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Key/Legend

The BADGE application and the manuals use various styles and icons. Below are their explanations. The
BADGE Application refers to all BADGE modules while the BADGE Module Manual covers this specific
module.

Individual users may not have read or write privileges for every module; therefore, all users may not be
able to add, edit, delete, or view certain information or functions in BADGE.

In the BADGE Application
Style/Symbol/Button Meaning

01/01/2050 |- | |

Located in the upper right-hand corner of any given screen/window, in
- X order of appearance (from left to right): Minimize the screen; Maximize
the screen; and Close the screen. If a component is greyed out it is not
available.

Screen/Window Control Buttons

H 4 1 of 4 b P

L @; In order of appearance (from left to right): go Back to Parent Report;
Stop Rendering report; and Refresh report.

Report Viewer Buttons (2 of 4)

In order of appearance (from left to right): Textbox, enter text to search
: for; click Find to search for text entered in textbox; and click Next to find
Report Viewer Buttons (4 of 4) the next instance of text entered in the textbox.

Find | Mext

A record with text displayed in red font generally indicates there is an
Info Button and/or “alert” associated with a given juvenile record. To view an alert, click the
Text in Red Font red and white Info button or select the Alerts tab on the Juvenile
Information screen.

Icon displayed on

various screens. The exclamation mark on a red background denotes a mandatory field.

The “” icon typically displays when the application notifies a user of the
results of a requested action, for example: “Data saved successfully.”
This also displays when there is additional information for field.

o Icon displayed on
Information Screen
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Style/Symbol/Button Meaning

s

Click the Close button to close the current screen, leaving open the prior
screen

Close Button

Map It Button The Map It button is currently disabled across the BADGE application.

*- Yes Mo (B Unknown

In the BADGE Manual
Style/Symbol Meaning

Italicized Name of a tab, document title, or manual title.

Name of a column header in an application displayed table or an
application generated report. Cased to match.

Bolded and Underlined The manual’s main title and other titles for key sections.

Underlined

|m| Padlock Icon Denotes a locked item or record that cannot be changed.
%,,ﬂ*“ Reference Bullet Refer to another page or resource for additional information.

The BADGE manuals are instructional guides for users to understand how to use the BADGE application. The
BADGE manuals apply the same formatting across all manuals but information specific to each module. This
manual is intended to assist those using the BADGE Incident Reporting Module.

The BADGE application manuals are regularly updated and uploaded to DJJ’s website and DJJ Connect
without user notification. For this reason, it is recommended that users access the manuals solely through the
website instead of downloading and printing them to ensure that the most up-to-date version is used.
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Please Note

The BADGE electronic data management system is the property of the Commonwealth of Virginia and is
intended for authorized users only. By accessing and using the BADGE system, users are consenting to
system monitoring for law enforcement and other purposes.

Every user accessing the BADGE electronic data management system is bound by confidentiality rules.
BADGE system users should not access information on any persons for which there is not a legitimate
professional interest. A log entry is made whenever a user accesses a record in the BADGE system.

Access the following link for the DJJ Acceptable Use & Information Security Agreement. See §2.2-2827 of the
Code of Virginia for restrictions on state employee access to information infrastructure. See 8816.1-223 and
16.1-300 of the Code of Virginia for confidentiality requirements and use restrictions of data and records.

Unauthorized use of the BADGE electronic data management system may subject a user to State or Federal
criminal prosecution and penalties.

To report any issues encountered with the BADGE electronic data management system please email DJJ-
BADGE-Issues@dijj.virginia.gov. If there is a need to request a change, please contact the appropriate
Regional Program Manager (RPM) or Superintendent.

Please email DJJ-BADGE-Passwords@djj.virginia.gov for assistance with BADGE login problems.

All potentially sensitive data have been removed from all screen images presented in this manual.
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Adding a New Incident Report

From the BADGE home screen:

1. (i) Click the JTS Modules menu, (ii) select the Incident Reporting option from the drop-down menu, and
the Incident Reporting Module — Main Menu screen will appear.

+'© BADGE

le | JTSSearch | JTSModules | Help

| Caseload Management
Community Insight Reports
CSU Intake
Detention
Direct Care
Gang Management System

Incident Reporting

“ Incident Reporting Module - Main Menu . 8 X

Search Reports

To report an issue please email DJJ-BADGE-Issues@dj virginia.gov
If you have a change to request please contact your RPM or Superintendent.

