
General Guidance for Virtual Contacts with Adults
This job aid provides tips for the Child Welfare Professional on what to consider before and during virtual contact with 
adults.

Before Virtual Contact

Steps to Take

Review decision tree issued 
by Department of Children 
& Families, When Can Child 
Welfare Professionals Make 
Virtual Contacts?

Ask Yourself

Decision tree will tell you if the 
person/family is eligible for virtual 
contact

Example of what to 
tell the other person
When the danger is understood 
and controlled:

“It’s my job to understand if 
children are in danger. As you 
know from our conversations, 
we have identified danger and 
CPS is confident that we will be 
able to work together to keep 
the child safe using the plan we 
have developed and implemented 
together, therefore, we can 
proceed with virtual contacts right 
now.”

Or, when danger is not identified:

“It’s my job to understand if 
children are in danger. As you 
know from our conversations 
we have not identified danger, 
however, as we’ve talked about, I 
will continue to work with you to 
address _______need until the end 
of the assessment period. Because 
CPS has not identified danger, our 
remaining contacts will be virtual.”
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Steps to Take
Define the key purpose of the 

contact

Draft an agenda

List questions you need to 
ask

Ask Yourself

What do I need to know, decide, 
&/or accomplish by the end of the 
contact?

What topics need to be discussed 
and in what order?

When the danger is understood 
and controlled: What questions 
do I need to ask to ensure the 
Protective Plan is working? Does 
the Safety Plan remains sufficient, 
feasible, and sustainable? 

When there is no danger 
identified: If there is no danger/no 
plan, what am I still worried about 
that I want to check in on? What 
additional information do I need to 
complete my work with the family? 
Are there additional resources 
that I can provide to support them 
when I close the case?

Example of what to 
tell the other person
“Our time is valuable. Before we 
connect virtually, I will prepare 
for a productive contact. Between 
now and then, think about what 
you want to get out of our time 
together.”

“I encourage you to make a list 
of important items you want to 
talk about. We’ll add them to the 
agenda at the beginning.”

When the danger is understood 
and controlled: “When we meet, 
I will ask questions that help me 
decide if the Protective/Safety 
Plan continues to be do-able and 
realistic for everyone involved.” 

When there is no danger 
identified: When there is no 
danger identified: “When we meet, 
we'll finish up ______tasks before 
CPS ends its involvement.”
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Steps to Take

Determine if virtual contact is 
accessible for the other person

Test the connectivity/
technology

Ask Yourself

Does the other person have what 
they need to come prepared for 
the contact

Do I have time right now to test 
the connect and troubleshoot (if 
not, when is the earliest I can do 
it?)? 

Example of what to 
tell the other person
“Are you willing to be seen via 
technology?” AND 

“Do you have access to a 
computer/laptop, tablet, or 
smartphone with a webcam?” AND 

“What about WiFi, or a cellular 
hotspot? Do you have access?” AND 

Is there a private place in your 
home where you can meet with 
me (other than the bedroom/
bathroom; if bedroom is only 
option- ‘Do you have a desk or 
table you can sit at?) 

“Let’s test our connection and 
technology beforehand. Do you 
have 5 minutes to do that right 
now?”

29



Tips

•	 Secure a private location (e.g., home office, or room with a door)
•	 Dress in business casual attire; avoid loud colors, checks, stripes, black/white
•	 Keep jewelry simple
•	 Remove audible distractions (e.g., turn off television, mute phone, and place 

pets in different room)
•	 Position a noise reduction/white noise machine outside the door
•	 Ensure a neutral background appears on the camera; blue is the optimum color, 

use an adjustable screen or place a divider behind your chair, avoid background 
pictures

•	 Position yourself in front of a wall, not a door (in case someone comes in 
unexpectedly)

•	 Check audio continuity and clarity - if there is echoing place pillows near the 
microphone

•	 Use headphones with a microphone to ensure clear audio and confidentiality

30



During Virtual Contact

Steps to Take

State the purpose and goals 
of the contact, check for 
understanding

Inform participants how long 
the contact is expected to last

Orient participant to 
technology

Ensure confidentiality

Ask Yourself

What was my key purpose for this 
contact? Review the agenda you 
drafted.

Can we cover the necessary 
agenda items in the time I have 
available? Are there any items that 
can wait, if so when can I propose 
we circle back to them? Can we 
cover them through email/phone?

What might the participant be 
wondering about the technology? 
What can I point out that makes 
the virtual environment known and 
familiar?

What am I doing right now 
to ensure the participant's 
confidentiality?

