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Search Clerk Handbook 
 

(Revised 10/06/23) 
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Forms 

 
The following forms are referenced in this handbook:  
 
• 04-15 Relative Notification (CWS/CMS template) 
• 04-15sp Relative Notification (Spanish) (CWS/CMS template) 
• 04-19 Vital Records Request (CWS/CMS Template) 
• 04-32 Frequently Asked Questions For Relatives 
• 04-32sp Frequently Asked Questions For Relatives, Spanish 
• 04-52 Parent/Relative Search Request (CWS/CMS Template) 
• 04-309 International Liaison Office Request (CWS/CMS Template) 
• 04-366 Search Letter- Out of State Records Request  
• 04-368 Search Letter- MCC Records 
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Forms (cont.) 

 
• 04-369 Search Letter- Parent Notification of Hearing 
• 04-370 
• 04-371 
• 04-375 
• JDIS 2043 
  

Search Letter- Postmaster 
Search Letter- Registrar of Voters 
Department of Child Support Services (DCSS) 
Department of Justice (DOJ) Request for Record Transcript 

 

 
Training 
Materials 

 
• CalSAW training handouts. 
• DMV Instructional Guide. 
• SDLAW User Guide.  
• Thomson Reuters CLEAR learning journey handout. 

 
Contact the policy analyst listed at the bottom of this handbook to request a copy. 
  

 
Purpose 

 
The purpose of this handbook is to assist staff who perform parent/relative searches by 
providing detailed instruction on how to complete the various tasks involved in a parent or 
relative search.  
 
For policies regarding when a parent and relative/NREFM search is needed, and ICWA 
noticing requirements, refer to the following:   
 

• Parent Searches  
• Relative/NREFM Searches   
• ICWA Inquiry and Noticing Manual 

  

 
Completing Parent 
Search Requests  

 
The table below outlines an overview for completing a parent search request: 
 

Who Action 

SW Submits an 04-52 Parent Search Requests 

Search Clerk 1. Reviews 04-52 form to ensure all required information is 
included.  

2. Complete all parent/individual search activities listed on the 
04-52 form. 

3. If parent/individual is believed to be out of state, complete 
out of state search activities listed on the 04-52 form. 

4. Document search results on the 04-52 form, and in CWS/CMS 
search page 

5. Enter completed 04-52 form with notes and CLEAR report in 
CWS/CMS case. 

6. Within five (5) business days of receiving request, inform SW 
that results have been entered in CWS/CMS. Alert SW if an 
active address is found. 
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Completing 
Relative/NREFM 
Search Requests  

 
The table below outlines an overview for completing a Relative/NREFM Search request:   
 

Who Action 

Search Clerk For newly detained children/youth, the search clerk initiates the 
relative/NREFM search.  For all other times when a relative/NREFM 
search is needed, the SW will submit an 04-52 to request a 
relative/NREFM search.  
 

1. Using JDEP, print the detention calendar daily (Monday-
Friday).  

2. Identify cases of children/youth newly in protective custody in 
your office.   

3. Complete Relative/NREFM Search tasks listed on the 04-52 
form for cases identified in your office.  

4. Review the CLEAR report to identify relatives/NREFMs who 
will be mailed Written Notification letters.  

5. Review the 04-52 for any exceptions to noticing a 
relative/NREFM.  

6. Prepare Written Notification letters for all relatives/NREFMs 
located in CLEAR report.  

7. Mail letters to relative/NREFMs.  
8. Within five (5) business days of the Detention Hearing date, 

or relative search request: 
• Provide SW a copy of the search results. 
• Provide SW a list of relatives/NREFMs who were 

mailed Written Notification Letters.  
• Document results and actions completed on 04-52.  
• Enter search results in CWS/CMS. 

  

 
Required 
Relatives/NREFMs 
to Notice  

 
Per WIC 309: Within 30 days of a child’s removal from the family home, a SW must conduct 
a search and investigation in order to identify all relatives of the child to include:   

• Grandparents 
• Parents of a sibling of the child, if the parent has legal custody of the sibling 
• Adult Siblings and Step-Siblings 
• Other Adult Relatives of the child, related by blood, adoption, or marriage, 

within the fifth degree of kinship.  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.  

