Every Family Reunification (FR) case when a child is not already placed with a 
relative/NREFM.  

• Children/youth who are going to experience a change of placement (COP) and who 
do not have identified relatives/NREFMs.   

 
Family Finders are encouraged to participate in the following meetings: 

• Permanency Round Tables 
• Placement Strategy Meetings 
• Child and Family Team Meetings (CFTMs) 
• Multi-Disciplinary Team Meetings (MDTs) 

  

 
Relative Search 
Procedures 

 
The following table outlines the procedures and staff responsibilities:  
 

Step Who Action 

1 Search Clerk • For a child’s first entry into care, use JDEP to print the 
Detention calendar daily (Monday-Friday) 

o Identify cases of children/youth newly in 
protective custody. 

• For searches needed due to a COP, upcoming court 
hearing for a youth not already placed with a relative, or 
any other open case need, SW will submit the 04-52. 
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Relative Search 
Procedures (cont.) 

 

Step Who Action 

2 SW • Within one (1) business day of an initial removal, the SW 
will contact the Search Clerk to ensure a relative/NREFM 
search was initiated based on the JDEP report 

• For open cases, the SW will submit an 04-52 as follows: 
o For searches needed due to a COP, the SW will 

submit the 04-52 within 3 business days of 
receiving notice 

o For searches needed due to an upcoming court 
hearing when a child is not already placed with 
a relative/NREFM the SW will submit the 04-52 
60 days prior to the hearing 

• Gather information to assist with the relative/NREFM 
search, such as the Genogram or Ecomap, or any other 
relative information gathered in the course of their 
investigation or case management 

3 Search Clerk • Complete relative/NREFM search tasks listed in the 
Parent/Relative Search Request (04-52) for cases 
identified. 

• Provide the search result to the assigned SW   
 
See Search Clerk Handbook for how to complete the search.   

4 SW • Review search results from the search clerk. 
o SW will use their knowledge of the case, reviewing 

old records, and/or review the results with parents or 
known relatives, to make this identification. 

• Inform the search clerk via email which letters are 
approved for mailing and if any noticing exceptions apply, 
including the Family Finder as a cc on the email. 

5 Search Clerk • Prepare Written Notification letters for all 
relatives/NREFMs located in a Thomas Reuters CLEAR 
(online search software) report by: 

o Printing all four letters for each relative/NREFM 
o Addressing letters to each located relative/NREFM 

• Within five (5) business days of the Detention Hearing 
date, or any other relative/NREFM search request   

o Provide SW a list of the relatives/NREFMs who are 
being sent a written notification. 

o Upload search results into ERMS. 
• Mail Written Notification letters to relatives/NREFMs. 
• Document the date letters were sent in CWS/CMS, 

following all documentation requirements in the Search 
Clerk Handbook and if any exceptions applied to noticing 
on the 04-52. 
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Relative Search 
Procedures (cont) 

 

Step Who Action 

5 Search Clerk REMINDER:  Ensure all contacts, collaterals, and search results 
are entered into CWS/CMS at least seven (7) business days 
before the SW’s court report is due to court. Exception – for 
searches conducted prior to Jurisdiction/Disposition, ensure all 
contacts are entered three (3) days prior to the court report 
due date. 

6 Family Finder 
(FF) 

• Engage, contact, and follow up with any relatives/NREFMs 
that were identified as likely kin by the SW from the search 
results. 

• Document relatives/NREFMs located and contacted as a 
contact in CWS/CMS. Include all information provided by 
the relative/NREFM including how or if they are willing to 
support the family/youth.  
 
NOTE: If any relatives/NREFMs are identified who do not 
have collateral notebooks, the FF will create a collateral 
notebook in CWS/CMS prior to entering any contacts with 
that relative/NREFM. Ensure the Search tab is completed 
for all collaterals created and that all contact information 
is up to date.   

• Update the genogram and ecomap with relative/NREFM 
information and their level of support. 
o Import updated genogram and ecomap into ERMS 

• Document all family finding information and the level of 
support the relative/NREFM is willing to have on the Binti 
Family Finding Module. 