Example of what to 
tell the other person
“I gave some thought to our visit and 
the purpose/goal is to______. Is that 
what you expected we’d be taking 
about? I have developed an agenda 
to help guide our time. These are 
the things I need to talk about. 

“Based on our agenda, I anticipate 
we’ll need X minutes today. Will that 
work with your schedule?

“Let me point out a couple of things 
on your screen (share your screen 
so agenda is visible to you and the 
other adult)

“Can you hear me clearly and at 
an ok volume?” Let them know to 
speak clearly/loudly if you notice 
issues with the audio on their end. 
Check in on battery life: 
“I want to be sure we stay 
connected. Is your device currently 
charging?”

“Since we are not meeting in person, 
I want to assure you I’m taking steps 
to ensure your confidentiality. For 
example,” · 

•	 Private location, with door
•	 Point out use of sound 

machine, headphones, etc.
•	 Take notes using initials and do 

not document other identifying 
information for someone else 
to see
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Steps to Take

Determine location in case of 
an emergency

Confirm Household Members

Provide COVID-19 related 
updates

Ask Yourself

What information do I need to 
provide to law enforcement, or 
9-1-1 in case of an emergency 
(e.g., Present Danger is active or it 
might become active soon, or need 
for medical attention etc.)

Was I able to meet face-to-face 
with all adults and children noted 
as living in this household? 

If new people are in the home 
collect information and notify CPS 
professional: 
•	 Name 
•	 Date of birth 

Why they are there and their role 
in the household

What does the participant need 
to know about COVID-19 in our 
community, region, state, nation 
to help them take necessary 
precautions today?

Example of what to 
tell the other person
“Since we are not in person, I need 
to ask a few questions so I can help 
you if there is an emergency: 

•	 What is the address of your 
current location?

•	 Are there any people in the 
household that pose a threat to 
you, or your child today?"

Has anyone new moved into the 
house since our last visit? Anyone 
left? Has anyone stayed overnight 
for a few nights? Anyone new 
spending a significant amount of 
time here? 

Ask the person (if they are present) 
or another adult how they became 
involved with the family and their 
role, especially as it relates to the 
child.

“I want to share some important 
information about COVID-19. 
Please stop me if you already know 
it.”
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Steps to Take

Discuss the plan with 
Parents/Caregivers

Ask Yourself

Do the parents understand the 
need for the case to continue to be 
open with services? 

Is the family making progress on 
their plan?   

Have parents been able to meet 
with providers during this crisis?   

If any services have been impacted, 
how has the family been coping 
and has it affected the household?  

Example of what to 
tell the other person
Verbally summarize plan: do you 
understand your role? Are you 
committed to continuing your 
part? How? Is there anything about 
the plan that needs to be discussed 
or potentially changed? 

Have you been able to meet with 
your providers? If not, how come? 
What needs to happen next to get 
things back on track? 

Regarding the plan: what progress 
has been made? What has been 
working well? Are you trying 
anything new? How is that going? 
Do you need anything from the 
agency to continue to make 
progress? 

Does anyone in the family have any 
medical or mental health concerns 
or diagnoses? Have you been able 
to have your medical needs met? 
Medications filled?

33



Steps to Take

Summarize content and list 
next steps

Ask Yourself

What did we cover today, what do 
I need to do next, what does the 
participant need to do next? 

When do we need to connect 
next?

Example of what to 
tell the other person
“This was productive! We talked 
about…you agreed to do…and you 
can count on me to do…before 
our next contact.” If this is the 
last contact summarize totality of 
involvement, including decisions 
and progress made. When it is the 
last contact, participant should get 
a clear picture about what it means 
to have CPS involvement end (e.g., 
future contact must be initiated by 
the participant, CPS does not have 
the authority to re-engage services 
without legitimate reason to do 
so).

•	 Continue to check in on how they are doing during and after to ensure services 
are delivered in an ethical and efficient manner.

•	 Look directly at the camera and lean forward on occasion.
•	 Be 10% more active/lively than usual to be as effective as in person meetings
•	 Pay attention to lighting so that your face is not in a shadow.
•	 Gaze in upper third of the screen; do not look down at the bottom of the screen
•	 Avoid shuffling papers, sniffling, tapping fingers or pen, and typing.

Tips
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Interview Questions for Adults
This job aid provides a list of questions for the Child Welfare Professional to consider asking an adult household member 
to further understand the impact of the COVID-19 pandemic

Family Functioning 

  
• Is everyone in your family able to get what they need (food, clothing, housing, medical 
     care)? Have there been any problems? Are you able to access what you need to care for 
     your family? What would help?
• Who can help you? Do you have supportive family, friends, or neighbors to help 
    you and your children? 
• How is everyone in the family getting along with each other? Is anyone having a particularly 
   hard time? How is everyone passing the time? Do you have activities you do together? 
   Do you need ideas? 
• Are you worried about anyone? Why? 