• Any other adult relatives suggested by the parents 
• Step-Parents 
• If there is Reason to Know a child is an Indian Child, conduct a search for 

extended family members as defined by ICWA.  (WIC 361.31). 
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Required 
Relatives/NREFMs 
to Notice (cont.) 

 
Note:  As used in this section, “sibling” means a person related to the identified child by 
blood, adoption, or affinity through a common legal or biological parent. 
 

AND 
 
Provide to all adult individuals who are located, written notification and 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.  
  

 

Types of Searches 
 

 

Search clerks in each office use various search engines and search efforts to complete a 
search.  To obtain access for any of the search engines listed below, staff will contact their 
office administrative secretary to submit a request.  
 
The types of searches include: 
 

• JDEP 
• Thomas Reuters CLEAR  
• SD Law 
• Mainframe/DMV  
• Out of State DMV requests 
• Correctional Facility Searches: 

o San Diego Sherriff’s Website 
o Chula Vista Police Department 
o Federal Bureau of Prison Index 
o California Department of Corrections and Rehabilitation  

• Probation/Parole inquiries 
• CWS-CARES 
• CALSAW 
• CWS/CMS 
• Zip code look up-  www.usps.com 
• Immigration and Customs Enforcement 
• Victim Notification Network – www.vinelink.com   
• Social Media 
• Out of State searches 
• International searches 
• Haines Directory 
• Mail inquiries  

  

 

JDEP 
 

The Juvenile Dependency System (JDEP) provides information on Juvenile Court dependency 
cases to include courtroom calendars, family petition data, notice of review hearing reports 
and detailed case information such as attorney assignments, social worker assignments and 
petition numbers.  
 
Search clerks will utilize JDEP to print the detention calendars and initiate relative searches 
with the child and family’s case information. 
  

  

http://www.usps.com/
http://www.vinelink.com/
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JDEP (cont.) 

 
To print the detention calendar, follow the steps below: 
 

• Login to JDEP 
• Click on the calendar on the top right menu icons: 

 
• Select “courtroom calendar” from the drop down options. 
• Select the following choices in the Options page: 

o Date: date needed 
o Time: ALL 
o Locations: ALL 
o Department: ALL 
o Hearing Type: scroll to DET for Detentions 
o Sort: hearing type 
o Print: Continuous 

• Then click “print” for a print preview and print options. 
 

To conduct other searches such as a family case or by name or petition, select the respective 
menu option and enter the required information. 
  

 
Thomson Reuters 
CLEAR 

 
Thomson Reuters CLEAR is software that conducts thorough and comprehensive search 
results within one platform. Some of the CLEAR features include live cell phone records, 
license plate recognition, real time incarceration and arrest results and relative and 
associate analytics.   
 
User Guides and training links can be found in the CLEAR Online Help drop down menu.    

 

Once the training page loads, scroll down to see all the user guides/quick reference library. 
On the same page, there are webinars to sign up for if interested. 

The clickable Thomson Reuters CLEAR learning journey handout has embedded videos with 
basic searching techniques. 
  

SDLAW The Sheriff’s Extranet (SDLaw) is a secure site with several web-based applications such as 
eJIMS and eWarrant. The Extranet makes it easier for all Law and Justice agencies to access 
criminal and justice information online in a fast and secure environment. Staff can access the 
SD Law Extranet User Manual here.  
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SDLAW (cont.) 

 
If there is information that an individual was recently in custody, the search clerk will try to 
obtain information on parole/probation status and if so, obtain information of their 
parole/probation officer. 
  

 
Mainframe/DMV 

 
The DMV Instructional Guide provides instructions for various types of inquiries. Staff will 
only be able to access the inquires they are authorized for. 
  

 
Out of State DMV 
Requests 

 
If out of state DMV records are needed and the state requires a fee, follow the steps below: 
 

Step Who Action 

1 Search Clerk  • Obtain a DMV mail in request form for the 
corresponding states.  

2  Search Clerk  • Complete the DMV mail in request form and the 
04-19 (only complete the clients information 
sections). 

• Send to CCWS Financial Clerk via interoffice mail 
at mailstop W-403. 

