
CWS/CMS for New Users
Glossary

Abducted

A child who has been kidnapped.

Access Keys

Access keys are keyboard alternatives to using a mouse. Pressing ALT and the underlined letters in certain menus, e.g., Search, will display the menu, and pressing ALT and the underlined letters in certain commands in a menu, e.g., Start Search, will execute the command, e.g., display the Search dialog box.

Adoptive Child

An adoptive child is a child client a social worker is assisting with an adoptive placement. In CWS/CMS, this is a child with a State Adoptions case number on the Adoption Information page of his/her Client notebook.

AFCARS Field

An AFCARS field displays a green background, indicating it contains Adoption Foster Care Analysis Reporting System data. An AFCARS field is an optional field; however, it should be completed, if at all possible.

Alleged Parent

An alleged parent is the individual alleged to be the child’s birth parent, but one who does not meet one of several legal definitions, or who has not asserted their status of parent in the eyes of the law.

Application

An application is an end user computer program that handles a specific type of data and performs specific tasks. CWS/CMS includes four applications: Caseload, Client Services, Resource Management, and SOC 158.

Approval Authority

Approval authority enables a user to approve documents, e.g., case plans and court reports, and actions, e.g., referral response decisions and out-of-home care placements.

Assignment/Transfer Authority

Assignment/Transfer authority enables a user to make and transfer referral and case assignments to staff persons.

Authorities and Privileges

The authorities and privileges assigned to a user determine which applications, e.g., the Resource Management application, notebooks, e.g., a Home Study notebook, and interfaces (s)he can access, e.g., MEDS interface.

AWOL

The child is absent without leave with a runaway status.

BIA

The Bureau of Indian Affairs is responsible for the administration and management of 55.7 million acres of land held in trust by the United States for American Indians, Indian tribes, and Alaska Natives.

Bulletins

Bulletins are dated child-related, system-related, and policy-related messages sent to all CWS/CMS users. They display in the Caseload application.

Cache

Cache describes information brought down from the database and held at the workstation or local level. The information is held in a reserved section of memory and includes all information contained in notebooks opened since the last Save to Database. Cache is synonymous with "Current Work".

Case Focus Child

A case focus child is the child client on behalf of whom a CWS case has been created. There is only one per case, although:

· Related children may also be in the case, and

· Several case focus children can be in one case plan.

Case Plan Focus Child

A case plan focus child is a child client who is the beneficiary of a case plan. There can be one or more focus children in a case plan, each of whom must be a case focus child.

Case Plan Participant

A case plan participant, is a client, other than the case plan focus child(ren), who receives services in a case plan in order to benefit the case focus child(ren).

Caseload Application

The Caseload application is a computer program that handles data including approval requests and reminders. It enables users to perform tasks such as reading bulletins and making and transferring assignments. Supervisors use it frequently.

Chaining

Chaining is the act of opening the next Scenario Manager .arc file in a series using the Save to Database command so as to simulate live production.  This feature is only available in Adoptions, Case Plan, Court, and Placement.

Character

A character is any symbol that requires one byte of storage in memory. This includes letters, numbers, punctuation marks, and spaces.

Client

A client is a person for whom a Client notebook has been created because (s)he is involved in a referral or case and has the potential to receive CWS services.

Client Services Application

The Client Services application is a computer program that handles data including referrals and cases. It enables users to perform tasks such as searching, creating and updating notebooks, and creating documents and reports. Referral and case carrying staff persons use it frequently.

Collateral

A collateral is a person who has specific knowledge of an incident of alleged abuse or has relevant information about a client, and who is not a client, service provider, staff person, reporter, attorney or substitute care provider.  A relative or non-relative extended family member (NREFM) is entered as a collateral when being assessed for a Relative/NREFM placement.

Command

A command is a menu item, e.g., the Attach Existing Client command in the Attach menu that executes an action. The Attach Existing Client command incorporates information in a selected Client notebook into a referral or case.