Parenting Practices

•What’s it like parenting right now? How is it different? What’s going well? What are some 
    of the challenges? 
	 o What changes have you noticed in your child’s behavior? Are you concerned?
	 o Who were your children/youth connected to outside of the home? How are they
                   staying in touch with their friends? 

• How are you trying to take care of yourself during this time? How are you trying to take care
   of your family? 

• How are you and your family holding up? o How are you dealing with social isolation? 
   How have you managed thus far? o How is everyone coping with stress? Are you finding it 
   difficult to bounce back or manage? o Is anyone having a particularly hard time? What
   seems to be bothering you the most? What makes it better/worse? 
   Have people in your family had to face crises before? What did they do?

Wisconsin Department of Children and Families. (2020, April). COVID-19 practice guidance for CW virtual engagement, information 

gathering and assessment. Virtual Engagement, Information Gathering & Assessment Desk Guide [PDF file].

https://dcf.wisconsin.gov/files/press/2020/virtual-engagement-info-gathering.pdf

Adult Functioning
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Consult with your supervisor and legal representation to determine how your agency elects to save 
documentation generated during a virtual contact. 

Using the Whiteboard Function in Zoom 
during Virtual Contacts

This job aid helps the Child Welfare Professional use the Whiteboard function in Zoom to engage in information gathering 
in meaningful ways during the virtual contact. Please see other job aids for ideas on specific tools to use.

Steps in Zoom

Step 1:  Click on the green Share Screen button located at the bottom of the screen.

Step 2: You will have the option of choosing Whiteboard. 

Step 3: Click on the Whiteboard so it is highlighted in blue.
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Step 4: Click Share.

Step 5: The annotation tools will appear automatically.

Step 6: Click on the three dots above the More on the toolbar at the top of the screen.

Step 7: Choose “Disable participants annotation” when you do not want the other 
person to contribute. This will make you the only person who can write on the 
Whiteboard. Skip thisstep if you want them to co-create with you.

Step 8: Click on the Draw icon when you want to draw shapes and move your curser to 
the spot on the whiteboard you would like the first entry to be.

Step 9: Click on the Text icon when you want to write information. Move your curser to 
the spot on the whiteboard you would like the first entry to be.
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Step 10: Fill the board with drawings and responses. If you need an additional page, go to 
the bottom right corner of the whiteboard to create new pages and switch between pages.

Step 11: When you are done, you can save the Whiteboard to your Documents folder on 
your desktop.

Step 12: When you have saved the Whiteboard and would like to stop, click Stop Share.

Step 13: Chat box can be used throughout the virtual contact if the other person would 
rather type their response instead of say it out loud. In this case, you may decide to save 
the text from the chat box. To do that go to the bottom right of the chat box and click on 
the three dots. It will have the option to Save Chat to your desktop.
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Engaging the Expert with Two Circles
This job aid helps the Child Welfare Professional engage with a child/youth/parent to learn more information about 
several different topics

Child Welfare Professionals gather sufficient and relevant information to inform 
decision-making over the course of their work with families. This tool was developed 
by a social worker in Eau Claire county. It helps engage people in conversations about 
difficult topics in a way that places the other person at the center, as an expert. The tool 
is easy to use. It only requires pen and paper. In a virtual environment it can be created 
in Zoom using a white board, or the Child Welfare Professional can easily invite the 
other person to draw the two circles. Follow the steps below to get started.
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Two Circles to Engagement

Steps to Take

Draw a small dot anywhere on the 
paper or whiteboard 

Draw the large circle around the 
small dot 

Point to small circle to emphasize 
how little you know about the 
topic

Share what you already know

Emphasize the vast white space 
between the larger and smaller 
circle

Invite the other person to provide 
more infromation

Ask for permission

What CPS 
Professional Says
•	 “When I first start talking to 

people about these things this 
is how much I know.”

•	 “In my job I learn a lot of 
information about people- 
what they do and how they 
think and feel.”

•	 Pause for effect

•	 “For example, what I know 
about <insert topic>” is <insert 
summary of what you know>.”

•	 Pause for effect

•	 “I want to invite you to tell me 
all that you know about <insert 
topic>.”

•	 "I have some questions I 
need to ask you so that I can 
understand this small piece of 
information (point to the dot). 
Is now a good time, or should 
we take a break and come back 
to it.”  

