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Notice of Child Fatality 
or Near Fatality Training 
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Check Client Node Folders 
Save time by ensuring 
information in all Client 
node folders is updated 
prior to opening the 

document. 
In particular check: 

‐ Legal Name spelling 
‐ Addresses 
‐ Relationships 
‐ ICWA status 

2 

Access the Document 

The Child Fatality/Near Fatality Document is opened from Chronology. 
Click the magnifying glass button to locate the template. 
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Locate the Document 

To shorten the list of documents in the Template Search Tree View, 
select State in the Group type field and 

Child Protective Services in the Category field 
prior to clicking the Search button. 

4 

Open the Document 

Click on the Child Fatality/Near Fatality Document in the Tree View, and 
click the Select button to open it. 

5 

Setup Tab #1 

Text entered in any document’s Description field copies into the Tree View. 
Enter the correct Date fields within the Document section. 
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Setup Tab #2 
Select the following persons in their 
related Participants or Relationships 
fields, and select a current Address as is 
applicable: 
‐ The name of the identified Child 
‐ The name of the Alleged Offender 
‐ The names of as many as 3 Other adults 
in the household, and 
‐ The names of as many as 6 Surviving 
children in the household. 

7 

Setup Tab #3 
Select the following persons in 
their related Participants fields, 
and select a current Address as 
is applicable: 
‐ The Child’s Father 
‐ The Child’s Indian Custodian 
‐ The Child’s Mother 

8 

Setup Tab #4 and Editor Button 
Select the following Staff persons:  
‐ The Social Worker, and  
‐ The Supervisor.  
The remaining fields merge  
information as previously entered  
in SSIS Admin.  

After saving, click the RTF Document tab. 
Click the E Editor button to open the 
document in its own Editor window; this 
provides editing features such as Spell Check. 
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Editor Window Email Link 

Text is highlighted to indicate where it is editable. 
Once the document is complete, click Save As beneath the File tab and save it to 

a secure location. Click the link in the document to open an email window; 
Attach the document to electronically submit it to DHS. 10 

Editor Window Tip Sheet Link 
Read the 

document’s 
instructions. 
Click the 

Tip Sheet link 
to access 

additional help in 
determining a 
near fatality. 
The Tip Sheet 

opens in its own 
internet tab. 
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Family Information Section 
Complete the 

Family information 
section.  

Much of the data in  
this section merges  
from the Setup tab;  
all text whether  

merged or entered is  
editable.  

Enter additional text  
and/or select  

checkboxes as are  
applicable.  
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Fatality Case Information Section 

Complete the Fatality or near fatality case information section. 
Enter text and/or select checkboxes as are applicable. 

13 

Fatality in a Licensed Facility Section 

Complete the Fatality or near fatality in a licensed facility section. 
Enter text and/or select checkboxes as are applicable. 

14 

Child Protection Involvement Section 

Complete the Current or prior child protection involvement section. 
Enter text and/or select checkboxes as are applicable. 
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Other Professionals Section 

Complete the Other professionals involved section. 
Enter text and/or select checkboxes as are applicable. 

16 

Describe Circumstances Section 
Complete the
Describe 

circumstances 
section. 

Enter text and 
ensure the merged

information 
throughout the
document is 
correct. 

Print the document 
if desired; click Save 
and then close the 

document. 
17 

Setup Tab – Finalize Document 

When the document is complete, return to the Setup tab and 
change the Status field from Draft to Finalized 

and click Save in the toolbar. 

18 

6 



     

                   

   

   

   

   

6/15/2016  

Questions? 

19 

Contacts 

• Child Mortality Review Team 
• Dhs.childfatalityreview@state.mn.us or 
• 651‐431‐4660 

If you’d like to reach one of the team members directly: 

• Ruth Clinard – 651‐431‐4696 
• Ryan Hartneck – 651‐431‐2693 
• Kristine Frick – 651‐431‐4285 
• Brittany Lochner – 651‐431‐4014 
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