Common Address

The common address is the address that is recorded during referral intake.

Contact

A contact is interaction, e.g., in person, by telephone, or by letter, between a staff person and a person involved in a referral or case, e.g., a client, collateral, or substitute care provider on behalf of a victim or case focus child.

Control Panel

The CWS/CMS Control Panel is a utility program that connects a user to the database at logon and enables him/her to start all the CWS/CMS applications.

County Welfare Department (CWD)

County Welfare Departments provide protective and supportive services for both children and vulnerable adults as well as a variety of public assistance programs to aid needy and disadvantaged families and individuals.

Current Work

Current Work includes information (e.g., referrals, cases, and search results) brought down from the database since the last Save to Database and held at the workstation or local level. It also includes changes (e.g., notebooks updated and documents created) being held at the workstation level until they are saved to the database. Current work is synonymous with "Cache".

CWS/CMS

The Child Welfare Services Case Management System (CWS/CMS) consists of multiple software applications that provide comprehensive case management functions for child welfare services staff.

CWS Attorney

A CWS attorney is an attorney (usually a deputy County Counsel) who represents the child welfare services agency, as opposed to an attorney who represents a client or a substitute care provider.
Data 
Data is information that has been entered in CWS/CMS in such a way that it can be manipulated by the program. For example, information entered in fields on a page in a notebook can populate to a document.

Database

The database refers to the mainframe computer database in Boulder, Colorado where the CWS/CMS applications store information (data) permanently.

Dialog Box

A dialog box is a box that appears on the screen to present information or request additional information needed to complete the execution of a command, e.g., the Open Notebook (Client) dialog box requests selection of a specific Client notebook.

Direct Assignment

A staff person with primary, secondary, or read-only responsibility for a referral or case has a direct assignment to that referral or case.

Document

A document is a file created using the Microsoft Word application that can be printed, saved to the database, and reviewed and/or changed later, e.g., a court report or a case plan.

Domain

A domain is a group of computers and devices, e.g., printers, on a network that are administered as a unit with common rules and procedures. The CWS/CMS system is organized into domains that are determined by geographical location, density of population, and the requirements of the CWS/CMS system.

Error Messages

System generated error messages appear on the screen in CWS/CMS to:

· Remind the user to perform a task, e.g., save to the database, or

· Warn the user that (s)he is entering, changing or deleting data that could make sweeping changes to his/her existing work, e.g. changing the start date in a referral, or

· Tell the user that (s)he is attempting to enter, change, or save data improperly, e.g., entering an invalid number, or

· Tell the user a problem has occurred, e.g., at the database, in CWS/CMS, or in the Microsoft Windows application and direct him/her to take an action to solve it, e.g., contact the Help Desk.

External Document

An external document is a document created outside CWS/CMS that can be imported to CWS/CMS and attached to a referral or case.

Family Finding Efforts

The fields that record the efforts that have been taken to identify and establish lifelong connections for a child client. 

Field

A field is a space on a page that is allocated for a particular item of information. Each field has a name, e.g., Primary Phone, and certain attributes, e.g., only numeric characters can be entered, and the amount of numbers must be no more or less than 10. In CWS/CMS, a field can be mandatory, optional, or read only.

· A mandatory field has a yellow background and a black border, and the characters are black. It can not be left blank. Each mandatory field in current work must have a valid entry in order to be able to save to the database.

· An optional field has a white background and a black border, and the characters are black. It can be left blank.

· A read only field has a white background and a blue border, and the characters are blue. The information in the field populates from another field or is calculated from a formula involving fields. Information can not be entered directly into a read only field; CWS/CMS automatically determines what goes in it.

· An Outcome Measure data reporting field has a periwinkle background, and the characters are black.  This field should be completed, if at all possible, for reporting purposes.

Folder

A folder is an object used to organize related information, e.g., a case folder contains notebooks related to the case focus child.