3 CCWS 
Financial Clerk 

• Request check for payment. 
• Sign form and have it notarized if required. 
• Log the Case Name, Case number, Search Clerk 

name/contact info, office, and date sent to out of 
state DMV office. 

• Send the completed form and payment 
information to the out of state DMV office. 

4 Staff from 
other State 

• Process form and payment  
• Send information requested to CCWS Financial 

Clerk.  

5 CCWS 
Financial Clerk 

When response is received, CCWS Financial Clerk will: 
 

• Send to appropriate search clerk/staff member.  
• Log that information was received and date sent 

to appropriate staff for tracking purposes. 

6 Search Clerk • Enter information on 04-52 and CWS/CMS search 
page. 
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Correctional 
Facilities  

 
The table below outlines available search engines for correctional facilities:  
 

Search Engine Information available Instructions 

San Diego Sheriffs 
County Jail 

Provides local information 
on restraining orders, arrest 
warrants, and current 
custody information. 

• Go to San Diego Sheriff’s 
site 

• Click the “Jail Lookup and 
Information Icon” 

       
• Enter name of party you 

are searching 
 

Chula Vista Police 
Department (CVPD) 

Provides information for 
Chula Vista population on 
restraining orders, arrest 
warrants, and current 
custody information. 

• Go to CVPD Jail Site 
• Review list of inmate 

population as an effort to 
locate the party you are 
searching 

Federal Bureau of 
Prison Index 

Information on federal 
inmates incarcerated from 
1982 to present. 

• Go to Federal Bureau of 
Prison site 

• Enter name of party you 
are searching 
 

California Department 
of Corrections and 
Rehabilitation (CDCR) 
Locator 

Provides information on 
California inmates  

• Go to CDCR site 
• Accept disclaimer 
• Enter name of party you 

are searching 
 

  

 
Probation/Parole 

 
Inquiries should be made to probation/parole departments when search results indicate 
that a client was in a detention facility. Contact the county’s probation/parole department in 
which the client was in custody to inquire if they are on probation or parole. 
  

 
CWS-CARES 

 
Child Welfare Services-California Automated Response and Engagement System (CWS-
CARES) is the name of the new statewide database system that will eventually replace 
CWS/CMS. The first module to roll out is called “Snapshot.”   

  

https://www.sdsheriff.gov/
https://www.sdsheriff.gov/
http://cvapps.chulavistaca.gov/CVPDJail/InJailListing.aspx?_ga=2.62707752.581981127.1655399728-2113537986.1655399728
https://www.bop.gov/inmateloc
https://www.bop.gov/inmateloc
https://inmatelocator.cdcr.ca.gov/
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CWS-CARES (cont.) 

 
The CWS-CARES Portal has various training resources available to provide instruction and 
updates on implementation of CWS-CARES. Staff will need to register to access the training 
materials. 
  

 
CalSAW 

 
CalSAW (previously known as CALWIN) database provides information for clients receiving 
medical, food and cash benefits. CalSAW training handouts are available here. 
  

 
CWS/CMS 

 
A CWS/CMS search consists of the following steps:  
 

• Reviewing court reports for information that may be helpful to assist search efforts 
(i.e. names of parents, relatives) 

• Reviewing the Field Worksheets (formerly Face Sheets) 
 
In CWS/CMS: 
 

• Open CWS/CMS application 
• On the Control Panel, click “Client Services” 

  
• Click, Search, then Start Search 

 
• This will open the box below  

 
 

• Enter any identifying information available on the individual and conduct search.  
 
NOTE: If you are searching for a client who may reside or has resided out of county, change 
the County of Residence drop down box to the appropriate county. 
  

 
Zip Code Lookup 

 
The USPS provides various search engines to look up information based on a zip code. Items 
that can searched include: 
 

• By address: Enter a corporate or residential street address, city, and state to see a 
specific ZIP Code 
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Zip Code Lookup 
(cont.) 

 
• By city and state: Enter city and state to see all the ZIP Codes™ for that city. 
• Cities by Zip Code: Enter a ZIP Code™ to see the cities it covers 

 
Find the Zip Code search engines here. 
  

