Family First: Candidacy Scenarios Tipsheet
This communication is directed to DCW Program Staff, County Superusers, and the
Family First Implementation Team.
Introduction
As we implement the Family First Prevention Services Act (Family First) in Colorado,
child welfare staff need to understand and accurately enter child and family data in
TRAILS. The new provisions and coverage of this Title IV-E service are new practice
and therefore require more in-depth support to implement. Each caseworker must
become familiar with the Colorado definition of Family First candidacy and the places
within the TRAILS screens where this information is required.
Purpose
This tip sheet is intended to provide child welfare staff with a step-by-step
walkthrough of the Trails entry screens and steps they will encounter as they
complete various casework activities. Different casework activities will trigger the IVE candidacy screening necessary to determine the child/youth and family candidacy in
Family First. Caseworkers will be responsible for accurately completing the candidacy
screens and selecting the appropriate services and funding for each active
child/youth.
NOTE: there are upcoming requests to make changes to the candidacy screen
in Trails. These items are highlighted in purple text.
Family First Candidacy Definition in Colorado
For the purposes of Title IV-E Prevention Services, a child/youth is a candidate for
foster care when at serious risk of entering or re-entering foster care and who is
able to remain safely in the home with provision of mental health, substance use
disorder, or In-home parenting services for the child/youth, parent, or kin
caregiver. Foster youth who are pregnant and/or parenting are also candidates. A
child may be at serious risk of entering foster care based on circumstances and
characteristics of the family as a whole and/or circumstances and characteristics of
individual parents or children that may affect the parents’ ability to safely care for
and nurture their children.
(actual definition from Colorado Family First Plan submission)
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Family First Candidacy in Trails
Four different circumstances trigger completion of the Candidacy form in Trails:
1. Creating a treatment/prevention plan (FSP3A) and adding at least one
objective and candidacy screen has not been completed.
2. Doing a 90-day review (FSP5A) (unless all of the active children/youth in the
case are in Out-of-Home (OOH))
3. Opening a removal
4. Closing a removal (except in situations where the removal closure reason is:
Adoption, Emancipation, Death, Transfer to DYC, or Runaway)
TRAILS Profile Access
● Caseworker
● Caseworker Supervisor
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SCENARIO 1: You are completing the IV-E Family First candidacy screen in Trails for a
child/youth removal
Step-By-Step Guide:
1. When entering a new removal in Trails Legacy, it will automatically require the
caseworker to complete a IV-E Candidacy Determination in Modernized Trails
(ModTrails). A pop-up box for this transition will display. Click the Yes button
to launch ModTrails automatically.
2. Once ModTrails launches, you will need to log in with your username and
password and click the Login button.
3. Once logged into ModTrails, the Candidacy screen will automatically display,
and you will click on the Actions dropdown menu and select the Add IV-E
Candidacy Determination option.
4. The effective date may pre-populate based on triggering reasons. If the
effective date needs to be updated, enter the appropriate effective date. Move
to the next field of the screen under the Overall Eligibility Criteria section.
You will select the radio button, Child (or youth) in Out of Home placement
through a court order or voluntary placement agreement.
Upcoming updates to the candidacy screen:
● A new option will be added that reads, Child (or youth) is living with
relatives/kin and kin has temporary legal custody or child (or youth) is
living with relatives/kin through a safety plan.
● The current option None of the Above will be removed.
Below that, in the Special IV-E Prevention Eligibility Conditions section, you
will select the radio button, None of the above.
5. The fields under the IV-E Prevention Criteria section will be greyed out. You
will not select any options since the child/youth is not eligible to be a IV-E
Prevention Candidate due to the removal. The IV-E Candidacy Determination
field area will automatically display IV-E In-Home Not Eligible based on the
selections in the areas above.
o NOTE: If the youth met any of the criteria listed in the previous Special
IV-E Prevention Eligibility Conditions section, then they would be
considered a candidate, and we should complete the IV-E Prevention
Criteria section.
6. Click the Accept and Lock button at the bottom of the screen. A pop-up box
will display confirming the candidacy determination. Once you confirm that
your entry selection is correct, then you click on the Accept and Lock button.
You will then close the Modernized Trails (ModTrails) window and click back
into Legacy Trails.
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STEP-BY-STEP WITH SCREENSHOTS:
Steps/Output
Step 1:
When entering a new
removal in Trails Legacy,
it will automatically
require the caseworker
to complete a IV-E
Candidacy Determination
in Modernized Trails
(ModTrails). A pop-up
box for this transition
will display.
Click the Yes button to
launch ModTrails
automatically.