History Button

When the History button is available, it indicates that additional information exists in the database. Use the History button to bring some or all of that information into cache.

ICPC

Interstate Compact for the Placement of Children is a federal law designed to protect and assist in the placement of children across State lines.
ICWA

The Indian Child Welfare Act is a federal law designed to protect the best interest of Indian children and to promote the stability and security of Indian tribes and families.

Indian Custodian

An Indian custodian is an Indian person, designated by the tribe, who is an advocate of the Indian child but who is not that child’s biological parent.

Indirect Assignment

A staff person has an indirect assignment and read only access to a referral or case if a client in that case is also a client in another case to which (s)he has a direct assignment.

In Focus

An object, e.g., a referral or case folder, notebook, or page is in focus if it is currently being displayed. A command, e.g., the Approval command, usually applies to the in focus object.

In Effect Case Plan

The In Effect case plan is the approved case plan with the most recent start date.

In Progress Case Plan

An In Progress case plan is a case plan that has not yet been approved.

Local Report

A local report gives summary information on a specific referral, case, client or placement home. Local reports produce a snapshot of the information in the database at the time they are generated, and are not saved by the system.

Logon ID

A Logon ID, e.g., WALLACG, is a user name that, along with a password, enables a user to begin executing programs, e.g., CWS/CMS, and using shared resources, e.g., printers.

Maternal

A parent or relation to a child on the mother’s side; mother, mother’s mother, mother’s father, or mother’s grandparent.

Menu Bar

The menu bar is a horizontal bar appearing under the title bar and displaying menu options used in the active application, e.g., Search. When a menu option is selected, a drop-down (pull-down) menu displays with commands that can be selected, e.g., the Start Search command.

Microsoft Word

Microsoft Word is the word processing application used by CWS/CMS to create reports and documents.

Navigation Tool

A navigation tool is a utility within CWS/CMS that helps you use CWS/CMS to perform a particular task. For example, the Case Plan navigation tool leads you through the steps in the process of creating an initial or updated case plan.

90 Day Transition Plan
The 90 Day Transition Plan is a plan that is developed for a case focus child who is within 90 days of leaving foster care.
Nonminor Dependent (NMD)
A nonminor dependent is a foster youth, over the age of 18 and less than 21 years old who is allowed to stay in care up to age 21.
NREFM

A Non-Relative Extended Family Member is defined as an adult caregiver that has an established familial or mentoring relationship with the child that has been verified by the Child Welfare Department (CWD).

Non-CWD Case

A Non-CWD case is a case managed by other than County Welfare Department staff. Most, but not all, Non-CWD cases are managed by County Probation Department staff.
Non-Foster Care Placement

A non-foster care placement is an out-of-home placement in a detention facility, e.g., juvenile hall, or medical facility, e.g., the psychiatric ward in a hospital.

Notebooks

Notebooks are used to organize information about a subject. For example, information about a child client is contained on the pages of a Client notebook and information about an allegation of abuse or neglect of that child is contained on the pages of an Allegation notebook.

NYTD

A federal Department of Health and Human Services (DHHS) requirement stating Chafee regulations require additional data collection and reporting for the youth to track the number and characteristics of children receiving independent living services, track the type and quantity of independent living services States provide to you, and develop outcome measures to assess States’ performance.

NYTD Field

A NYTD field displays a green background, indicating it contains Adoption National Youth in Transition Database data. A NYTD field is an optional field; however, it should be completed, if at all possible.

Open

To open an object, e.g., a case folder, a Contact notebook, or a document, is to make it accessible.

Outcome Measure

Federally approved CWS Program Improvement Plan (PIP) and Assembly Bill 636 (WIC 10601.1, Statutes of 2002) place increased importance on the need for accurate, timely, and complete CWS data to effectively evaluate outcome measures.