 
Immigration and 
Customs 
Enforcement 

 
The U.S. Immigration and Customs website provides a search tool to locate someone in an 
immigration detention facility. Search results are only for adults 18 years and older.  
 
To conduct a search:  
 

• Go to the ICE site 
• Scroll to the bottom of the page and click on “Online Detainee Locator System” 

 
• Enter the party you are searching for in the “Online Detainee Locator System” page 

  

 
Victim Notification 
Network 

 
VINELink.com is the online portal for VINE. Vine notifies survivors, victims of crime, and 
other concerned citizens to access timely and reliable information regarding offenders or 
criminal cases in U.S. jails and prisons. VINE can provide the most reliable information for 
custody status changes and criminal case information. 
 
To search Vinelink.com:  
 

• Go the Vinelink.com site  
• At the top of the webpage, select state you are searching: 

               
• Select “search for someone” in the menu of options 

                 
• Enter the required party information in the search menu  

  

  

https://tools.usps.com/go/ZipLookupAction_input?_gl=1*1g5us0*_ga*MjA4NTA1MjcwMS4xNjU1NDAwNzUy*_ga_3NXP3C8S9V*MTY1NTQxOTcxOC4zLjEuMTY1NTQxOTczMi4w
https://www.ice.gov/
https://www.vinelink.com/#state-selection
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Victim Notification 
Network (cont.) 

 

 
  

 
Social Media 

 
The Thomas Reuters CLEAR program may provide information regarding active social media 
accounts. Additionally, SW staff may be aware of a social media account for a 
parent/relative. The county has created the Facebook Family Finder page; County of San 
Diego Child Welfare Services Family Finder | Facebook which can be used to contact an 
individual and provide general contact information for the agency. Staff will refer to Social 
Media policy for more information on use and guidelines when using social media. 
  

 
Out of State 
Searches 

 
If the local screens do not provide a successful result, the search clerk can conduct an out-of-
state search by using the following resources: 
 

• CLEAR 
• Internet White Pages 
• State specific records i.e. DMV 
• Correctional Facilities searches 
• Social Services 
• Registrar of Voters 
• Child Support 
• Postmaster 

  

 
International 
Searches 

 
Parent/Relative search clerks do not search in Mexico or other countries.  To search for a 
parent who lives in another country, complete and send the 04-309 to the International 
Liaison Office (ILO). 
 
If the parent is believed to be in Mexico, the ILO will submit a parent search of media 
announcement to a Desarrollo Integral de la Familia (DIF) office.  If the parent is believed to 
be in another country, the ILO can contact the consulate/embassy to initiate a search. The 
SW will provide as much information as possible to assist in the search. See International 
Liaison for more information. 
  

 
Haines Directory 

 
The Haines Directory is a reverse directory to search a name when there is only a phone 
number or address available. 
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Mail Inquiries  

 
The following table details each type of letter inquiry and instructions for mailing:  
 

Type of Letter Purpose Instructions 

04-366 Out of 
County/State/Government 
Agency or Military 

 

General letter template 
used to contact an agency 
requesting information on 
a client 

Mail letter to the 
designated agency 

04-368 Metropolitan 
Correctional Center  

 

Used if SDLAW indicated 
client in custody or 
released from custody 

Mail letter to:  
MCC Records Office 
808 Union Street 
San Diego, CA 92101 

04-369 Parent Notification 
of Hearing Letter  

 

Sent to the client’s last 
known address and 
provides information on 
contacting the agency and 
obtaining an attorney 

Mail letter to the last 
known address available 
for the client  

0-370 Postmaster 
 

Request information from 
USPS on any new addresses 
for the client, or to confirm 
if client is still at address 
and receiving mail 

Mailed to the post office 
location in zip code area of 
the last known address.  

04-371 Registrar of Voters  
 

Request information from 
Registrar of Voters 
regarding client 

Mail letter to MS: 0-34 via 
interoffice mail 

04-375 DCSS/Family 
Support 
 

Request information from 
Department of Child 
Support regarding client  

Mail to DCSS Mailstop 
(MS): C-77 via interoffice 
mail  

JDIS-2043 DOJ Request for 
Record Transcript 

 

Request available criminal 
transcript  

• Emailed or mailed on 
address provided on 
form.  

