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	SEARCHING AND ENTERING EDUCATION 

PROVIDER (SCHOOL) INFORMATION
This FYI cancels FYI 05-56 (REV), Searching and Entering Education Provider (School) Information with The CWS/CMS 5.5. Code Drop, dated 12/01/05
The mandatory requirement to enter a child’s school into the Client Services section of the CWS/CMS record was improved by the CWS/CMS 5.5 Code drop.  Those added features have made it much easier to enter information into the data base.

The search protocol provides two methods to locate a child’s Education Provider.  First is the standard “Search”.  This is the hard way.  The second new and improved method is to use progressive drop down menus to drill down to the child ‘s Education Provider by sequentially selecting 1) School Category, 2) County, 3) District, 4) School.

A troubleshooting protocol is in place to enter non-public schools, out-of-state schools, and schools not located after the search for the Education Provider has been completed.

To locate an Education Provider through the drill down method, perform the following protocol:
DRILL DOWN PROTOCOL

Step 1:
In “Client Services”, click on “Search” (drop down options will appear), select 




“Start Search.”

Step 2:
In the “Search Type,” select “Education Provider” from the drop down menu.

Step 3:
In the “School Category” drop down options, select Public, Private, 






Independent, or Home depending on the school in which the child is enrolled.

Step 4:
In the “County” drop down options, select the “County” where the school is 





located.

Step 5:
In the “District” drop down options, select the School District in which the school is 



managed.

”.
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If you have any questions regarding this release please 


e-mail your question to:

Policy@dcfs.co.la.ca.us


Clerical Handbook: http://lacdcfs.org/Policy/Hndbook%20Clerical/Default.htm
Child Welfare Services Handbook: http://lacdcfs.org/Policy/Hndbook%20CWS/default.htm

FYI’s: http://lacdcfs.org/Policy/FYI/TOCFYI.htm
Step 6:
In the “School” drop down options, select the name of the school in which the child is 


enrolled.  NOTE:  If the school is named after a person, the school can be found 



alphabetically by last name.

Step 7:
Click “OK
SEARCH PROTOCOL

Use the standard search process that you’ve used before to locate the Education Provider.

Once you’ve located the school, you can create the child’s Education Notebook attached to that school.

TROUBLESHOOTING

If you are unable to locate the school where the child is enrolled, you may e-mail the Department’s Education Unit at:

inocea@dcfs.lacounty.gov  (Inocente, Arlene in the Global Address list)

with a copy (Cc) to: strums@dcfs.lacounty.gov (Sturm, Steve in the Global Address list)

The Education Unit will input the name of the school into the database, within 3 calendar days.  The required information to be included in the e-mail is:

· The Child’s Name and Date of Birth

· The School’s complete Name and Address, including County and School District.

· The School Category:  Public, Private, Non-public, Out-of-State Public or Private, Court or Juvenile Camp School.

· CSW’s name and phone contact.

Once the school is created, you will receive an e-mail from the Education Unit indicating that it is on the database.  You will then need to search for the school and create an Education notebook as you normally do.
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