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“No work is insignificant. All labor that uplifts
humanity has dignity and importance and should be
undertaken with painstaking excellence.”

Words from the Director
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— Dr. Martin Luther King, Jr.

About NJCSI
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As human services providers, we have the incredible opportunity
to directly affect the welfare and financial stability of children and
their families. As such, we have a great responsibility to prepare
ourselves to do our best work each and every day. We need to be
mindful of the ever-evolving needs of the children and families we
serve, and we must be willing to adapt to a family-centered
approach. We need to achieve our own work-life balance in order
to successfully tackle challenging situations and increase our
performance outcomes. We must make a consistent effort to assess,
enhance, and expand our skills.

NJCSI Learning Management System (LMS)
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This month, the New Jersey Child Support Institute (NJCSI)
celebrates 10 years of providing customized training and technical
assistance specifically designed to meet the demanding and timely
needs of agencies throughout the state. Our ongoing collaboration
with field subject-matter experts, supervisors, managers, and OCSS
allows us to hone content that will develop and sharpen skills at
every level. Our training sessions also provide participants with a
unique opportunity to interact with colleagues from all counties to
share experiences and collaborate with peers.
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Through the years, NJCSI has been charged with large statewide
training initiatives, such as supporting the implementation of
NJKiDS, the creation of agency-specific tracks, the development of
the SDU Customer Service training, and the Termination Training
Workshop. Concurrently, we have experienced growth, both in our
physical presence through the expansion of our training sites and
in our expertise. Our portfolio now includes professional
development training and executive coaching for managers and
supervisors; track-training; a redesigned Learning Management
System (LMS); on-site technical assistance; and technologyenhanced educational offerings, such as Web-Based Trainings and
videos.
NJCSI remains committed to your professional development in the
classroom and in the field. We invite you to browse our catalog and
the Learning Management System and sign up for class today!
We hope you enjoy the opportunity to connect with colleagues at
the conference and take time to renew your passion to serve
children and families.

Mia Sena
Mia Sena
Director of Human Services Training and
Educational Programs, Institute for Families
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New Jersey Child Support Institute
MISSION STATEMENT: NJCSI’s mission is to deliver coordinated and comprehensive training to the
thousands of professionals who work in New Jersey’s Child Support Program to ensure that children
and their families obtain the financial and medical support they deserve.
WHO WE ARE: NJCSI represents the commitment of the New Jersey Department of Human Services
(DHS), Office of Child Support Services (OCSS), and its partners at the Administrative Office of the
Courts (AOC), the County Welfare Agencies (CWA), and the School of Social Work at Rutgers, The
State University of New Jersey, to enhance the knowledge base and technical skills of the professionals
who work with and on behalf of custodial parents and their children. Program participants learn to
apply best practices to every stage of the child support process, from case initiation through case
closure. For more information, go to www.njcsi.org.
WHAT WE OFFER: NJCSI provides customized training programs for state, county, and Judiciary
employees who work in New Jersey’s Child Support Program. NJCSI offers courses at attractive and
modern facilities in three convenient locations: Parsippany, Princeton, and Cherry Hill. Instructors
include subject-matter experts and former child support professionals with experience in the Office of
Child Support Services, the Administrative Office of the Courts, the Judiciary, the Family Divisions,
the Probation Child Support Enforcement Units, and the County Welfare Agencies.

NJCSI Makes Learning Come Alive!
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NJCSI Learning Management System (LMS)

What Is the NJCSI Learning Management System?
The Learning Management System (LMS) facilitates registration for NJCSI training classes and provides
supplementary Web-Based Training, assessments and evaluations, and transcript tracking in an easy-to-use
interface.

What Does the LMS Provide?







Complete NJCSI training course catalog and registration system, including enrollment,
attendance, and transcript tracking
Access to supplemental training content: Web-Based Trainings (WBTs), videos, and the Child
Support Policy Manual
Class performance and enrollment reports through online assessments and evaluations
News Feed announcements of new courses and other information relevant to participants
Notification system that sends reminders of upcoming classes and incomplete assessments and
evaluations
User-friendly interface

To access the website, go to https://staff/njchildsupport.org:









If you were not preregistered, go to Not Registered and click on the link.
You will be asked to enter a password. Enter the password, cspstaff, and click Enter.
You will then be asked to register. All information must be completed in order to continue. You
must select a username; use the first initial of your first name and your entire last name. Enter
your work email address. When you are finished, click Submit. A user ID and a temporary
password will be sent to your email account.
Return to the website’s homepage and enter your username and password. To change the
password to something of your own choosing, click on Change Password at the top of the page.
Your user ID and password will allow you to access this section of the website at any time.
If you forget your password, go to My Account Info and click on Click Here. You will be asked
to enter your email address. Your password will be sent by email.
Remember to check the website frequently. New information is added daily. Because viewable
files on the website may be large, they may require more time to download. Please be patient
when downloading content.
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NJCSI Policies
Class Attendance
Attendance is taken through the Learning Management System (LMS). Participants are required to notify the
training site coordinator and the contact person at their office if they are unable to attend a scheduled
training day. Appropriate arrangements must be made to complete any missed sessions. Training
coordinators at the sites will assist with scheduling issues.
Participants will have up to one (1) year to make up missed time. If more than 20% of the total instruction
hours are missed, participants will be required to retake the course. The threshold for each training type is
shown below:








For a half-day course, participants will not be allowed to attend should they arrive
30 minutes after a class has started.
1-day training1 hour
2-day training2 hours
3-day training3 hours
4-day training4 hours
5-day training6 hours (1 full day)
8-day training1 day plus 30 minutes

