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ENTERING COURT RESULTS INTO CWS/CMS

	DATE OF ISSUE:

APPLICABLE TO:

LEGAL BASIS:

RELATED POLICY RELEASES:

NON-CWS/CMS FORM:

CWS/CMS FORMS:

SUERSEDES AND CANCELS:
	07/26/01

Court Support Staff, Their Supervisor and Their Assistant Supervising Support Manager

None

None

Minute Order

None

None


A.
WHEN:

ENTERING COURT RESULTS FROM MINUTE ORDERS INTO 




CWS/CMS 

	WHO
	
HOW

	
	

	Court Support Staff
	1. Receive daily minute orders and enter the following information from the minute order into the child's case in the court section of CWS/CMS.  This information must be entered into the case of each child mentioned in the minute order.

a) Attendees

b) Proceedings (only the text that is in all capital letters)

c) Court orders

d) Sanctions

e) Visitations

f) Legal guardianships

g) WIC information

h) Nunc Pro Tunc information

i) Termination orders

j) Continuance or next court date

2.
Review that the above-mentioned information has been entered 
accurately and completely into CWS/CMS.

3.
After the above-listed information has been entered into 
CWS/CMS, shred the minute order.

NOTE:  Results from minute orders which cannot be entered in CWS/CMS due to application problems shall be sent to the regional offices with a cover sheet explaining why the minute order results have not been entered.
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