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When a worker has previously worked for Child Welfare and is rehired 
or reinstated, or a person is hired as a new worker, it is important to 
enter them correctly in KIDS Organization screen.  This affects not only 
the worker’s CW employment history and ability to navigate KIDS, it 
affects several Reports on WebFocus Dashboard and can result in 
incorrect data.  To assist with entering workers in KIDS correctly upon 
REHIRE or NEW HIRE, please follow the steps below: 
 

 

 

 
 

 

 

 

 

Go to the Org screen at top of toolbar and click on Staff and a “Find Staff Person” box will 

open. Click “Clear” to clear out the information, select “All” at the top to ensure you find the 

worker, then type in the worker’s name and/or U number if you have it. Click “Find” and the 

worker should show in bottom box. Select that worker and click “OK”. 

Select Info tab and the worker’s information will open. This is where you will update the 

worker’s current employment and personal information, using the pink tabs under worker’s 

name, SSN, and DOB.  

 KIDS Access tab – KIDS Access History should show their previous history with KIDS, 

as well as their new access start date. This is entered by HR or Supervisor when 
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employee is rehired/reactivated. This should be the date they are starting or rehired. DO 

NOT WRITE OVER PREVIOUS DATES. 

 
 

 

 
 

 

 

 DHS/CW Employment tab – For Rehires, you must add a new line for Episode Start 

Date. DO NOT OVERWRITE OR CHANGE A PREVIOUS EPISODE START DATE. 

This erases the history for this worker and negatively affects reports and other data. Use 

the “Create/Edit Episode” button. A pop-up box will open for you to choose which 

epsiode you are changing: DHS is start date with the agency, CWS is start date with 

Child Welfare. If new DHS Epsiode Start Date is not entered, you must begin with that 

date or choose “Both” on pop-up box if dates will be the same. If new DHS start date has 

already been entered by HR, select that line (in blue), then Create a new CWS Episode 

Start Date.    
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Must Select “New” when entering the new episode start date. Fill in all appropriate 

information and hit “OK”. Make sure the information is saved. 

 
 

 

 

 
 

 

 
 

 

 

This is also where you would make sure Unit/Group, Worker Type, and Primary County 

information are correct for this worker.  

o Worker Type should represent what type of work this worker consistently covers 

and what percentage of their workload is represented by that work. Worker type 

percent must equal 100% (this is not eligibilty).  

o Click box next to “Multiple County” if this worker covers other county offices 

and any other counties for secondary assignments. Use the “Select” button to add 

those counties. 



Rehires and New Workers in KIDS How To 
 

April 2022  Page 5 
 

 

 
 

 

 Special Duties tab – Fill out this tab only if these are in the scope of this worker’s duties. 

 Notifications tab – Fill out only if these apply to this worker. 

 

 Education tab – Supervisor or Admin staff will fill this out.  

 
 

 

 Contact Info tab – Ensure this is updated with worker’s current phone contact 

information, including Personal, Work, and DHS Issued Cell and IMEI Number (if 

applicable). Home Address is not needed. 
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Select Security tab on toolbar to enter worker’s security levels for KIDS access. If worker is a 

rehire, previous security levels will be shown with an end date. Be sure that new security levels 

are accurate for current CWS level, not necessarily previous level.  

 All CW Specialists should have Level 1 and 2 security. 

 Local county offices can give Level 3 security on approval from District Director.  

 Higher security levels come through KIDS HelpDesk on request. 

 

 

 
 

 

 

 

 

Hit “Clear” to start a new line to enter each security level. Enter start date. “Comments” section 

can say something short about why the security is being added, such as: “Rehire as CWS II” or 

“New Hire CWS I”, etc. Click “Add” to save. 

FOR PROMOTING STAFF – ONLY CHANGE POSITION. DO NOT CHANGE ANY 

START DATES OR END DATES. Start dates are for when the worker started with DHS or CW 

– not for when they changed position or promoted. When entering a promotion for a staff 

member, only change their position. Use the Create/Edit Episode button, choose 

“CW Episode” and “Edit”. The bottom four boxes will light up for change but only change the 

POSITION selection. See example below – the start date and end date do not change. 
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