Please Note: Participants are not permitted to participate in the remaining days of a multiday training if
they fail to attend the first day of class within that series.
Certificates
A completion certificate is generated for participants who attend at least 80% of the total classroom
instruction hours.
Email Policy
To be prepared for your training experience, please be aware that computer access is limited to classroom
training. We encourage you to provide your supervisor with our site phone number in the event that you
must be contacted.
Enrollment Confirmation
Following enrollment of a participant for training, the New Jersey Child Support Institute (NJCSI) sends an
email to the participant’s supervisor or designated contact, who is responsible for informing the participant
of the enrollment confirmation. An email is also sent to the participant, if a valid email address is provided
at the time of registration.
Holidays
Because of union/contractual obligations, sessions are not scheduled on state holidays, even if the university
is open.
Internet Usage
Rutgers, The State University of New Jersey, administers all NJCSI training. When attending class,
participants follow Rutgers’ internet policy as well as the policy established by the New Jersey Department
of Human Services. Copies of both policies are available at the training site for review. During training,
students do not access the internet unless instructed by the training coordinator for classroom training
purposes only.
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NJCSI Policies
Inclement Weather
The cancellation of classes at NJCSI is determined by the closing of the Rutgers University campus located
near each of the regional training sites and by the closing of the state offices during weather-related
emergencies.



Decisions to cancel class are made and posted no later than 6:00 a.m. the morning of class.
If a decision is made over the weekend to cancel a Monday class, it is announced as early as
possible on Sunday.

Participants may receive information regarding class cancellations at the training sites through two options:



A message posted on the Learning Management System (LMS)
A recorded message on the main telephone number of each training site:
 Parsippany (North) site: 973-984-2646
 Princeton (Central) site: 609-514-1369
 Cherry Hill (South) site: 856-910-8196

If a class is canceled, NJCSI will notify participants of the rescheduled class dates. Training coordinators at
the sites will assist participants in arranging the makeup class(es) within 90 days of the missed class. For
multiday courses, classes resume with the missed sessions; for example, if the third and fourth days of
training are canceled because of inclement weather, training resumes with class number three and finishes
two days after the original completion date.
NJCSI Sites
NJCSI sites are furnished with a microwave oven, a full
refrigerator and freezer, a sink, and a filtered water
dispenser located in the kitchen space. This area is for the
use of office staff and participants during lunch and breaks.
For more information, including location, contact
information, and area dining, please see the page for each
site at the end of this catalog.
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Course Listings
FOUNDATION/ALL STAFF
COURSES

PROFESSIONAL DEVELOPMENT
COURSES

•All Staff: Introduction to NJKiDS Reporting

•Cultural Competence

•Data Security in Child Support

•Domestic Violence and Child Support

•Employer Services Center Training

•Essentials of Business Communication

•IV-D Theory for New Hires

•Facilitator Series

•IV-D Theory Training for Experienced Staff

•Microsoft Excel® 2010 for Beginners

•NJKiDS Lab: Basic Navigation and Functionality

•Microsoft Excel® 2010 for Intermediate Users

•NJKiDS Lab: USSO Screen Functionality

•Microsoft Outlook® 2010

•SDU Customer Service Integrated Modules

•Stress Management

(Special Registration Required)

•SDU Financials Integrated Modules
(Special Registration Required)

•UIFSA Foundations

•Time Management
•True Colors®
•Workplace Etiquette

FINANCE
COURSES

•Working with the Military on Child Support Matters

•Financials for Finance Staff (In Development)
•Financials for Non-financial Staff
•Financials for Non-financial Staff–Intermediate
(In Development)

•Reverse, Repost, and Recoup for Non-Finance Staff
•Tax Offset in Child Support

CHILD SUPPORT
GUIDELINES/LAW CLERK

MANAGER DEVELOPMENT
COURSES
•Coaching for Success

•Child Support Guidelines: Theory and Practice

•Manager Dashboard

•Child Support Guidelines Training for Hearing
Officers

•Professional Development Series for Managers
and Supervisors (Special Registration Required)

•Law Clerk Training (Special Registration Required)
•Advanced Child Support Guidelines for Law
Clerks (Special Registration Required)
Only
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• Manager Dashboard

Course Listings
FAMILY
COURSES
FAMILY TRACK CERTIFICATE:
(Special Registration Required)

•Day 1: Basic Navigation/Case Create
•Day 2: Counterclaim/Relisting
•Day 3: Disposition/Modification
•Day 4: Order to Show Cause (OTSC) Transfer Venue
•Day 5: Case Closure
ELECTIVES:
•Family, Tips, Tricks, and Checklists
•Intergovernmental Lab for Family

PROBATION
COURSES
PROBATION TRACK CERTIFICATE:
(Special Registration Required)

•All Staff: Introduction to NJKiDS Reporting
•Alerts Management for PCSE Staff
•Administrative Enforcement Remedies
•Judicial Enforcement Remedies and Other
Enforcement Actions
•Customer Service Financials for PCSE Staff
•Case Closure: Theory and Practice for PCSE Staff
•Termination Workshop Training
ELECTIVES:
•Court Presentations
•Tax Offset in Child Support
•Understanding and Using CWA Screens for PCSE
Staff

CWA
COURSES
CWA TRACK CERTIFICATE:
•Case Initiation for County Welfare Agency Staff
•Locate for County Welfare Agency Staff
•CWA Establishment
•Alerts Management for County Welfare Agency
Staff (In Development)
•Customer Service Financials (In Development)
•Case Closure: Theory and Practice
(In Development)

•BI Portal: Caseload Management for Staff
(In Development)

ELECTIVES:
•Triennial Review: Theory and Practice
•Genetic Testing

•Using CSENet and QUICK to Manage a Caseload
•Writs of Execution Process
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Course Descriptions
FOUNDATION/ALL STAFF COURSES
ALL STAFF: INTRODUCTION TO
NJKiDS REPORTING (FORMERLY
MANAGER’S TRAINING/BI
PORTAL)
This three-hour class demonstrates the
use of the NJKiDS reporting tool, BI
Portal. Agency-specific reports are
identified to assist staff with caseload
management.
DATA SECURITY IN CHILD
SUPPORT
This course covers the process and
procedures associated with data
security in child support. At the end of
the course, participants will be able to
demonstrate an understanding of data
security compliance; describe how
confidential, Federal Parent Locator
Service (FPLS), and federal tax
information (FTI) can be kept secure;
identify practices that reinforce
workplace compliance; and explain the
incident reporting protocol. Topics
include a review of the Clean Desk
Policy; labeling, logging and locking
FTI and FPLS information; disposing of
secure data; data security and third
parties; and data breaches.

