Documentation of Educational Information
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“School Success” Education Liaisons
Alignment with SET

Forms The following forms are referenced in this file:

e 04-89 School Records Request

e 04-91 Transfer Release/Checkout Form for Foster Youth (CWS/CMS Template)

e 04-92 School Enrollment/Disenrollment Notice for Foster Youth (CWS/CMS
Template)

Related files For additional information, click on these links:
e Education of Foster Youth
e Educational Rights of Foster Youth
e Education Transportation.

Policy The SW will document the following in the CWS/CMS Contact Notebook, if it is determined
there is an education need:
e When the identified needs were assessed,
e How the identified needs were addressed,
e Referrals made to schools or other education providers, and
e Planned/delivered services.

Examples of educational needs include, but are not limited to:
e Individual Education Plans (IEPs)
e Special Education Plans
e 504 Plans (designed to provide accommodations for disabled students)
e Residential/Day Treatment
e Remedial/Special Education
e Transportation reimbursement to the school of origin
e Need for educational or developmental rights holder.

The SW will also document in the court report any and all information related to limiting a
parent’s educational rights. See additional information in the Educational Rights of Foster
Youth PM file.
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CWS/CMS
documentation
procedures for
educational need

CWS Policy Manual

This table shows where required information is to be entered into CWS/CMS.

In this area of CWS/CMS...

The SW wiill...

Contact Page

1. Complete all mandated fields (yellow highlight),

2. Choose “Arrange Services Delivery” as the Case
Management Service Type, and

3. Write detailed information in the Narrative box that
covers the items above.

Associated Services Page

1. Choose “Education Services” as the Services
Category and

2. Select the appropriate Service Type, depending on
the child’s need.

Education Notebook

Open existing case.
Click on Client Management Section (blue).
Click on Open Existing Education icon.
Click on the current school from the Open this
Education box.
Click OK.
6. On the Enrollment Information page, document:
e the name and the relationship of the Court
Appointed Education Representative (CAER)
(i.e. the holder of the child’s educational
rights) in the Education Decision
Information box
e any IEP information in the Special Education
Needs of This Child box
e the name of the child’s school of origin in
the School of Origin box
e whether itis in the child’s best interest to
remain in the school of origin and the date
that decision was made in the School of
Origin box
7. On the Grade Level Information page, document:
e the child’s Educational Needs/School
Performance/Strengths/Interests in the
box of that name
e |EP information in the Education Record
box which is required in order to check the
Education Transportation Paid by School
checkbox
NOTE: This box will not be available to check unless IEP
is recorded first. It will transfer over to the Enrollment
Information page.
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CWS/CMS SWs must also keep the Education Notebook current with what school the child attends. The

documentation of SW must also identify the child’s school of origin and whether it is the child’s best interest to

school/grade level remain in the school of origin. This information populates into the Health and Education
Passport (HEP) and needs to be accurate.

NOTE: Only the most recent ‘best interest’ decision will populate the HEP in the event there
is more than one.

Accurate school listings also help speed up the access to children for investigations because
the school name populates the Emergency Response Referral form.

When a child changes schools or promotes to a new grade, the SW will:

Step Action
1 Open existing case.
2 Click on Client Management Section (blue).
3 Select Open Existing Education.
4 Is the child changing schools or promoting a grade level?

If changing schools, then go to Step 5.
If promoting a grade, then go to Step 10.

5 e Click on the school the child just left.

e Click OK.

e End Date that school.

e Select appropriate reason in the Reason Child Left School drop-down.

6 To search for new school:

e Click Search on tool bar, then Start Search...

e Inthe Search Type box, select Educational Provider

e Type in the information known (e.g. new school name).

HINT: It is easiest to find a school by searching by zip code. If necessary,
search by different types (public, private, independent, home) under school
category. However, the types are not always accurate in CWS/CMS.

RULE: SWs must never add an educational provider if it does not exist in
CWS/CMS. Contact the CWS/CMS Help Desk for assistance if you cannot
locate the school by searching. If the school does not exist in the database,
only the Help Desk can add it. This prevents duplicate (and incomplete)
notebooks for one school.
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CWs/CcMS
documentation of
school/grade level
(cont.) 7 Once the school is located on the search page, go back to the child’s
Education Notebook by going to the toolbar “Window” and down to your
case “Case [John Smith].”

Step Action

8 Click the plus (+) sign under the Education icon in that child’s case. All of the
schools you just found via search will be in the box.

9 e Click on the child’s current school.
e Click OK.
e Fill in the start date.

10 Complete all fields in the table below, as verified by a report card or transcript.

REMINDER: When a child’s grade changes, make sure to End-Date the
previous grade level. It does not automatically end when a Start Date is
entered for a new grade.

The following information is mandatory in the Education Notebook for every school-age child:

Enrollment Information Tab Grade Level Information Tab
e The Education Decision Information box e Grade level
e School of Origin box e Start date/End date
e School start and end date with reason e Grade Level Performance

child left school
e Likely Graduation Date

NOTE: In addition to CWS/CMS documentation of a change of school, the SW is also
responsible for the 04-91 and 04-92 forms whenever a child changes schools and 04-89 form
to request school records. See Educational Rights of Foster Youth.
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When a youth When a youth graduates from high school, the SW will do the following:
graduates

Step Action
1 Open existing case.
2 Click on Client Management Section (blue).
3 Click on Open Existing Education.
4 e Select appropriate school from the Open this Education box.
e Click OK.

e On the Enroliment Information page, enter the graduation date in the
End Date field.

e Select the appropriate value from the Graduation Type and
Graduation Method drop-downs.

5 Complete all colored fields on the Grade Level Information page.

6 Save to database.
School Success Refer to PM Foster Youth Services Coordinating Program for information available regarding
education liaisons support educational placement services/needs.

Alignment with SET This file aligns with SET Value 3 “Helping Children And Youth Achieve Their Full Potential And
Values Develop Lifelong Relationships” by continually focusing on children’s well-being while they
are in our care.
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