Exemplar

•	 “When I first start talking to 
people about these things this 
is how much I know.”

•	 “In my job I learn a lot of 
information about people- 
what they do and how they 
think and feel.”

•	 Pause for effect

•	 “For example, what I know 
about your drinking is that it 
caused you to drink too much 
on Wednesday night and that 
create a dangerous situation 
for your child.”

•	 Pause for effect

•	 “What I don’t know, and 
I’d like to learn more about 
is everything else that 
contributes to this small piece 
of information that I have right 
now.”

•	 "I have some questions I 
need to ask you so that I can 
understand this small piece of 
information (point to the dot). 
Is now a good time, or should 
we take a break and come back 
to it.”  
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Steps to Take

Give permission

Engage in Active Listening

What CPS 
Professional Says
•	 “How about you take your 

pencil (or use the Zoom 
function) to write/type in 
the information that I’m 
missing right now. This is 
the information that you 
think would help me better 
understand the tiny dot.”

•	 The goal is to not say much! · 
Use statements that forward 
the conversation (e.g., “Uh, 
huh…,” “Interesting.” “Say 
more.”

Exemplar

•	 “How about you take your 
pencil (or use the Zoom 
function) to write/type in 
the information that I’m 
missing right now. This is 
the information that you 
think would help me better 
understand the tiny dot.”

•	 Actions will speak louder than 
words at this stage in the 
process Convey warmth · Be 
open · Stay neutral
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Instructions for Using a Genogram Tool
This job aid provides instructions for developing a genogram. Genograms can be developed using pen and paper or using 
the whiteboard feature in Zoom.

A genogram is a visual showing a family’s multigenerational relationships (i.e. a type 
of family tree). This tool can be helpful to draw with a parent to help them identify 
additional family members who may support them or be placement options for their 
child(ren).

Males are depicted as squares. Females as circles. Age can be entered in the center of the symbol if known.

Relationships are drawn with lines (dates optional). Divorce or separation are drawn with slashes or X’s.

Children: List in birth order beginning with the oldest on left.

Common Symbols and Instructions:

Male Female Birthdate Age Death

'91 '82 1943-2002

38 59

Marriage or couple relationship

Biological 

Child

Foster 

Child

Adopted 

Child

Twins Identical 

Twins

Pregnancy

Separation or Divorce Divorce and Remarriage

2010

P '14
'05'04 '13 '13 '14 '14 '20 

P '06
'06

Met '90, S '95, D '97 M' 12 M' 14
M' 05, D '08
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Genogram Example: Star Wars - Luke & Leia
Owen Lars

Anakin Skywalker 
(Darth Vader)

Bail OrganaBeru Whitesun (Lars)

Padme Amidala

Breha Organa

Luke Skywalker Han Solo

Ben Solo  (Kylo Ren)

Princess Leia Organa (Solo)
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General Guidance for Virtual Contacts 
with Children/Youth

This job aid provides reminders for the Child Welfare Professional on what to consider before and during
virtual contact with a child/youth. 

Before Virtual Contact

Ask Yourself

•	 Does the information I have 
right now indicate I must 
interview the child in private?

•	 What would it take for me to 
feel confident the child/youth 
will be forthright even if the 
parent/caregiver is there?

•	 What do I need to know, 
decide, &/or accomplish by the 
end of the contact?

•	 • What needs to happen in the 
contact so I can answer the 
question, “Is this child/youth 
safe?”

What to say to Parent/
Caregiver Before the 
Virtual Contact with 
the Child/Youth
•	 “I have already talked with your 

child/youth. When I talk to 
your child virtually, I typically 
like to do that in private. I 
know that can be difficult to 
do right now. I will need your 
help to make that happen. 
Where is a room in the house 
that the child can go to meet 
with me? How can we ensure 
the technology works? Can I 
call you during the interview 
if the child/youth gets stuck 
and needs help operating the 
technology?

•	 “Before I meet with your 
child I will prepare for a 
productive contact. Between 
now and then, think about any 
questions or concerns you may 
have about my contact with 
them. I will check in with you 
before I meet with the child/
youth so that we can get your 
questions/concerns addressed 
beforehand.”

Steps to Take

Establish if the interview 
needs to be done in private. 
Enlist the parents help so they 
feel included 

Define the key purpose of the 
contact
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Ask Yourself

•	 Based on what I know of the 
parent/caregiver what type of 
follow up will they want after I 
speak with the child/youth

What to say to Parent/
Caregiver Before the 
Virtual Contact with 
the Child/Youth
•	 “After I complete the contact 

with the child/youth, I’ll want 
to connect with you briefly so 
that I can let you know how it 
went and share any relevant 
information. Do you have 10 
minutes available after the 
contact to meet with me?”