EMPLOYER SERVICES CENTER
TRAINING
The one-day course, intended for the
New Jersey Employer Services
Center staff, covers the statutes,
regulations, and judicial rules that
form the foundation of New Jersey's
Title IV-D Child Support
Enforcement (CSE) Program, with an
emphasis on the new hire reporting
requirements for employers. The
course also provides training in the
NJKiDS database and covers the
relevant standard operating
procedures documents, call handling
procedures, and rules governing the
protection and disclosure of
confidential data and information.

IV-D THEORY TRAINING FOR
EXPERIENCED STAFF
This one-day refresher course
provides a concise, high-level review
of the most important topics related
to New Jersey’s Title IV-D Child
Support Enforcement Program. The
course takes participants through the
child support process, from case
initiation through case closure.
Office of Child Support Services
(OCSS), County Welfare Agency
(CWA), Administrative Office of the
Courts (AOC), and judicial staff
members (including IV-D child
support attorneys) who have been
employed for more than two years
are encouraged to enroll.

IV-D THEORY FOR NEW HIRE
This five-day course, recommended
within the first year of employment
for newly hired child support staff,
takes participants through the child
support process, from case initiation
through case closure.

NJKiDS LAB: BASIC
NAVIGATION AND
FUNCTIONALITY
This three-hour lab provides an
overview of navigation in NJKiDS.
Participants focus on searching and
filtering data; navigation from screen
to screen; screen anatomy; and
troubleshooting. The lab includes an
instructor-led demonstration and
hands-on activities in the NJKiDS
training database.
NJKiDS LAB: USSO SCREEN
FUNCTIONALITY
This lab gives participants the
opportunity to practice the following
processes at their own pace: adding
and modifying a USSO; adding an
order for termination; generating a
printed copy of the order; and
importing a guidelines calculation.

8

Course Descriptions
FOUNDATION/ALL STAFF
COURSES
SDU CUSTOMER SERVICE
INTEGRATED MODULES
This seven-day course focuses
instruction on the basic operations,
policies, and procedures of the
Title IV-D Child Support
Enforcement (CSE) Program.
Intended for New Jersey Family
Support Service Center (NJFSSC)
staff, the content covers the
statutes, regulations, and judicial
rules that form the foundation of
New Jersey’s Title IV-D CSE
Program.

UIFSA FOUNDATIONS
This two-day course provides an
in-depth look at intergovernmental
child support, from terminology to
legislation. The course covers the
four UIFSA principles, describes the
CSENet process, and explains best
practices for establishing,
modifying, and enforcing
intergovernmental child support
orders. This class does not include
NJKiDS practice.

WORKING WITH THE MILITARY
ON CHILD SUPPORT MATTERS
(Special Registration Required)
This two-day course assists child
SDU FINANCIALS
support professionals in establishing
INTEGRATED MODULES
or enforcing child support, including
The SDU Financials Integrated
medical support, when working
Modules course focuses instruction with the military.
on the basic operations, policies,
and procedures of the Title IV-D
Child Support Enforcement (CSE)
Program. The seven-day course
provides in-depth training in the
NJKiDS database, with a focus on
financial procedures and financial
screens.
(Special Registration Required)

MANAGER
DEVELOPMENT
COURSES

COACHING FOR SUCCESS Coaching
for Success gives managers,
supervisors, and team leaders the tools
to effectively mentor, motivate, and
provide meaningful feedback to
employees and maximize staff
performance. This interactive session
explains the underlying framework of
the GROW coaching model and
demonstrates communication skills that
support coaching.
MANAGER DASHBOARD
This six-hour class demonstrates the
functionality of the BI Portal Manager
Dashboard reporting tool in NJKiDS.
Emphasis is placed on the ability to
compare up to three months of
performance data and up to three
counties at one time. Topics covered
also include the six widgets that
provide various types of report data.
PROFESSIONAL DEVELOPMENT
SERIES FOR MANAGERS AND
SUPERVISORS
This eight-day, cohort-style training
program provides novice and
experienced managers and supervisors
with the necessary skills to effectively
lead their staff and their organization.
(Special Registration Required)
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Course Descriptions
………......
PROFESSIONAL DEVELOPMENT
COURSES
CULTURAL COMPETENCE
The goals of this workshop are to
increase awareness of one’s own
culture, recognize the influence of
personal culture on world-view,
develop knowledge of cultural
differences, and use effective
communication to interact with
different types of individuals or groups.
DOMESTIC VIOLENCE AND CHILD
SUPPORT
This course aims to raise awareness of
the intersection of child support and
domestic violence laws. Designed for
all staff, the course covers the dynamics
of domestic violence, obtaining effective
information during the application
process, and recognizing the safety
concerns customers may have
regarding themselves and their
children. The content also addresses
sensitivity, abusive relationships,
confidentiality, and barriers that keep
victims from leaving.
ESSENTIALS OF BUSINESS
COMMUNICATION
This course provides interaction tools to
help staff communicate more
effectively. Participants learn essential
skills for various modes of
communication, including face-to-face,
telephone, and email.
FACILITATOR SERIES
This four-day series includes essential
topics for facilitators of groups and
meetings. The subject matter includes
facilitation and communication skills;
group development and dynamics;
writing and documentation; and
supplemental skills, such as strategies
for managing change and time
management.
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MICROSOFT EXCEL® 2010 FOR
BEGINNERS
Do you avoid Excel at all costs?
Maybe you understood the previous
version, but find the 2010 version
intimidating. In this hands-on course,
recommended for all users,
participants have the opportunity to
explore Excel, become familiar with
the Excel layout, and learn the basics
of the program, including tips and
shortcuts.
MICROSOFT EXCEL® 2010 FOR
INTERMEDIATE USERS
Do you have a basic working
knowledge of the Excel® program
but still find a large spreadsheet
intimidating? In this hands-on
course, the sequel to Excel 2010 for
Beginners, you will learn to use Excel
tools for data analysis. Learn how to
sort and filter data, and discover how
using conditional formatting can
make a large Excel spreadsheet seem
less daunting. Topics covered include
templates, themes, and styles; Format
Painter and advanced copying and
pasting; conditional formatting;
sorting and filtering; working with
objects; and printing.
MICROSOFT OUTLOOK® 2010
This course focuses on using
Microsoft Outlook more efficiently.
Topics covered are setting Outlook
options, creating rules, conducting
advanced searches for Outlook items,
and working with calendars.