• Minimum information 
needed:  

o First and last 
name, DOB and 
SSN 

o CII number can 
be found 
through 
SDLAW (if 
applicable) 
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Search Results 

 
CLEAR search results can produce a large number of findings. An individual may have 
multiple results under “also known as” (AKAs) or various addresses. Additionally, search 
results may include addresses that are a year old, or some that are 10 years old. The law 
does not have specific date range guidelines but directs that we conduct “reasonable” 
searches. Generally, efforts can be focused in locating parents/relatives/NREFMs to the last 
five (5) years in situations when search results provide several addresses. In these cases, if 
you have several addresses within the last five years and there is one old address of 10 or 
more years, it would be reasonable to focus on the newer/last known addresses and exclude 
the older address. However, if the only result is an address that is 10 or more years, it is not 
reasonable to exclude this address.  
  

 
Relative/NREFM 
Written 
Notification 

 
Each located relative/NREFM must be sent the four following forms:  
 

Form Description 

04-15 
Relative 
Notification 

Notifies relatives regarding the child/youth’s removal, their right to 
placement, and how they can support and be involved.   

04-32 
Frequently 
Asked Questions 
for Relatives  

Includes information on frequently asked questions regarding 
children/youth in care and Child Welfare Services involvement. 

JV 285 
Relative 
Information  

Used for relatives to provide information to court regarding the 
child/youth. 

JV 287 
Confidential 
Information  

This form is used along with JV 285 to keep the relative’s contact 
information confidential. 

 
Sending written notification to located relatives/NREFMs: 
 

Step Action 

1 Obtain CLEAR report. 

2 Identify relatives/NREFMs that will be sent written notification and 
confirm if any exceptions to notice apply. 

3 Prepare letters for relatives/NREFMs by: 
 

• Addressing and printing the 04-15 to each relative/NREFM.  
• Use the SWs name/address as the point of contact and return 

address.  
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Relative/NREFM 
Written 
Notification (cont.)  

 

Step Action 

3 
(cont.) 

• Attach and mail all four letters (04-15, 04-32, JV 285, JV 287) 
to each relative/NFREM. 

4 • Provide SW a list of relatives/NREFMs  
• Document on 04-52 results  

  

 
Documenting 
Search Results 

 
It is imperative that results from all searches are documented as the court must make 
findings as to the agency’s efforts in locating absent parents, and relatives/nonrelative 
extended family members (NFREMS). The SW will use information entered in CWS/CMS 
from these searches to create a Due Diligence court report.   
 
To document information on the 04-52: 
 

• Enter pertinent information from search results under the “comments” section of 
the form.  

• Ensure to include any pending items, i.e. a certified letter receipt has not been 
received 

 
To document a parent search in CWS/CMS, follow these steps: 
 

• Open CWS/CMS application 
• Open corresponding case 
• Open the parent notebook  

 
• In the parent notebook, select the search log tab 

 
• Add an entry by clicking the + on the search table 

 
• Complete the following fields: 

o Source, date of search, file clearance, description and results 

 
• Upload and import the 04-52 form into the case 
• Save to Database 
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Documenting 
Search Results 
(cont.) 

 
To document a relative/NREFM search, follow these steps: 
 

• Open CWS/CMS application 
• Open corresponding case 
• Open the child’s notebook  

 
• In the child’s notebook, select the search log tab 

 
• Add an entry by clicking the + on the search table 

 
• Complete the following fields: 

o Source, date of search, file clearance, description, and results 

 
• Upload and import the 04-52 form and CLEAR report in the case 
• Save to Database 

  

 
Possible Leads 

 
After receiving search results, the search clerk will attempt to search for additional 
information on any possible lead by using all available search engines. 
  

 
Maintenance of 
Records 

 
Search clerk staff will keep a copy of the entire parent and relative/NREFM search file for up 
to two years in case the original information is lost or needed for future searches on siblings 
or other relative cases. 
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Kinship Chart 

 
Below is a Kinship Chart which displays relationships to the 5th degree of kinship: 
 

 

 
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. 
  

 
  

https://www.sandiegocounty.gov/content/sdc/hhsa/programs/cs/child_welfare_services/cwsresourcesandguides/SET.html
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