Steps to Take

Decide how you will follow 
up with the parent/caregiver

Before Virtual Contact Tips

•	 Secure a private location (e.g., home office, or room with a door)
•	 Dress in business casual attrite; avoid loud colors, checks, stripes, black/white
•	 Keep jewelry simple
•	 Remove audible distractions (e.g., turn off television, mute phone, and place 

pets in a different room)
•	 Position a noise reduction/white noise machine outside the door
•	 Ensure a neutral background appears on the camera; blue is the optimum color, 

use an adjustable screen or place a divider behind your chair, avoid background 
pictures

•	 Position yourself in from of a wall, not a door (in case someone comes in 
unexpectedly)

•	 Check audio continuity and clarity; if there is echoing, place pillows near the 
microphone

•	 Use headphones with a microphone to ensure clear audio and confidentiality

During Virtual Contact
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Ask Yourself
•	 What can I reasonably expect 

of this contact given the 
child/youth’s age, abilities, & 
interest?

•	 What engagement strategies 
will I use?

•	
•	
•	
•	
•	
•	
•	
•	
•	 What was my key purpose for 

this contact?
•	
•	
•	
•	 What functions do I need to 

explain to the child/youth so 
the virtual environment can 
feel friendly and familiar to 
them?

•	
•	
•	 Did the parents/caregiver 

indicate they want me to check 
in with the child about their 
understanding of COVID-19?

•	
•	  Did I learn anything from 

the child that I can tell the 
parent/caregiver so they 
can help increase the child’s 
understanding, or reduce 
worry?

Tools to Use
•	 Review the Developmental 

Ages & Stages handout to set 
your own expectations for what 
the child can be expected to 
do during the virtual contact. 
Consider age and abilities when 
determining the duration and 
sequence of contact.

•	 Review the How to Build 
Rapport with Children During 
Virtual Contact handout and 
decide on a strategy to build 
early rapport with the child.

•	
•	 Review the agenda you drafted 

to help you prioritize the 
information you gather.

•	
•	
•	
•	
•	
•	
•	
•	 Review Trinka & Sam Fighting 

the Big Virus and What’s Up 
with this Coronavirus? handout 
with the child to engage in 
conversation about this change 
in their circumstance and learn 
how they are making sense of 
it.

Steps to Take
Engage the child

State the purpose and goals 
of the contact, check for 
understanding

Orient child to the virtual 
environment

Provide COVID-19 related 
updates

INFANT
Birth to 18 months 

2-4 months: early sounds usually vowels “eh, ah”

4-8 months: babbling most vowels, half of the 
consonants; interest in objects; tracks across 
midline; discriminates between people – known 
& unknown; vocalizes when talked to

8-12 months: may say one or two words; imitates 
sounds; responds to simple commands & own 
name

12 months: achieves object permanence (objects 
do not vanish when hidden)

12-18 months: takes things apart; says at least 6 
words; communicates by pointing; gets known 
objects when asked

Birth-2 months: prefers to look at human faces; 
recognizes mother’s voice; likes to be held & 
rocked

2-4 months: beginning to smile; cries when 
annoyed

4-8 months: laughs out loud; can smile at 
recognized persons; begins to coo; listens to voices; 
likes patty-cake & peek-a-boo

8-12 months: repeats sounds made by others

12-18 months: sustains social contact, may show 
displeasure if contact broken 

5-6 months: stranger anxiety

8-10 months: separation anxiety

10-12 months: tuned in to verbal & nonverbal 
cues, which communicate affection or rejection; 
the infant is determining his/her place in the world 
– whether s/he is valued or devalued.
 
12-18 months: attachment relationship is being 
formed

Colic: unknown cause, no known “cure”; inconsolable 
crying, usually begins around 2-4 weeks; often contin
ues until 3 months of age; baby often cries for as long 
as 3 hrs. usually beginning after 6:00 pm., lasting until 
midnight, can occur anytime

Consult Physician for the following conditions:

Wheezing (before 6 months): can be a symptom of 
bronchitis

Chronic ear infections: usually begin after three 
months of age; may impede language development

Gastroesophageal Reflux (GER): most babies cry 
incessantly, may vomit dozens of times per day

Diarrhea: loose, watery stools more than 6 to 8 times 
daily, danger of dehydration - dry mouth/ decreasing 
numbers of wet diapers

Pyloric stenosis: projectile vomiting caused by 
obstruction of valve between stomach & small 
intestine