STRESS MANAGEMENT
This course provides specific tools
for evaluating, reducing, and
relieving stress at work and at
home. Participants learn how to
relieve stress both mentally and
physically and walk away with
easy-to-use stress reducers.
TIME MANAGEMENT
This interactive course helps
participants identify personal
attitudes toward time management
and assess how their time is spent.
It provides specific timemanagement strategies for
identifying goals, prioritizing tasks,
and planning work tasks to increase
productivity and use time more
effectively and efficiently.
TRUE COLORS®
This interactive course focuses on a
model for understanding self and
others based on individual
personality identification. The
colors orange, blue, green, and gold
are used to differentiate between
the personality styles and to
promote self-awareness, effective
communication, and team building.
WORKPLACE ETIQUETTE Proper
workplace etiquette can build
relationships and increase
productivity. Topics covered in this
one-hour workshop include office
behavior; phone manners; etiquette;
and a discussion on humor in the
workplace, appearance and attire,
communication, time, and
tardiness. The overall themes
include patience, courtesy, respect,
manners, and professional
behavior.

Course Descriptions
FINANCE COURSES
FINANCIALS FOR FINANCE
STAFF
This course provides a detailed
review of NJKiDS procedures,
screens, and activities related to
receipts, distribution and
disbursement, holds, and financial
reports. (In Development)

FINANCIALS FOR
NON-FINANCIAL STAFFINTERMEDIATE
This course provides detailed
instruction on NJKiDS financial
procedures, screens, and activities.
The session includes hands-on
practice in NJKiDS. (In Development)

FINANCIALS FOR NONFINANCIAL STAFF
This course provides an overview
of the financial screens and
activities on NJKiDS accessed
by staff from all agencies.

REVERSE, REPOST, AND RECOUP
FOR NON-FINANCE STAFF
This course provides a high-level
overview of the reversal, reposting,
and recoupment processes in NJKiDS.

TAX OFFSET IN CHILD SUPPORT
This half-day course for Finance and
Probation staff provides a detailed
review of the processes and case
criteria for Federal Income Tax
Refund Offset and Set-Off of
Individual Liability (SOIL). The
topics covered also include the
NJKiDS screens related to tax offset;
the procedures for handling state
payments; and the processes
associated with negative adjustments
and six-month holds.

CHILD SUPPORT GUIDELINES/LAW CLERK COURSES
CHILD SUPPORT GUIDELINES:
THEORY AND PRACTICE
This course focuses on the
background and theory of the Child
Support Guidelines and provides the
opportunity to apply the guidelines
to case studies, using the GDLN and
USSO screens in NJKiDS. Topics
include the purpose of the Child
Support Guidelines; Court Rule 5:6A;
the economic basis of the guideline
amounts; determination of income;
parenting time and parenting
arrangements; adjustments to the
guidelines-calculated child support
amount; reasons for deviation and
adjustment; and modification of
support awards.

CHILD SUPPORT GUIDELINES
TRAINING FOR HEARING
OFFICERS
This course for Hearing Officers
focuses on hands-on NJKiDS GDLN
navigation. It provides the
opportunity to apply the guidelines
to case studies. Scenarios include
determination of income;
adjustments to the guidelinescalculated child support amount;
reasons for deviation and
adjustment; and modification of
support awards.

LAW CLERK TRAINING
A one-day course that provides an
overview of the Child Support
Program and computer-based training
on the New Jersey Child Support
Guidelines.
(Special Registration Required)

ADVANCED CHILD SUPPORT
GUIDELINES FOR LAW CLERKS
A follow-up to Law Clerk Training for
Family Law Clerks, this one-day class
provides computer-based training on
the New Jersey Child Support
Guidelines.
(Special Registration Required)

11

Course Descriptions
FAMILY COURSES
FAMILY TRACK CERTIFICATE (Special Registration Required)
This certificate program focuses on the unique way that the Family Division uses NJKiDS and how that system works
with FACTS during the various phases of a child support case. Processes are included for the FM, FD, and FV dockets.

ELECTIVES

DAY 1: Basic Navigation/Case Create
Day One focuses on basic navigation
of the NJKiDS system, the screens
most frequently used by the Family
Division, and tips on the correct way
to search for a member. Participants
learn how to create new FD, FM, FV
and non-IV-D cases. Participants also
learn how to manage WRKL alerts.
DAY 2: Counterclaim/Relisting
Day Two focuses on several processes:
scheduling a case through the
Establishment Processes chain; the
Complementary Dispute Resolution
chain on the CPRO screen; and adding
a third party on a case, such as an
attorney, an interested party, or a codefendant. The class reviews how to
relist, adjourn, and cancel a
proceeding on the CPRO screen.
Participants also complete a
walk-through of the disposition entry
process.
DAY 3: Disposition/Modification
Day Three delves into the disposition
process and takes a case through
scheduling of a modification to the
disposition of the reliefs. The process
for withdrawals, motions, and
cross-motions is also discussed.
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DAY 4: Order to Show Cause
(OTSC) Transfer Venue
Day Four focuses on all of the
possible outcomes of an Order to
Show Cause. Processes discussed
include transfer venue; backloading cases on NJKiDS; entering
a direct pay order, and converting a
direct pay order. Participants will
also learn when and how to redocket a case on the CCRT screen.
DAY 5: Case Closure
Day Five focuses on how the
Family Division closes cases on
NJKiDS. The class reviews the
different closure reasons and how
the system should be coded for the
Case Closure batch to select a case
for closure. Class time will be spent
discussing common mistakes and
methods to correct them on the
system. The correct completion of
the Uniform Summary Support
Order is demonstrated. The trainers
review key processes discussed in
days one through four. The day
concludes with an open lab for
participants to practice completing
activity chains discussed in class.