Step 2:
Once ModTrails launches,
you will need to log in
with your username and
password and click the
Login button.
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Screenshot

Step 3:
Once logged into
ModTrails, the Candidacy
screen will automatically
display, and you will
click on the Actions
dropdown menu and
select the Add IV-E
Candidacy Determination
option.

Step 4:
The effective date may
pre-populate based on
triggering reasons. If the
effective date needs to
be updated, enter the
appropriate effective
date. Move to the next
field of the screen under
the Overall Eligibility
Criteria section. You will
select the radio button,
o Child (or youth) in
Out of Home
placement through a
court order or
voluntary placement
agreement.
Upcoming or future
updates to the candidacy
screen will include:
o A new option will be
added, which reads,
child/youth is living
with relatives/kin
and kin has
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temporary legal
custody or
child/youth is living
with relatives/kin
through a safety plan
o The current option
None of the Above
will be removed.
Below that, in the
Special IV-E Prevention
Eligibility Conditions
section, you will select
the radio button:
o None of the above
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●
● Step 5:
The fields under the IV-E
Prevention Criteria
section will be greyed
out. You will not select
any options since the
child/youth is not
eligible to be a IV-E
Prevention Candidate
due to the removal.
The IV-E Candidacy
Determination field area
will automatically display
IV-E In-Home Not Eligible
based on the selections
in the areas above.
NOTE: If the youth met
any of the criteria listed
in the previous Special
IV-E Prevention
Eligibility Conditions
section, then they would
be considered a
candidate, and we should
complete the IV-E
Prevention Criteria
section.
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Step 6:
Click the Accept and
Lock button at the
bottom of the screen. A
pop-up box will display
confirming the candidacy
determination.
Once you confirm that
your entry selection is
correct, then you click
on the Accept and Lock
button. You will then
close the Modernized
Trails (ModTrails) window
and click back into
Legacy Trails.
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SCENARIO 2: You are completing the IV-E Family First candidacy screen in Trails for a
child/youth who has an open case and is not in out-of-home care.
Step-By-Step Guide:
1. In this scenario, you are creating a new treatment/prevention plan for a child
or youth. Select the desired case and child or youth whose treatment plan you
will be creating. Navigate to their Treatment/Prevention Plans page in Trails
Legacy.
Then drop down to the Treatment/Prevention Plan Objectives field. Once
there, you will click the New Objective button.
2. When you click the new objective button, this will launch a pop-up message on
your screen. Click the Yes button to launch Trails Modernization automatically.
o NOTE: You can also navigate to the Candidacy Screen using the
Assessment tab in Legacy Trails and then select the last tab on the right
labeled Prev Cand, which will launch ModTrails.
3. Once ModTrails launches, you will need to log in with your username and
password and click the Login button.
4. Once logged into ModTrails, you will navigate to the Actions dropdown menu on
the upper right side of the page and select/click the Add IV-E Candidacy
Determination button.
5. This will open a new ModTrails page where in the top section, you will then
select the option: Child (or youth) is at serious risk of Out-of-Home
placement.
6. In the Special IV-E Prevention Eligibility Conditions field, you will select any of
the options that may apply. If none apply, select None of the above.
7. Below that, you will see the IV-E Prevention Criteria field. You must select the
option: Child/Youth is a IV-E Prevention Candidate because the Child (or
youth) is residing with parents or relatives/kin, a prevention plan has been or
will be developed, AND family/child (or youth) is receiving one or more
evidence-based services.
8. In the Category of Evidence-Based Services field, you will need to select all of
the Evidence-Based Services the family/child/youth is receiving (at least one is
required).
9. In the Services Paid For/Provided By field, you will select which options apply.
At least one is required. (If unsure, please check with your supervisor to
ensure this selection is accurate.)
10. Once you have confirmed your selection is correct, click the Accept and Lock
button.
11. This will cause a confirmation pop-up screen to appear. You will need to enter
the Effective Date, and then you will click the Accept and Lock button. Once
you have completed the candidacy screen, it will be greyed out and locked.
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STEP-BY-STEP WITH SCREENSHOTS:
Steps/Output
Step 1:
In this scenario, you are
creating a new
treatment/prevention
plan for a child or youth.
Select the desired case
and child or youth whose
treatment plan you will
be creating. Navigate to
their
Treatment/Prevention
Plans page in Trails
Legacy.
Then drop down to the
Treatment/Prevention
Plan Objectives field.
Once there, you will
click the New Objective
button.

Step 2:
When you click the new
objective button, this
will launch a pop-up
message on your screen.
Click the Yes button to
launch Trails
Modernization
automatically.

Page 11

Screenshot

NOTE: You can also
navigate to the
Candidacy Screen using
the Assessment tab in
Legacy Trails and then
select the last tab on the
right labeled Prev Cand,
which will launch
ModTrails.