Cerebral palsy: head lag after 5 mon.; doesn’t transfer 
objects across midline by 7 mon.; falls forward in 
sitting position after 8 mon.; drags legs, walks on 
tiptoes, persistent use of one hand 

Social/Communication - Red Flags for 
Developmental Disabilities : No big smiles/warm/joyful 
expressions by 6 mon.; no back-and-forth sharing of 
sounds/smiles/or other facial expressions by 9  mon. 
or thereafter; no babbling by 12 mon.; no 
back-and-forth gestures (pointing, reaching, waving) 
by 12 mon. no words by 16 mon.; loss of 
speech/babbling or social skills at any age

PHYSICALCOGNITIVE

SOCIAL EMOTIONAL

DEVELOPMENTAL CONCERNS

Developmental Ages & Stages

Birth-2 months: simple reflexes - grasping, sucking

2-4 months: lifts & turns head; head lags when 
pulled to sitting position; bats at objects; can make 
vowel sounds “eh, ah”; grasps objects

4-8 months: can track items across midline; can lift 
head & sustain position; can sit with support, back 
rounded; head lag disappears; brings objects to 
mouth

8-12 months: crawls; develops finger-thumb 
opposition & eye-hand coordination (can retrieve 
toy); sits without support

12 months: average age for walking (can vary from 
8 months to 16 months); says mama, dada

12-18 months: holds & drinks from cup; waves 
bye-bye; scribbles with crayon grasped in fist; 
takes things apart; begins to use spoon; climbs 
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Ask Yourself
•	 How does the child/youth look 

physically?
•	 What parts of the child/youth 

body were visible during the 
contact?

•	 Did you prompt the child 
to show your parts of their 
body (e.g., “You are looking 
so strong! Show me your 
muscles,” or “Put your ear up 
to the camera, I need to know 
you're listening really carefully 
to these directions, ok now let 
me see the other one”).

•	 Did the child get up and move 
around during the contact? 
What motions was the child/
youth able to do (e.g., get up 
and walk around, jump up and 
down, etc.)? For example, “Run 
to your room to get a favorite 
item,” or “Jump up and down if 
the answer is ‘yes.’”

•	 Were there any signs of pain or 
distress during movement?

•	 What is the emotional state of 
the child?

•	 Are there any concerning 
observations regarding the 
child’s appearance, words, or 
behaviors?

Tools to Use
•	 Review the Developmental 

Ages & Stages handout for 
developmental milestones to 
look for during the contact

Steps to Take
Observe the Child(ren)

47



Ask Yourself
•	 Was I able to speak and or 

interact with all children in the 
home?

•	 Did I give the child the option  
of using the chat box if there 
was information they did not 
want to share aloud?

•	 Did the child describe any 
conditions in the home that are 
of concern to CPS (i.e., new or 
reemerging danger)?

•	 What did I learn about the 
child’s safety?

•	 What did I learn about the 
child’s well-being? Physical & 
emotional/mental health? 
Learning and development?

•	 Were there any concerns noted 
in the child’s appearance or 
behaviors?

•	 Did the child say anything that 
CPS would be concerned with?

•	 What did I learn from the child/
youth?

•	 Did I repeat what I learned back 
to the child so that they had a 
chance to correct me?

•	 Based on what I heard, what do 
I need to do next?

•	 What concrete thing can I tell the 
child/youth about next steps?

•	 Did I provide contact 
information for the child/youth 
in case there is an emergency?

Tools to Use
•	 Review the different types of 

tools you can use to gather 
information during a virtual 
contact. Decide if you want to 
use one of these tools:

-Engaging the Expert with 
Two Circles
-Genogram

•	 Review the Using the 
Whiteboard Function in Zoom 
handout and test the functions 
if you decide you want to use 
them instead of pen and paper

•	 Review the Interview Questions 
for Children handout and select 
relevant questions you want to 
ask during your contact

•	 Review the Developmental 
Ages &Stages handout to 
decide what information you 
can share back with the child/
youth at the end of the session 
toprovide them with a concrete 
understanding of what will 
happen next.

Steps to Take
Speak with child/youth, in 

private, if possible 

Summarize content and list 
next steps

During Virtual Contact Tips

•	 Continue to check in on how they are doing and ensure services are delivered in 
an ethically and efficient way

•	 Look directly at the camera and lean forward on occasion
•	 Be 10% more active/lively than usual to be as effective as in person meetings
•	 Pay attention to lighting so that your face is not in a shadow
•	 Gaze the upper third of the screen; do not be looking down at the bottom of 

the screen
•	 Avoid shuffling papers, sniffling, tapping fingers or pen, and typing 48



Interview Questions for Children 
This job aid provides a list of questions for the Child Welfare Professional to consider asking a child/youth to further understand the 
impact of the COVID-19 pandemic.
Child Functioning 

  • Tell me about your day.
  • What are you doing for fun?
  • What do you miss the most about school? Why?
  • How are things going for you? 
  • Are you feeling okay?  
  • How is learning (school) going? What new thing did you learn this week?
  • Is there something you are worried about this week? Looking forward to?
  • Who is someone you go to when you are scared? Feeling sad? What do they do to help you
     feel better?