FAMILY, TIPS, TRICKS, AND
CHECKLISTS
In this six-hour course designed
for Family Division staff,
participants will discuss the key
performance measures of the Title
IV-D program and how they affect
federal incentives. The course
focuses on the importance of
coding the IV-D case type,
recording paternity establishment,
and Family case closure. A review
is conducted of the available
Intake and Disposition checklist
tools, as well as agency-specific
NJKiDS reports available in the BI
Portal.
INTERGOVERNMENTAL LAB
FOR FAMILY
In this three-day course for Family
Division intergovernmental staff,
participants learn the process used
by the Interstate Central Registry
(ICR) and receive instructions for
using QUICK (Query Interstate
Cases for Kids), the
Intergovernmental Referral Guide
(IRG), and CSENet. Topics also
include alerts management and
processing incoming and outgoing
intergovernmental cases. The
agenda for each day provides time
for hands-on practice in processing
intergovernmental cases in
NJKiDS.

Course Description
PROBATION COURSES
PROBATION TRACK CERTIFICATE (Special Registration Required)
ALL STAFF: INTRODUCTION TO
NJKIDS REPORTING (FORMERLY
MANAGER’S TRAINING/BI
PORTAL)
This three-hour class demonstrates
the use of the NJKiDS reporting tool,
BI Portal. Agency-specific reports are
identified to assist staff with caseload
management.
ALERTS MANAGEMENT FOR
PCSE STAFF
This full-day course addresses how
to filter and manage Action and
Informational Alerts received by
PCSE Unit staff and how to move
cases along the relevant NJKiDS
chains.
ADMINISTRATIVE
ENFORCEMENT REMEDIES
Designed for PCSE Unit staff, this
course focuses on administrative
remedies available to enforce the
obligations of a support order.
Topics addressed include obligation
types, case eligibility criteria, and
administrative remedies.
JUDICIAL ENFORCEMENT
REMEDIES AND OTHER
ENFORCEMENT ACTIONS
Designed for PCSE Unit staff, the
course focuses on judicial
enforcement remedies and other
enforcement activities, such as costof-living adjustments, arrears
payback amount adjustments,
bankruptcy, and National Medical
Support Notice/Dependent’s
Insurance Information.

CASE CLOSURE: THEORY AND
PRACTICE FOR PCSE STAFF
This course covers the 14 Federal
Case Closure reasons and focuses on
the 10 reasons relevant to the work
of the PCSE staff. An instructor-led
demonstration reviews the general
rules for closing a case and the
NJKiDS screens used. Participants
learn the two types of case closure
and have an opportunity to access
the BI Portal to run reports that assist
with the closure process.
CUSTOMER SERVICE
FINANCIALS FOR PCSE STAFF
This two-day course covers the
financial flow of money through
cases in NJKiDS. Foundational
financial information is presented.
Additional material is presented in a
scenario format based on common
call types, and suggestions for action
are also provided as a reference for
customer service calls. Participants
must have prior experience
navigating NJKiDS, or they must
have completed the NJKiDS Basic
Navigation and Functionality course.

TERMINATION TRAINING
WORKSHOP
The termination law sets new criteria
for terminating child support and
significantly changes the way child
support cases with older children are
handled. This one-day course is a
follow-up for Termination Training
Coordinators and a first training for
Probation staff. It provides participants
with an overview of the new law, a
walk-through of the Termination
activity chain in NJKiDS, and the
opportunity to apply standard
operating procedures to real-world
scenarios involving requests for
continuation of child support.
The following topics are addressed:
 The new termination law and
the responsibilities of child
support agencies
 NJKiDS Termination activity
chain overview
 Continuation forms overview
 Termination and continuation
procedures and scenarios
 Benefits of the new law
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Course Descriptions
PROBATION COURSES
ELECTIVES
COURT PRESENTATIONS
This course covers the most common
Probation hearings: Enforcement of
Litigants Rights (ELR), Status Review,
and Emergent ELR. The court process
for each type of hearing, along with
preparation of the cases for court, will
also be addressed. In addition,
appropriate courtroom etiquette is
described and practiced through class
activities.
TAX OFFSET IN CHILD SUPPORT
This half-day course for Finance and
Probation staff provides a detailed
review of the processes and case
criteria for Federal Income Tax
Refund Offset and Set-Off of
Individual Liability (SOIL). The topics
covered also include the NJKiDS
screens related to tax offset; the
procedures for handling state
payments; and the processes
associated with negative adjustments
and six-month holds.

14

UNDERSTANDING AND USING
CWA SCREENS FOR PCSE STAFF
Designed for PCSE Unit staff, this
course focuses on the County
Welfare Agency (CWA) and
financial screens that contain
information relevant to Temporary
Assistance for Needy Families
(TANF), Medicaid, and the
Department of Children and
Families (DCF). Computer
demonstrations and case studies
provide opportunities for hands-on
practice, and solutions for customer
service and enforcement issues are
presented. Topics include CWA
responsibilities, Assignment of
Support Rights, the CWA
component of NJKiDS, CWA
screens, and financial screens.
USING CSENET & QUICK TO
MANAGE A CASELOAD
Participants in this full-day systems
course learn to identify when Child
Support Enforcement Network
(CSENet) communication has
occurred for a case and to identify
actions that are triggered by that
communication. The discussion
focuses on using CSENet and
NJKiDS screens to communicate
with other agencies. The course
covers functionality and why and
how CSENet is useful. A
demonstration of the Query
Interstate Cases for Kids (QUICK)
tool is also included.

