C300-081





ADDING COLLATERALS





APPLICABLE TO:		Unit Clerk





FORMS: 				Miscellaneous





It is the Unit Clerk’s responsibility to create a Collateral Notebook in CWS/CMS when a Children’s Social Worker (CSW) requests that they do so.  The Collateral Notebook is located in the Client Management section of either the Referral or Case folder.  A collateral is a person who has specific knowledge of an incident of alleged abuse, or has relevant information about a client.  A collateral is someone who is not already identified as a client, reporter, law enforcement officer, service provider, substitute care provider or attorney.  





A.	WHEN:		CSW IS REQUESTING THAT A NEW COLLATERAL 							NOTEBOOK BE CREATED





WHO�
       HOW�
�
�
�
�
UNIT CLERK�
1.	Receive documentation from CSW indicating the full 	name, address, telephone number of the collateral person 	and their relationship to the client.


2.	Access the CWS/CMS application.  Open the client 	services application.  From the File Menu, select find 	folder.  Enter the 19-digit referral or case number, then 	click OK to retrieve the client notebook.


3.	Click the Client Management section button.


4.	Click the Create New Collateral icon.  The New 	Notebook dialog box opens.


5.	Select the client, then click OK to close the dialog box 	and create the new Collateral notebook. 


6.	The Collateral notebook consists of three pages: ID, 	Address, and Related Clients.  Complete each page with 	appropriate information.


7.	From the File Menu, select save to database.  This will 	store the data of the Collateral Notebook.�
�
�
�
�
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�
�



CWS/CMS-CLERICAL  #C300-081 (3-1-98)		Page 1 of  1