Define the household and learn more about disciplinary approaches, 
parenting practices, and family functioning  

  •  What things do you like to do at home? 
  •  What do you like to do with your family? 
  • What are some of the best things about being at home? 
  • Do you have responsibilities at home? What are they?
  • Who lives and stays in your home (including pets)? Who visits?
  • Who is taking care of you? What are they doing to make sure you have everything you
     need? What do they do? 
  • Who goes out and gets food for you? 
  • What is your favorite food to get at the grocery store? 
  •   What do you like to eat? Who makes your meals? Who do you eat with?
  • What are the rules in your house? 
  • What happens when someone (sibling, pet, parent) breaks a rule?
  • What have you done in the last few days that you got into trouble for? 
  • What happens when you get in trouble?
  • What is everyone doing during the day? 
  • Do you have activities you do together? 
  • Tell me how things are going at home. 
  • Are you worried about anything?
  • How is everyone getting along with each other? Is anyone having a particularly hard time?
  • Where do you sleep at night? Does anyone else sleep with you? Do you sleep well? 
  • Who wakes you up in the morning?
  • Who takes care of you when you get hurt? What do they do?  
  • Are you worried about anyone? Why? 
  • How can you tell when someone in your home is having a particularly hard time? 
     What do they do? What makes them feel better

  • Older children: do you understand why professionals are involved and understand 
    what they are doing?
  • What happens when you go to or receive services from (safety service provider)? What
     did you learn? What was frustrating? Interesting?

When monitoring/reassess safety

Wisconsin Department of Children and Families. (2020, April). COVID-19 practice guidance for CW virtual engagement, information gathering and assessment. Virtual 

Engagement, Information Gathering & Assessment Desk Guide [PDF file].
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Jump (ages 4-8)

Explain to the child, "We are going to stand in front of our screens so we can both 
see each other. O'm going to ask you some questions, and if the answer to the 
question is YES, then you will jump up and down two times. If the answer to the 
question is NO, then you woill stand still. For example, if the question is: 'Jump up 
and down two times if you have a pet' then you will jump up and down two times if 
you have a pet, and you will stand still if you do not have a pet."

Sample Questions
•	 Jump up and down two times if you are wearing socks
•	 Jump up and down two times if you have brown hair
•	 Jump up and down two times if you have an older sister
•	 Jump up and down two times if you have broccoli
•	 Jump up and down two times is you are wearing blue
•	 Jump up and down two times if you have a pet

Engagement Strategies for Children

How to Build Rapport 
with Children During Virtual Contact

This job aid provides the Child Welfare professional with ideas on how to build early rapport with children ages 4-12 years old.

It can be particularly challenging for the CPS professional to build rapport with a 
child when the two are in different physical locations and a screen separates them. 
Since early efforts to engage children is key to sustaining their interest and attention 
this document highlights considerations and offers suggestions to support the CPS 
professional during subsequent contacts with children.

Tips:

•	 Pay attention to age and development. Children’s and youth’s attention span 
will vary and impact how long they are able to interact via video or phone. 
Special considerations may be needed for young children or children/youth 
with disabilities or other special needs.

•	 Make it a social, interactive experience – consider using aids to engage with 
children or youth.

•	 Consider the time of day that you're interacting with the child or youth; try to 
avoid times in the day where the child or youth may be more distracted, such as 
during mealtimes.

•	 Manage your own expectations for how you will interact with the child/youth 
via video or phone and what information you will be able to gather. Be patient, 
go slowly, one step at a time, and try not to get frustrated.

Lowenstein, L. (2020). Creative interventions for online therapy with children: Techniques to build rapport [PDF file].

	 www.lianalowenstein.com
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•	 Sample Questions Continued
•	 Jump up and down two times if you love chocolate
•	 Jump up and down two times if you like green
•	 If you like to build stuff with Legos
•	 If you are wearing shoes
•	 If you like ice cream
•	 If you have a younger brother
•	 If your name starts with the letter J
•	 If you have ten fingers and ten toes
•	 If you are in grade 2

Copy Me (Ages 4-8)

Explain to the child, “We are going to stand in front of our screens so we can both 
see each other. I’m going to clap my hands in a certain way, then you have to copy 
me. For example, if I clap my hands three times softly, then you have to clap your 
hands three times softly. We’ll play a few rounds.”