WRITS OF EXECUTION
PROCESS
This course covers the Writs of
Execution remedy for enforcing
the obligations of a support order.
Topics covered include the
following: criteria and incentives
for preparing a Writ of Execution;
acceptable and unacceptable
assets; the differences between a
Writ of Execution and Financial
Institution Data Match (FIDM);
NJKiDS screens that are used
when processing a Writ of
Execution; and creating a Writ of
Execution from start to finish.
Computer demonstrations and
exercises provide opportunities
for hands-on practice.

Course Descriptions
CWA COURSES
CWA TRACK CERTIFICATE
CASE INITIATION FOR COUNTY
WELFARE AGENCY STAFF
This course covers the process and
procedures associated with case
initiation. At the end of the course,
participants will be able to conduct a
County Welfare Agency (CWA) IV-D
interview; explain the IV-D
cooperation requirements; identify
and process typical and non-typical
cases; and create a CWA case in
NJKiDS. Topics include CWA intake
screening activities; pre-IV-D
interview activities; setting the
interview environment; IV-D services
for TANF and GA applicants;
interviewing techniques; exceptions to
the cooperation requirements; creating
a case in NJKiDS; building a support
case on NJKiDS for a Division of Child
Protection and Permanency (DCP&P)
referral. Computer demonstrations
and activities provide opportunities
for hands-on practice with the case
creation process and the Case
Processor (CPRO) screen workflow
functionality.
CWA ESTABLISHMENT
This one-day course is recommended
for County Welfare Agency (CWA)
staff. It explains the importance of the
federal performance standards and the
establishment of time frames and
identifies administrative and judicial
methods for establishing paternity. At
the end of the course, participants will
be able to discuss Certificates of
Parentage (COP), explain how
paternity is resolved by court order,
review transfer of venue, schedule a
consent conference, and outline
consent conference outcomes.

ELECTIVES
LOCATE FOR COUNTY WELFARE
AGENCY STAFF
This course covers the process and
procedures associated with location.
At the end of the course, participants
will be able to explain how locate
efforts affect performance measures
and incentive funding; list the
information that is needed for
location; explain how to verify an
address and employment
information and list the NJKiDS
criteria for successful location;
describe the resources that staff can
use to manually locate a party;
identify the agencies that NJKiDS
interfaces with when an automated
location occurs; list the match criteria
for databases that interface with
NJKiDS; describe how NJKiDS uses
an address hierarchy; discuss how
CSENet is used to facilitate interstate
communication; and list the
Informational Alerts that are
received during the locate process.
ALERTS MANAGEMENT FOR
COUNTY WELFARE AGENCY
STAFF (In Development)
BI PORTAL: CASELOAD
MANAGEMENT FOR STAFF
(In Development)
CASE CLOSURE: THEORY AND
PRACTICE (In Development)
CUSTOMER SERVICE
FINANCIALS (In Development)

TRIENNIAL REVIEW: THEORY
AND PRACTICE
This course covers the rules,
regulations, and processes
associated with a triennial review.
At the end of the course,
participants will be able to identify
cases that are eligible for a triennial
review; recognize the circumstances
that exempt a case from a triennial
review; calculate child support
obligations in accordance with the
New Jersey Child Support
Guidelines; and use NJKiDS to
complete a triennial review.
Computer demonstrations and
activities provide opportunities for
hands-on practice with the Child
Support Guidelines (GDLN) screen
and the Triennial Review activity
chain.
GENETIC TESTING
This course covers the federal and
state regulations for genetic testing
and using the Other Party
Information (OTHP) and NJKiDS
Master Calendar (KCAL) screens to
schedule a genetic test. Procedures
for scheduling and rescheduling
genetic test appointments are
discussed for various cases and
statuses of the custodial parent (CP)
and non-custodial parent (NCP).
Finally, the steps for recording the
results of a genetic test are
explained.
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Training Media
WEB-BASED TRAINING (WBT)
Online courses are available at www.njchildsupport.org.
TERMINATION OF CHILD SUPPORT OBLIGATION eLEARNING SERIES
On February 1, 2017, New Jersey enacted the Termination of Obligation to Pay Child Support Law (N.J.S.A.2A:17-56.67).







Termination of Child Support Obligation: This web-based training will provide support workers with an overview
of the new Termination of Child Support law, enacted in January 2016. Workers will have an opportunity to run
through scenarios of how the law affects existing cases, as well as preview the business process. This WBT has
optional audio.
Termination Notices: This web-based training is the first module in our Termination of Child Support eLearning
series and reviews the notices that will be generated for this new law and each notices timeline and requirements.
USSO Updates: This web-based training reviews the updates made to the Uniform Summary Support (USSO) screen
and the CS526.
Financial Adjustments: This web-based training reviews the effect that the law may have on financials, and any
adjustments that may be made.
NJKiDS Functionality: This web-based training reviews the screens in the NJKiDS system that have been or will be
modified because of the law.

PERFORMANCE MEASURES SERIES
This WBT introduces staff to the five key areas used by the Office of Child Support Enforcement to measure each state's
performance in administering the Title IV-D Child Support Enforcement Program.