Paternal

A parent or relation to a child on the father’s side; father, father’s mother, father’s father, or father’s grandparent.
Periwinkle Fields

Outcome Measure data reporting elements will have a background color of periwinkle where data entry is allowed. Fields already colored because they are mandatory (yellow), associated to AFCARS/NYTD (green), or read-only (blue) will remain the same and only those additional fields identified as Outcome Measure will be periwinkle. A field color of periwinkle does not mean that data entry is mandatory, but only that it has been identified as an Outcome Measure data reporting element.

Placement Episode

A placement episode is the time between a child's entry into out-of-home care and his/her exit from out-of-home care. Placements are the contiguous living arrangements for the child during a placement episode. When a child re-enters foster care, a new placement episode begins.

Presumed Parent

A presumed parent is an individual who meets the legal definition of a parent.

Previous Case Plan

The previous case plan is an approved case plan prior to the in effect case plan.

Probation Department
Probation Departments provide supervision and coordination of services for minors who are wards of the court or at risk of becoming wards of the court due to law violations.
Program Management Report

A program management report is a report that compiles information at the statewide or countywide level, e.g., "Courtesy Supervision Cases - PMCTSUP" report. Program management reports can help administrators manage the child welfare services and foster care programs more efficiently and effectively.

Relative Notification

Social Worker’s or Probation Officers are required by law to notify relatives when a child is removed from his/her home. 
Resource Management Application

The Resource Management application is a computer program that handles data including lists of CWS Offices, assignment units, and staff person as well as related organizations, placement homes, and county-specific templates. It enables users to create and modify resources that are used in the Client Services and Caseload applications.

Save Locally

Saving is copying data from a temporary area to a more permanent storage medium. The Save Locally command saves the data in current work to your PC.

Save to the Database

Saving is copying data from a temporary area to a more permanent storage medium. The Save to Database command copies data in current work to the CWS/CMS database in Boulder, Colorado.  Selecting Continue Working allows you the option to continue using the CWS/CMS application after the save is complete.  Selecting Exit CWS/CMS will close the application (Control Panel) after the save is complete.

Scroll Bars

Vertical and horizontal scroll bars enable you to look at different portions of a page when the whole page will not fit within the window.

Section Buttons 

Section buttons are colored square buttons located on the task bar of a CWS/CMS application. Clicking one of the five section buttons, e.g., the Placement Management section button, provides access to a group of related notebooks and documents.

SILP

Supervised Independent Living Placement (SILP) is a placement facility for a nonminor dependent (NMD) youth. 

Spell Check

The CWS/CMS application provides spell check functionality for any text box (e.g., Contact Narrative or Summary of Current Health Conditions) by selecting Spell Check on the Edit menu.
Status Bar

The status bar appears as a gray strip at the bottom of the application window and has two sections. The left section displays information about a highlighted command you have selected. The right section indicates the selected notebook’s relationship to the case or referral.

Substitute Care Provider

A substitute care provider is a care provider associated with a placement home, e.g. a Relative/NREFM, Foster Parent, or a Non-Relative Guardian. A substitute care provider is the person who is responsible for a child's day-to-day care while (s)he is in out-of-home care.

Substitute Payee

A substitute payee is the person who can temporarily accept payment for a placement when the regular payee is temporarily unable to do so.

Template

A template is a reusable form stored in CWS/CMS and used for creating reports and documents, e.g., a Juvenile Dependency Petition.

· System wide templates are created and modified by the CWS/CMS Project Office for statewide use.

· County-specific templates are created by county users for local use.

Transitional Independent Living Plan (TILP)

The TILP is a written service delivery plan used to prepare a youth to live independently upon leaving foster care.
Title Bar

The title bar appears at the top of the window and displays the name of the application in which you are working. If you are viewing a referral or case, the title bar also displays the name of the folder and notebook you are viewing.
User ID

A User ID, e.g., WALLACG, is a user name that, along with a password, enables CWS/CMS to recognize a user and allow him/her to begin a session.

Visit

A visit is an interaction between a child and his/her parent, guardian, sibling, or grandparent.
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