Variations: Make a funny face for the child to copy. Make a funny body movement 
for the child to copy.

Rock, Paper, Scissors (ages 4-10)

CPS professional and child each make a fist with one hand and they tap their fists, 
once, twice, and on the third time, form one of three items: a rock (by keeping the 
hand in a fist), a sheet of (paper by holding the hand flat, palm down), or a pair of 
scissors (by extending the first two fingers and holding them apart). The winner of 
that round depends on the items formed. If the same item is formed, it’s a tie. If a 
rock and scissors are formed, the rock wins because a rock can smash scissors. If 
scissors and paper are formed, the scissors win because scissors can cut paper. If 
paper and a rock are formed, the paper wins, because a sheet of paper can cover a 
rock.

In this adapted version of the game, play Rock, Paper, Scissors. The winner gets 
to ask the other person a question (see sample questions below). Since this is 
a rapport-building activity, the questions should be easy to answer and require 
minimal emotional risk-taking.

Some children might have difficulty coming up with questions to ask the Child 
Welfare Professional. As such, prior to the session, it is recommended to cut out 
the questions, place them in a bag, and the child can decide

The child can devise their own question, or have the Child Welfare Professional pick 
a question to answer from the bag.
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Sample Questions for Rock, Paper, Scissors:
•	 What’s one of your favorite colors?
•	 What’s one of your favorite animals?
•	 What’s one of your favorite TV programs?
•	 What’s one of your favorite breakfast foods?
•	 What’s one of your favorite snack foods?
•	 What’s one of your favorite desserts?
•	 What’s one of your favorite flavors of ice cream?
•	 What’s a food you really hate?
•	 What’s a food you really hate?
•	 What’s one of your favorite books?
•	 Who is one of your favorite TV characters?
•	 What’s one of the best gifts you have ever received?

All About Me Show and Tell (ages 6-10)

Explain to the child, “We’re going to do an activity called ‘All About Me Show and 
Tell.’ I’d like you to go get something in your room (or home) that’s important to 
you, and bring it back to show me. Then we’ll play ‘SHOW and TELL’ (you will SHOW 
me the item and TELL me about it). The item might be a favorite toy, stuffed animal, 
photo, something you made, an item from a collection, or an award you won. You 
have 30 seconds to go find the item and bring it back to show me.”

Allow the child ample time to show and discuss the item. Ask exploratory questions 
about the item to show an interest and to further engage the child.

Younger children will require the assistance of a parent to appropriately move away 
from the screen as they go find the item.
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Five Favorites (Ages 6-12)

Prior to the session, cut out five game cards (see sample questions below), fold 
each card, and place the cards in a paper bag.

Sample Game Cards:
•	 Favorite color
•	 Favorite food
•	 Favorite TV show
•	 Favorite animal
•	 Favorite movie

Funny Faces (ages 8-12)

Child Welfare Professional and child will each need a piece of paper and something 
to write with.

Explain to the child, “We are going to sit in front of our screens so I can clearly 
see your face and you can clearly see my face. We are going to try and draw each 
other’s faces but the rule is we have to look at each other and can’t look at our 
drawings until both our drawings are finished. We’re going to draw each other at 
the same time. We will start drawing when I say “GO!”

As the drawing begins, the child usually tries to peek at their drawing and this 
usually creates a lot of laughter as the practitioner keeps reminding the child of the 
no peeking rule.

When the Child Welfare Professional and child are both done, they hold up what 
they have drawn and this usually creates more laughter.

Next discuss what parts of the drawing look most/least like the other person.
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Trinka and Sam Fighting the Big Virus

Ippen, C.M.G., & Brymer, M. (2020, April 18). Fighting the big virus: Trinka, Sam and Littletown work together [PDF file]. Piplo Productions. 

	 Piploproductions.com

The purpose of this job aid is to introduce the Child Welfare Professional to a tool that can be used to engage a child 
on the topic of COVID-19. Includes a parent guide to help parent’s talk to children about the COVID-19 pandemic. See 
bibliography for full picture book reference.
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Gravel, E. (n.d.) Coronavirus: free printable comic for kids. 

http://elisegravel.com/en/blog/coronavirus-free-printable-comic-for-kids/?fbclid=IwAR3vgQ8_

The purpose of this job aid is to introduce the Child Welfare Professional to a tool that can be used to engage a youth on the topic of COVID-19.
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