Module 1: Introduction
Module 2: Paternity Establishment
Module 3: Child Support Order Establishment
Module 4: Collections
Module 5: Cost-Effectiveness

FULL-ACCESS SERVICE MODEL
New Jersey Child Support workers who complete this self-paced web-based training will understand the changes that
occurred after the implementation of the new full access customer service model.
CREATING A FINANCIAL NOTE
This Web-Based Training (WBT) module provides instruction on how to use Standard Operating Procedures and Quick
Reference Guides to create a Financial Note in NJKiDS.
PROCESSING A REFERRAL (Revised)
This web-based training (WBT) module provides instruction on how to process a referral in NJKiDS.
INTRODUCTION TO ELECTRONIC CONTENT MANAGEMENT
New Jersey Child Support workers who complete this web-based training will understand the processes, software and
tools associated with Electronic Content Management. This WBT has audio and should be viewed with headsets.
VIEWING ELECTRONIC DOCUMENTS
New Jersey Child Support workers who complete this web-based training will be able to locate previously scanned
documents in NJKiDS and work Electronic Content Management (ECM) alerts generated by scanned documents. This
WBT includes an audio recording; please use a headset.
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Training Media Continued
CHILD SUPPORT OVERVIEW
This web-based training course introduces participants to the history of child support and covers basic child support
concepts, regulations, and processes. This WBT has audio and should be viewed with headsets.
NATIONAL MEDICAL SUPPORT NOTICE
This web-based training course will provide support workers with a NMSN overview and introduce recent NMSN
processing changes. This WBT has optional audio. Headsets are not required.
DATA SECURITY
This web-based training course covers the process and procedures associated with data security in child support. At
the end of the course, participants will be able to demonstrate an understanding of data security compliance; describe
how confidential, Federal Parent Locator Service (FPLS), and federal tax information (FTI) can be kept secure; identify
practices that reinforce workplace compliance; and explain the incident reporting protocol. Topic include a review of
the Clean Desk Policy; labeling, logging, and locking FTI and FPLS information; disposing of secure data; data
security and third parties; and data breaches. This course is mandatory for child support staff employees, vendors and
contractors.
TRACK MY CASES (In Development)
 Overview
 Cases with Orders
 Cases without Orders
 Establishment
 Pinning Customizations
 Income Withholding Distribution
VIDEOS
 Safeguards Security Awareness Training for Child Support

Online Resource
NEW JERSEY CHILD SUPPORT PROGRAM MANUAL CSPM
Your online resource for





Policies and procedures
Links to relevant Informational Transmittals (ITs) and Action Transmittals (ATs)
A glossary of child support terminology
Select instructions for NJKiDS tasks

Updated frequently and always there when you need it at www.njcsi.org
Simply log in and click the link for CS Program Manual.
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Parsippany Site Information
DINING IN THE AREA
Atlanta Bread Company
1711 State Route 10
Morris Plains NJ 07950
Dunkin’ Donuts
246 Littleton Road
Morris Plains, NJ 07950
973-538-4090

Parsippany Site
973-984-2646
New Jersey Child Support Institute
1719 State Route 10 East, Suite #203
Octagon Building
Parsippany, NJ 07054
(GPS Address: 220 Johnson Road, Morris Plains, NJ 07950)

Ruth’s Chris Steak House
at Parsippany Hilton
1 Hilton Court
Parsippany, NJ 07054
973-889-1400
Wendy’s Restaurant
1860 State Route 10
Parsippany, NJ 07054
973-455-9859

DIRECTIONS
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1.
2.
3.
4.
5.
6.

From the North via Route 287 South
Take Exit 39B for Route 10 West toward Dover. Follow Route 10 West for 1.2 miles.
Bear right onto exit ramp for Littleton Road (Route 202 South), just before the Wendy's on the right.
Turn left onto Littleton Road (Route 202 South) and stay in the right lane.
After the light, make an immediate right into the jug handle.
Turn right onto Route 10 East. Then turn right onto Johnson Road. (Look for Weichert Realtors sign.)
Make an immediate left turn into the parking lot.

1.
2.
3.
4.
5.
6.

From the South via Route 287 North
Take Exit 39 for Route 10 toward Dover/Whippany. Follow Route 10 West for 1.2 miles.
Bear right onto exit ramp for Littleton Road (Route 202 South), just before the Wendy's on the right.
Turn left onto Littleton Road (Route 202 South) and stay in the right lane.
After light, make an immediate right into the jug handle.
Turn right onto Route 10 East. Then turn right onto Johnson Road. (Look for Weichert Realtors sign)
Make an immediate left turn into the parking lot.

1.
2.
3.
4.
5.
6.

From the East via Route 80 West
Take Route 80 West to Exit 42A-B to Parsippany (Route 46)/Morris Plains (Route 202).
Take Exit 42A to Route 80 East/Morris Plains (Route 202).
Bear right onto Cherry Hill Road, which becomes Littleton Road (Route 202 South), continue for 2.1 mi.
Immediately after crossing Route 10, take the jug handle exit on the right.
Turn right onto Route 10 East. Then turn right onto Johnson Road. (Look for Weichert Realtors sign)
Make an immediate left turn into the parking lot.

1.
2.
3.
4.
5.
6.

From the West via Route 80 East
Take Exit 42A-C to Morris Plains (Route 202)/Parsippany (Route 46).
Take Exit 42A to Route 202 South/Morris Plains.
Merge onto Littleton Road (Route 202 South) and continue for 1.9 miles.
Immediately after crossing Route 10, bear right onto the Route 10 jug handle exit.
Turn right onto Route 10 East. Then turn right onto Johnson Road. (Look for Weichert Realtors sign)
Make an immediate left turn into the parking lot.

Princeton Site Information
Princeton Site
609-514-1369

DINING IN THE AREA

New Jersey Child Support Institute
3 Independence Way, Suite #102
Princeton, NJ 08540

Independence Café & Catering
3 Independence Way #105
Princeton, NJ 08540
609-419-9771
Café Nicole at Holiday Inn
Princeton
100 Independence Way
Princeton, NJ 08540
609-520-1200
Homestate Café & Barley’s Pub
at Marriott Forrestal Center
100 College Road East
Princeton, NJ 08540
609-452-7800

DIRECTIONS
1.
2.
3.
4.
5.

1.
2.
3.
4.

