
Title: Acknowledgement Form 

Description: Provides CPIs with the ability to capture digital signatures for key forms and provide electronic copies to those family 
members via email. 
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The Acknowledgement Form is a singular, digital form comprised of the following forms, each represented by a section: 

 Firearm Safety 
 Sleep Safety (0 to 2 years old) 
 Water Safety (1 to 4 years old) 
 Indian Child Welfare Act (ICWA) *Yes/ No indicator* 

The Acknowledgement Form is accessed from the menu selection directly beneath the Investigation ID.  Only one Acknowledgement 
Form can be documented and completed per Investigation.  As reflected in the screenshot below, the General section captures the 
following information: 

 Investigation # 
 Originating Intake – Initial Intake ID *Clicking the link launches the Initial Intake page* 
 Primary Investigator – Pre-fills based on the Primary Investigator captured on the Investigation in FSFN 
 Investigator Name – Pre-fills ONLY if the Primary Investigator populated from FSFN is provisioned in Dynamics; if populated, 

displays as a link, which launches the Worker Information page 
 First Name – First Name of the Investigator 
 Last Name – Last Name of the Investigator 
 Supervisor – If the Investigator populates, and a Supervisor is captured in Dynamics, populates with the Supervisor Name 
 Investigator Phone – If the Investigator populates, and a Phone Number is documents on the Worker Information page, 

displays the Investigator Phone 
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Upon scrolling further down, the Email(s) field provides the ability to document up to 10 email addresses, each separated by a comma 
or semi-colon.  The Email addresses documented will receive an electronic copy of the signed and completed Acknowledgement Form, 
along with the HIPAA and Rights & Responsibilities information.  Each section has a bolded section header, indicating what is captured 
and being acknowledged.  At the bottom of the electronic form is an ICWA section to indicate if the child(ren) is/are of American Indian 
or Alaskan Native ancestry, which defaults to No. 
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Following the electronic form sections are the Signature sections.  The first section applies to Caregiver 1.  Caregiver 1 is typed into the 
Parent/Caregiver – Print Name field.  Caregiver 1 then electronically signs on the Parent/Caregiver Signature line.  If the Signature needs 
to be updated, the Clear link can be selected, which wipes out the Signature.  Once the Signature is documented and ready, ensure you 
click the checkmark circle, which saves the electronic signature.  If this checkmark is not selected prior to completing the form, the 
signatures will not be saved. 
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Following the Caregiver 1 section are the Caregiver 2 and CPI sections.  As with Caregiver 1, Caregiver 2 is typed into the 
Parent/Caregiver – Print Name field.  Caregiver 2, if applicable, then electronically signs on the Parent/Caregiver Signature line.  If the 
Signature needs to be updated, the Clear link can be selected, which wipes out the Signature.  Once the Signature is documented and 
ready, again ensure you click the checkmark circle, which saves the electronic signature.  If this checkmark is not selected prior to 
completing the form, the signatures will not be saved.  The CPI Name field is NOT user entered and pre-fills based on the Investigator 
currently documenting the Acknowledgement Form.  As with Caregiver 1 and 2, the CPI then electronically signs on the CPI Signature 
line.  Once all signatures have been documented and saved, the Acknowledgement Form can be completed. 
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To complete the Acknowledgement Form, scroll back to the top and in the top right corner, click on the Status field.  The drop down 
menu provides a Completed? checkbox that is user selected.  Prior to selecting the Completed? checkbox you MUST ensure you are 
ready to complete the form.  As soon as the Completed? checkbox is selected, it is completed.  There is no way to de-select the 
Completed? checkbox once selected.  Once selected, the Completed field updates to display Yes instead of No and all fields on the 
Acknowledgement Form become locked and no longer user modifiable. 

 

Once the Acknowledgement Form is completed, the emails are systematically generated and sent to the documented email addresses.  
The screenshot below reflects what the email looks like and attachments included. 
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