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The following forms are referenced in this file:

Parent/Relative Search Request (CWS/CMS template)

e 04-18 Genogram Worksheet
e 04-52

o 04-212

e 04-309

e (5919

Notification to Parents Letter (CWS/CMS template)
International Liaison Office Request (CWS/CMS template)
POP Verification/Certified Copy Request

For information on relative searches, see Relative Searches.

Parent search efforts are requested using the 04-52 Parent/Relative Search Request
(CWS/CMS Template). If an absent parent is believed to be in another country, the SW will
complete the 04-309 and send it to the Office of the International Liaison. A Hague Notice
may be required (see Parents Believed to Be Outside of the Country, below).

The table below describes when Parent Searches are due:

Then...

Assigned SW Will...

the time of

intervention

Parent is absent at

removal/court

It is a legal
requirement for a
parent search to be
initiated as soon as
that fact is learned.

Cl worker will submit the 04-52
to the Parent Search Clerk.
Complete the Declaration of
Due Diligence report and attach
it to the J/D report.
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Policy (cont.)

Then...

Assigned SW Will...

Parent’s
whereabouts are
unknown in FM/FR
cases

A parent search is
required every six
months.

e Submit an 04-52 three (3)
months prior to every Status
Review Hearing.

e Complete the Declaration of
Due Diligence report and attach
it to the court report for each
hearing.

If a child has a
permanent plan of
APPLA, placement
with fit and willing
relative/NREFM, or
continued foster
care

A parent search is
required every 12
months.

e Submit an 04-52 three (3)
months prior to every annual
review hearing.

e Complete the Declaration of
Due Diligence report and attach
it to the court report for each
hearing.

If a child has a
permanent plan of
Adoption (post
TPR) or Legal
Guardianship

Parent searches are
no longer required.

N/A. No actions related to parent
searches are required of the
assigned SW.

Best practice is for the assigned SW to make ongoing search efforts between required
timelines.

NOTE: Do not attach the 04-52 to a court report.

Required Immediately upon learning that there is an absent parent, the SW will complete or update the
information for SW Genogram Worksheet (04-18) and initiate a parent search (04-52), asking the other parent,
to obtain child, relatives, family friends, etc. for the following information regarding the absent parent:

e The name(s) of the possible parent including any AKAs.
e Whether or not paternity was previously established by:

o asigned Declaration of Paternity (usually signed at hospital when the child
was born. If so, the SW will obtain a copy of the filed Declaration of Paternity
via instructions in Paternity Opportunity Program (POP)

o the parent being listed on the child’s original birth certificate (see Birth
Certificates) or an abstract of it. If so, SW will send for copies of them.

e The DOB and Social Security number

e The whereabouts or last known address. The occupation and last known work
address.

e Whether or not there was any military service (including dates, places, and branches
of service).

CWS Policy Manual Cross Program Procedures — Parent Searches Page 2 of 5



Required
information for SW
to obtain (cont.)

Parents believed to
be out-of-country

CWS Policy Manual

The names of any other relatives who may have information.

The ethnicity of any absent parent (especially if there is a Tribal affiliation). If a
parent is Native American, note the name of the tribe and parent roll number if
possible.

A description of the absent parent (estimated age, height, weight, hair and eye color,
complexion and any distinguishing features such as tattoos, scars, piercings, etc.).
Any other important information.

The SW will then check ConnectWellSD and www.whitepages.com

Follow up on all leads from all sources and clearly document in the CWS/CMS Search
Log tab when and where all letters were sent, the phone numbers of all calls placed in
inquiry, who said what, etc.

Document clearly in the contact section of CWS/CMS who said what, and when. This
can provide a clear history if someone changes information provided or remembers
something later.

If an absent parent is believed to be in another country, the SW will complete the 04-309 and
send it to the Office of the International Liaison. If the International Liaison obtains a possible
address in the other country, the SW will make every attempt to notice the parent by mail.

If the country the parent resides in is a country in which the Hague Convention applies, then
Hague notice must be completed. The Hague Convention is a multilateral treaty signed in
1965 that established a system of cooperation between the designated authorities. The
Department of Justice (DOJ) is the authority for the United States. To determine if a country
is in the Hague Convention, click here.

In the Americas, this includes the following countries:

NOTE:

Mexico
Argentina
Brazil
Canada
Colombia
Costa Rica
Ecuador
Panama
Paraguay
Peru
Suriname
Uruguay
Venezuela

Hague notice is not required after a parent has made a general appearance in court.

For instructions on Hague Notice, see Notice - Non-Citizens, Hague Convention.
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Parent search Follow these steps to initiate a parent search:
request procedures

Step Who Action

1 SwW e Fill out Section 1 and 2 on the parent search form (04-
52) and send to regional parent search clerk.

e Complete a Genogram Worksheet (04-18) or give a copy
of the current Genogram to the Search Clerk with the
04-52.

e Give the regional parent search clerk secondary
assignment to the case using the Role Type, “Clerical

Support.”
2 Parent e Complete activities listed in Section 4 of the form.
Search e If the absent parent is believed to reside out-of-state,
Clerk search out-of-state DMV, Prisons, and Law Enforcement
websites.

e If the parent is believed to reside out of the country,
inform the SW that they need to contact the
International Liaison.

e Complete all search activities, including missing
information in Section 1 and Section 2, if necessary.

e Document findings on the 04-52 form.

e Research all volumes of the hard case file looking for
names of relatives and friends that might know the
parent(s)’ whereabouts.

e Communicate search results with the SW.

3 SwW e Follow up on any leads the parent search clerk found.

e Communicate with the parent search clerk frequently
about the status of the parent search.

e Create a client notebook if there is specific, verified
information. The SW will not create a notebook if it is
unknown if the information is correct.

e Inform the court of all search efforts via the due
diligence court report. See Declaration of Due Diligence
for instructions on writing the report.

e End secondary assignment when the parent search clerk
has completed all of the parent search activities.

PPAU’s ongoing For PPAU’s ongoing responsibilities, refer to Transferring a Case to PPAU.
responsibilities
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When an absent When an absent parent (including an alleged father) is located, the SW will immediately:
parent is located e Contact County Counsel to consult and set a Special Hearing to address paternity,
ICWA, placement, and services.

e Ensure that the parent has received a copy of the petition (regardless of when the
petition was filed).

e Provide the parent with the 04-212, Notification to Parent of Court Action (CWS/CMS
Template) to request counsel. See Attorney Appointments for more information. If
the parent already has an attorney, advise the parent to contact the attorney. The
SW will also inform the attorney that the parent has been located.

e Inform the parent of the next hearing date. This contact does NOT take the place of
formal notice. If the hearing is within a month, the SW must formally notice the
parent. If the hearing is over one month away, the SW will add the information to the
noticing worksheet (when it arrives) and send it to the Notice Clerk at Mail Stop W-
94.

e Ask the mother and possible father if they ever signed a Declaration of Paternity (it
would usually be at the hospital when the child was born).

o If either/both did sign one, then ask the parent for a copy of the Declaration.
If the parent cannot produce it, then complete the CS 919 (Paternity
Declaration Information Request) and fax it to the number on the form.
When the copy is received, submit it to court.
o If neither parent signed one, then document that in the next court report.
e Update the appropriate CWS/CMS Notebooks.

Alignment with SET  This policy supports SET Value 1: Relationships with Children, Youth, and Families Are the
Foundation by partnering with families and identifying family support systems using
genograms and family engagement.
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