Step 3:
Once ModTrails launches,
you will need to log in
with your username and
password and click the
Login button.
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Step 4:
Once logged into
ModTrails, you will
navigate to the Actions
dropdown menu on the
upper right side of the
page and select/click the
Add IV-E Candidacy
Determination button.

Step 5:
This will open a new
ModTrails page where in
the top section, you will
then select the option:
o Child (or youth) is at
serious risk of Out-ofHome placement.
(if there is open
involvement, the
child/youth is at serious
risk, which is why this
option is selected).
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Step 6:
In the Special IV-E
Prevention Eligibility
Conditions field, you will
select any of the options
that may apply.
If none apply, select
o None of the above.

Step 7:
Below that, you will see
the IV-E Prevention
Criteria field. You must
select the option:
o Child/Youth is a IV-E
Prevention Candidate
because the Child (or
youth) is residing
with parents or
relatives/kin, a
prevention plan has
been or will be
developed, AND
family/child (or
youth) is receiving
one or more
evidence-based
services.
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Step 8:
In the Category of
Evidence-Based Services
field, you will need to
select all of the
Evidence-Based Services
the family/child/youth is
receiving (at least one is
required).

Step: 9
In the Services Paid
For/Provided By field,
you will select which
options apply. At least
one is required.
(If unsure, please check
with your supervisor to
ensure this selection is
accurate.)
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Step: 10
Once you have confirmed
your selection is correct,
click the Accept and Lock
button.

Step 11:
This will cause a
confirmation pop-up
screen to appear. You
will need to enter the
Effective Date, and then
you will click the Accept
and Lock button.
Once you have
completed the candidacy
screen, it will be greyed
out and locked.
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SCENARIO 3: You are making a candidacy selection for a pregnant or parenting teen
(Special IV-E Prevention Eligibility Conditions)
Step-By-Step Guide:
1. In Trails Legacy, navigate to the Candidacy Screen using the Assessment tab in
Legacy Trails and then select the last tab on the right labeled Prev Cand, which
will launch ModTrails.
2. Once ModTrails launches, you will need to log in with your username and
password and click the Login button.
3. Once logged into ModTrails, you will navigate to the Actions dropdown menu on
the upper right side of the page and select/click the Add IV-E Candidacy
Determination button.
4. This will open a new ModTrails page> In the top section, you will then select
the option: Child (or youth) is at serious risk of Out-of-Home placement (if
there is open involvement, the child/youth is at serious risk, which is why this
option is selected)
5. In the Special IV-E Prevention Eligibility Conditions field, you will select: Teen
who is pregnant and is in foster care OR a teen parent who is placed in foster
care with their child.
6. In the Services Paid For/Provided By field, you will select which of the options
apply. At least one is required. (If unsure, please check with your supervisor
to ensure this selection is accurate.)
7. This will cause a confirmation pop-up screen to appear. You will need to enter
the Effective Date, and then you will click the Accept and Lock button. Once
you have completed the candidacy screen, it will be greyed out and locked.
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STEP-BY-STEP WITH SCREENSHOTS:
Steps/Output
Step 1:
In Trails Legacy, navigate
to the Candidacy Screen
using the Assessment tab
in Legacy Trails and then
select the last tab on the
right labeled Prev Cand,
which will launch
ModTrails.

Step 2:
Once ModTrails launches,
you will need to log in
with your username and
password and click the
Login button.
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Screenshot

Step 3:
Once logged into
ModTrails, you will
navigate to the Actions
dropdown menu on the
upper right side of the
page and select/click the
Add IV-E Candidacy
Determination button.
Steps 4:
This will open a new
ModTrails page> In the
top section, you will then
select the option:
o Child (or youth) is at
serious risk of Out-ofHome placement
(if there is open
involvement, the
child/youth is at serious
risk, which is why this
option is selected)
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Step 5:
In the Special IV-E
Prevention Eligibility
Conditions field, you will
select:
o Teen who is pregnant
and is in foster care
OR a teen parent who
is placed in foster
care with their child