From the North via Route 1 (New Brunswick)
Take Route 1 South, passing Ridge Road. The multicolored Miele building will be on your left.
Immediately after passing the Miele building, turn into the jug handle for Independence Way.
Go through the light, crossing Route 1.
Make the third left and park at the front of the building.
NJCSI is on the ground floor, suite 102.
From the South via Route 1 (Trenton)
Take Route 1 North passing College Road East and West. Immediately following the College
Road cloverleaf will be a light at Independence Way.
At the light, turn right onto Independence Way.
Make the third left and park at the front of the building.
NJCSI is on the ground floor, suite 102.
From the East via Route 33 (Monmouth County)
Take Route 33 West past Freehold toward Hightstown (Parkway Exit 100).
Before entering Hightstown, turn right onto the Route 33 bypass.
Follow Route 133 to the final right exit ramp onto Princeton Hightstown Road.
Follow Princeton Hightstown Road 5.5 miles (bear right after trainbridge in Princeton Junction).
Turn right onto Route 1 North.
Three miles north will be a light at Independence Way.
At the light, turn right onto Independence Way.
Make the third left and park at the front of the building.
NJCSI is on the ground floor, suite 102.
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Cherry Hill Site Information
DINING IN THE AREA
The Cheesecake Factory
931 Haddonfield Road
Cherry Hill, NJ 08002
856-665-7550
Houlihan’s Restaurant
2050 Route 70 W.
Cherry Hill, NJ 08002
856-662-9300

Cherry Hill Site
856-910-8196
New Jersey Child Support Institute
3 Executive Campus, Suite #180
Cherry Hill, NJ 08002
(GPS Address: 2370 W. Marlton Pike, Cherry Hill, NJ 08002)

Red, Hot & Blue Memphis Style BBQ
@ Holiday Inn
2175 W. Marlton Pike
Cherry Hill, NJ 08002
Chick-fil-a Fast Food Restaurant
2020 Marlton Pike W.
Cherry Hill, NJ 08002
856-488-9197

DIRECTIONS
From the North via Route 295 South
Take the New Jersey Turnpike South to Exit 4 (Mt. Laurel-Route 73).
Once on Route 73, follow signs to get onto Route 295 South (less than 1/2 mile).
Continue on Route 295 South until signs denote Route 70 West, Cherry Hill.
Once on Route 70 West, continue going straight until the sixth traffic light (Garden State Blvd.).
After the light, go under the train trestle, get into the right lane, and follow signs for S. Cornell Avenue. You
will be on a winding road that comes out to the seventh traffic light (Cornell Ave.).
Continue straight onto King Avenue. Follow signs to Building 3 on your right. (Parking is free.)
From the South via Route 295 North
Take Route 295 North onto Route 70 West, Cherry Hill (Exit 34B).
Once on Route 70 West, continue going straight until the sixth traffic light (Garden State Blvd.).
After the light, go under the train trestle, get into the right lane, and follow signs for S. Cornell Ave.
You will be on a winding road that comes out to the seventh traffic light (Cornell Avenue).
Continue straight onto King Avenue. Follow signs to Building 3 on your right. (Parking is free.)
From the East via Route 42 and Other Points South
Take Route 42 North toward Philadelphia/Camden.
Continue onto Route 295 North, until signs denote Route 70 West, Cherry Hill (Exit 34B).
Once on Route 70 West, continue going straight until the sixth traffic light (Garden State Blvd.).
After the light, go under the train trestle, get into the right lane, and follow signs for S. Cornell Ave.
You will be on a winding road that comes out to the seventh traffic light (Cornell Avenue).
Continue straight onto King Avenue. Follow signs to Building 3 on your right. (Parking is free.)
From the North via Route 130 and Other Points North
Follow the signs for Route 130 South to Route 73 South.
After taking the ramp onto Route 73, stay in the right lane.
Turn right into Cherry Tree Corporate Center.
Continue over 3 speed bumps to the last building on the leftBuilding 3.
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NJCSI Team
Management
Cathryn Potter, Ph.D., Dean, School of Social Work
Sara Munson, Executive Director, Institute for Families
Mia F. Sena, Program Manager, New Jersey Child Support Institute (NJCSI),
Director of Training and Educational Programs, Institute for Families

Supervisory Staff
Alexander H. Figueroa, Associate Program Manager–Curriculum
Anthony Mack, Associate Program Manager–Training
Douglas Richardson, Information Technology Manager
Donna VanAlst, Director, Office of Research and Evaluation

Program/Development Staff
Sarah Cosenza, Professional Development Coach
Hilary Halliwell, Editorial/Media Specialist
Terence Jordan, Program Development Specialist
William Laznovsky, Editorial/Media Specialist
Cathy Liapes, Program Development Specialist/Senior Editor
Cathy Thompson-Fix, Program Coordinator
Julissa Vizcaino, Professional Development Coach

Training Staff
Dana Ciaccio, Training Coordinator
Danielle Francesconi, Training Coordinator
Yolanda Glover, Training Coordinator
Sonia Gonzalez, Training Coordinator
Robert Kafka, Training Coordinator
Eileen Kelly-O’Brien, Training Coordinator
Angela Watson, Training Coordinator
Norma Lisenby-Ketterer, Training Coordinator

Curriculum Staff
Susan Bhuyan, Technology Designer
Flynn Bowen, Instructional Course Designer
Ciji Carr-McManus, Instructional Course Designer
Lauren Walton, Instructional Technology Specialist
Victoria Gerstorfer, Technology Designer
Lori Marosy, Instructional Course Designer
Sandra Moroso-Fela, Curriculum Specialist
Ryan Pang, Instructional Course Designer

Operations Staff
Kathleen Gilbert, Administrative Assistant–Princeton
Marian A. Pringle, Program Coordinator/Administrative Assistant–Cherry Hill
Leslie VanPutten, Administrative Assistant–Parsippany

Research and Evaluation Staff
Chieh-Wen Liu, Evaluation Coordinator
Rebecca Logue-Conroy, Graduate Research Assistant

Information Technology Staff
Cary Ang, Application Developer
Wade Cardinal, Unit Computing Specialist
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