• Provide SW and Placement staff with relative/NREFM 
contact information if anyone is interested in having 
placement. 
 
NOTE: If any relative/NREFM provides information that the 
child/youth is known or reasonably known to be an Indian 
child, also provide that information to the ICWA specialist. 
 

• Ensure all contacts, collaterals, and search efforts are 
entered into CWS/CMS at least seven (7) business days 
before the SW’s court report is due to court.   

7 SW • Engage and follow up with any relatives/NREFMs that the 
Family Finder contacted. 

• Document relatives/NREFMs located and contacted as a 
contact in CWS/CMS. 

• Document relative/NREFM search efforts in court reports  
per the Documenting Relative Searches and Court Reports 
section of this policy. 
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Relative Search 
Procedures (cont) 

 

Step Who Action 

8 Placement 
SW 

• Complete and submit an RFA Referral (04-600) for any 
relative/NREFM that is interested in having placement. 
o Send the 04-600 via e-mail to RFA   If the SW makes 

an emergency placement with a located 
relative/NREFM follow the steps in the Emergency 
Placement policy for referring the relative/NREFM to 
RFA. 

 
Per the Court Reports Overview and Distribution policy, the following table outlines when a 
SW needs to submit specific court reports: 
 

Type of Hearing/Report Due Date (prior to hearing date) 

Detention Day of Hearing 

Jurisdiction/Disposition Two (2) Business Days 

Status Review/PP Ten (10) Calendar Days 

366.26 Hearing 10 calendar days unless the court sets the due 
date 

STRTP Placement Hearing Seven (7) Calendar Days 

Special Hearing/Addendum As soon as possible 

Nonminor Dependent Re-entry Two (2) Business Days 

Nonminor Dependent Review Ten (10) Calendar Days 

15 Day Review Two (2) Business Days 

241 Hearing (Dual Jurisdiction) Five (5) Business Days 

  

 
Written 
Notifications to 
Relatives  

 
Located relatives/NREFMS must be provided all four (4) forms listed below:   
 

Form Description 

04-15/04-15sp 
Relative Written 
Notification 
 

Provides the relative/NREFM:  
• Child/youth’s and parent’s first name and last name 

initial.  
• Notice regarding the child/youth’s removal. 
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Written 
Notifications to 
Relatives (cont.) 

 

Form Description 

04-15/04-15sp 
Relative Written 
Notification (cont.) 

• Options to participate in visitation, care, and placement 
of the child/youth and support for the family. 

• Information on how to become a Resource Family and 
services and funding that are available to support a 
Resource Family.  

• Information on ICWA.  
• Information on how the relative guardians of the 

child/youth may receive kinship guardianship 
assistance payments. 

• Adoption information. 

04-32/04-32sp  
Frequently Asked 
Questions for Relatives 

Includes information on frequently asked questions regarding 
children/youth in care and Child and Family Well-Being 
involvement. 

JV-285 
Relative Information 

Completed by relatives/NREFMs to provide information to the 
Court regarding the child/youth. 

JV-287 
Confidential Information 

Completed by relatives/NREFMs along with JV 285 to keep their 
contact information confidential. 

  

 
Filing a JV-
285/287 

 
The following table outlines how a JV 285 is processed:  
 

Step Who Action 

1 Search Clerk Mails relative/NREFM written notification letters.  

2 Relative/NREFM • Completes JV-285 and JV-287 (optional) 
• Files the form(s) at the Juvenile Court business office by mail or 

in person 
 
NOTE: the relative/NREFM can also mail a letter instead of the form.  

3 Court Court files the original in their file and then send a copy to the Court 
Unit to upload to JELS for distribution to all parties.  
 
NOTE: The Court may allow the relative/NREFM to be present at the 
hearing and address the court.  