Step 6:
In the Services Paid
For/Provided By field,
you will select which of
the options apply. At
least one is required.
(If unsure, please check
with your supervisor to
ensure this selection is
accurate.)
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Step 7:
This will cause a
confirmation pop-up
screen to appear. You
will need to enter the
Effective Date, and then
you will click the Accept
and Lock button.
Once you have completed
the candidacy screen, it
will be greyed out and
locked.
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SCENARIO 4: You are making a candidacy selection for a child/youth living in a
residential substance abuse treatment facility with their parent.
Step-By-Step Guide:
1. In Trails Legacy, navigate to the Candidacy Screen using the Assessment tab in
Legacy Trails and then select the last tab on the right labeled Prev Cand, which
will launch ModTrails.
2. Once ModTrails launches, you will need to log in with your username and
password and click the Login button.
3. Once logged in to ModTrails, you will navigate to the Actions dropdown menu
on the upper right side of the page and select/click the Add IV-E Candidacy
Determination button.
4. This will open a new ModTrails page. In the top section, you will then select
the option: Child (or youth) is at serious risk of Out-of-Home placement (if
there is open involvement, the child/youth is at serious risk, which is why this
option is selected)
5. In the Special IV-E Prevention Eligibility Conditions field, you will select: Child
living in a residential substance abuse treatment facility with his/her parent.
6. In the Services Paid For/Provided By field, you will select which of the options
apply. At least one is required. (If unsure, please check with your supervisor
to ensure this selection is accurate.)
7. This will cause a confirmation pop-up screen to appear. You will need to enter
the Effective Date, and then you will click the Accept and Lock button. After
this, you will close the Modernized Trails window and then click back into
Legacy Trails.
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STEP-BY-STEP WITH SCREENSHOTS:
Steps/Output
Step 1:
In Trails Legacy, navigate
to the Candidacy Screen
using the Assessment tab
in Legacy Trails and then
select the last tab on the
right labeled Prev Cand,
which will launch
ModTrails.

Step 2:
Once ModTrails launches,
you will need to log in
with your username and
password and click the
Login button.
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Screenshot

Step 3:
Once logged in to
ModTrails, you will
navigate to the Actions
dropdown menu on the
upper right side of the
page and select/click the
Add IV-E Candidacy
Determination button.
Steps 4:
This will open a new
ModTrails page. In the
top section, you will then
select the option:
o Child (or youth) is at
serious risk of Out-ofHome placement
(if there is open
involvement, the
child/youth is at serious
risk, which is why this
option is selected)
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Step 5:
In the Special IV-E
Prevention Eligibility
Conditions field, you will
select:
o Child living in a
residential substance
abuse treatment
facility with his/her
parent.

Step 6:
In the Services Paid
For/Provided By field,
you will select which of
the options apply.
At least one is required.
(If unsure, please check
with your supervisor to
ensure this selection is
accurate.)
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Step 7:
This will cause a
confirmation pop-up
screen to appear. You
will need to enter the
Effective Date, and then
you will click the Accept
and Lock button.
After this, you will close
the Modernized Trails
window and then click
back into Legacy Trails.
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SCENARIO 5: You are editing candidacy in a locked record.
Step-By-Step Guide:
1. In the IV-E Candidacy Determinations for Case list page: Click the date link in
the Effective Date column for the desired entry. This opens the IV-E Candidacy
Determination: page.
2. Navigate to the bottom of the page.
3. Click Unlock. This opens the Unlock Determination pop-up window.
4. Click Unlock to open the page for changes or Cancel to close.
5. Navigate to the bottom of the page.
6. Click Accept and Lock. This opens the Accept and Lock pop-up window.
7. Click Accept and Lock to lock the Determination panel or Cancel to close
without saving. This will lock the Determination panel.
8. Scroll to the top of the page.
9. Click the < Back to Determinations link. This returns you to the IV-E
Candidacy Determinations for Case page.
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Unlock and Change a IV-E Candidacy Determination




The Candidacy Determination can be Unlocked and changes made if incorrect
information was added to the form when created. If the situation for the
youth has changed, a new Candidacy Determination must be created.
Changes to Entitlements will only occur when changes are complete, and the
IV-E Candidacy Determination is once again Accepted and Locked.

Steps/Output
In the IV-E Candidacy
Determinations for Case list
page:
Step 1:
Click the date link in the
Effective Date column for the
desired entry.
This opens the IV-E Candidacy
Determination: page.
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Screenshot

In the IV-E Candidacy
Determination: page:
Step 2:
Navigate to the bottom of the
page.
Step 3:
Click Unlock.
This opens the Unlock
Determination pop-up
window.

In the Unlock Determination
pop-up window:
Step 4:
Click Unlock to open the page
for changes or Cancel to
close.
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Navigate through the page and
make changes as needed.
When changes are
completed:
Step 5:
Navigate to the bottom of the
page.
Step 6:
Click Accept and Lock.
This opens the Accept and Lock
pop-up window.
In the Accept and Lock
Determination pop-up
window:
Step 7:
Click Accept and Lock to lock
the Determination panel or
Cancel to close without
saving.
This will lock the
Determination panel.
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To return to the IV-E
Candidacy Determinations for
Case list page:
Step 8:
Scroll to the top of the page.
Step 9:
Click the < Back to
Determinations link.

This returns you to the IV-E
Candidacy Determinations for
Case page.
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