4 SW Follow the steps in the ERMS and Records Management policy for 
uploading the documents to ERMS. 

  

  

https://www.courts.ca.gov/documents/jv285.pdf
https://www.courts.ca.gov/documents/jv287.pdf
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Sharing 
Information with 
Relatives/NREFMs 

 
The SW and Family Finder must follow up on all leads available to contact relatives/NREFMs. 
If a relative has responded to the written notification, the SW and Family Finder will inquire 
about their interest in placement as well as to how they would like to remain involved in the 
child/youth’s life. SWs and Family Finders will not disclose confidential information to 
relatives and NREFMs, however can obtain information from the relative/NREFM. Please see 
the Confidentiality Guide for further information on what is considered confidential.  
  

 
Documenting 
Relative Searches 
in CWS/CMS 

 
All workers must document in CWS/CMS within 7 days of the SWs court report due date, each 
relative/NREFM that was located, and how they were each provided notice as detailed below:  

• If a collateral notebook does not exist for the relative/NREFM, create a collateral 
notebook in the client management section of CWS/CMS and include all available 
information for each relative/NREFM:  

o first and last name 
o demographics 
o address, phone number 
o relationship to child/youth 
o search efforts under the Search tab 

• Create a contact indicating if the relative/NREFM was provided written notification (if 
not explain), and the date it was sent. 

• Document the discussion with the relative/NREFM including their ability/willingness 
to support the family and any ICWA inquiry responses.  

• Import any JV-285 forms received from relatives/NREFM. 
 
NOTE: Per the Search Clerk Handbook, the search clerk will only document that a relative 
search was completed, but it is the SW’s and Family Finder’s responsibility to document each 
relative/NREFM’s information as detailed above when the relative/NREFM is first contacted. 
  

 
Documenting 
Relative Searches 
in Court Reports 

 
Per AB2929 (2024), the SW will report to the Court from Detention Hearing through all 
permanency hearings what efforts, and in the case of an Indian child, the active efforts, have 
been made to locate any relatives, NREFMs, including extended family members of an Indian 
child, who could provide family support or possible placement of the child or NMD.  This 
information will be provided to the Court in the form of a Relative Notification Report and in 
the body of the report as indicated in the sections outlined in court report templates. If the 
court does not make a due diligence finding, the SW may be ordered to conduct a thorough 
and robust investigation. The court may also require a written or oral report to the court. 
 
The Relative Notification Report will include each relative’s: 

• Name 
• Relationship to the child(ren) 
• Date notified and notification method 
• Relative’s response – were they interested in supporting the family 

 
NOTE: To generate the Relative Notification Report, in CWS/CMS, the SW will: 

• Click “File” when in the child’s case 
• Click “Print Report” 
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Documenting 
Relative Searches 
in Court Reports 
(cont.) 

 
• Select “Client Reports” in the drop down 
• Select “Relative Notification Report” 

 
In the court report, the SW will include: 

• The relatives/NREFMs who are interested in placement or request ongoing contact 
with the child/youth. 

• Assessment of placing the child/youth with a relative/NREFM. 
o Including all information required by 361.3 or 361.4 as outlined in the 

Emergency Placement policy. 
•  Any follow up to previously reported relative/NREFM search efforts in court reports 

and in Relative Notification reports. 
• Information on any relative/NREFM who attended a family centered meeting, and if 

any placement decisions were discussed. 
• ICWA inquiry information (see the ICWA Inquiry and Noticing Manual for more 

information). 
 
If applicable, document the following: 

• A detailed status of resource family approval (RFA). 
• Exception to notifying a relative, if applicable.   

  

 
Alignment with 
SET 

 
This policy supports the following Safety Enhanced Together (SET) Value: 

• SET Value 1: Relationships With Children, Youth, and Families are the Foundation by 
creating long-term safety, on-going permanency, and well-being. 

  

 
 

https://www.sandiegocounty.gov/content/dam/sdc/hhsa/programs/cs/cws/CWSResourcesandGuides/SafetyEnhancedTogetherSET/SET%20Family%20Brochure