2. From the Incident Reporting Module — Main Menu screen, (i) click File, (ii) select the New Incident option
from the drop-down menu, and the Reporting Facility for Incident screen will appear.

' Incident Reporting Module - Main Menu = X
E! Search Reports

' Reporting Facility For Incident - X

On the Reporting Facility for Incident screen the Location drop-down menu does not appear for all facilities.

3. From the Reporting Facility for Incident screen, (i) select Facility and Location options from the drop-down
menus, (ii) click Report, and the Incident Reporting screen will appear.
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Reporting Facility For Incident

Williamsburg (CSU)

Williamsburg (CSU)
Richmand City {CSU)
Henrico County (CSU)
Abingdon (CSU)
Pulaski (CSU)
Chesterfield (CSU)
Chaplin Youth Center

Bon Air Juvenile Correcticnal Center

CPP (Community Placement Program)
Richmond Detention

Judge Molinan Juvenile Shelter
VICCCA-Accomack County(001)

Baon Air Cosd Campus

BADGE Incident Reporting Manual

Incident Reporting x

Addendum | PREA Corrective Action

R# |

Activity: | ‘| Multi Incidents Reported:  ® Yes (O No

E?I 1037 AM (hh:mm am/pm)
E| 10:37 AM (hh:mm am/pm)

Incident Date / Time: | Monday, June 12, 2023

Report Date f Time: | Monday, June 12, 2023

Reported By: | | rite: |

Reported Tor |Ralph Thomas | Tite: [Deputy Director

Verfied By: | | Tite: |

Location of Incident; |

Bon Air Annex Campus

CAP (Central Admission and Placement unit)

Detention Re-Entry
Continuum Placement (Direct Care)
Individual JDC Beds ~

a. The Incident Reporting screen will display the Facility selected, the IR ID (after the incident has been
saved), and FIPS information (for certain facility types). New incident report information will be input on
the following Incident Reporting screen tabs: IR, Incident Type, Description, Juvenile(s) Involved, Staff
Involved, Parties Notified, Addendum, and Access Log.

The Incident Reporting screen will display differently for each facility type that is selected. Not all tabs or fields are available for
all facility types.

The facility cannot be changed after the incident report has been saved. Therefore, double-check the report for accuracy
before saving.

i. Regardless of the facility type chosen and the tab selected and displayed on the Incident Reporting
screen, the following main buttons will always be displayed: (1) Delete, (2) Save, (3) Email, (4)
Notify DJJ Director, (5) Print, and (6) Approve / Lock this Incident (Unapprove / Unlock this
Incident) buttons.

1. Additional detail for the buttons located on the Incident Reporting screen is presented in the
Main Buttons on the Incident Reporting Screen section of this manual. Follow the hyperlinks
in the table below for instructions pertaining to each button.

Save Button

Main B_uttons on the Incident Notify DJJ Director Button
Reporting Screen
Approve / Lock this Incident Button

b. Follow the hyperlinks in the table below for instructions on using the Incident Reporting screen for
specific facility types.

Incident Reporting Screen Facilities

Juvenile Detention Centers

Users should complete all relevant fields on all Incident Reporting screen tabs prior to saving an incident.
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Community Programs (CSU, VIJCCCA, and Group Home/Youth Center/Shelter)

Given the similarity on the Incident Reporting screen between a Court Service Unit (CSU), Virginia Juvenile
Community Crime Control Act Program (VJCCCA), and Group Home facility type, they are all presented
here. These facility types will have different values for some fields. Relevant differences will be pointed out
as necessary in the tab sections below.

If a CSU, VIJCCCA, or Group Home is selected as the incident reporting facility from the Facility drop-down
menu, the Incident Reporting screen will display the following 7 tabs: (1) IR, (2) Incident Type, (3) Description,
(4) Juvenile(s) Involved, (5) Parties Notified, (6) Addendum, and (7) Access Log tabs.

€ m: 1 ata on all ic the ing

7 Tabs available for CSU, VJCCCA, or Group Home |

Incident Date / Time: | Monday, June 12, 2023 fi3) | [1220Pm (hhemm am/pm)
Report Date / Time: \ Monday, June 12, 2023 E| 12:20 PM (hh:mm am/pm)

Reported By: | | Title: | -]

mporeate || e | ]

Location of Incident: | |

Approve / Lock this Incident

On the upper left corner of the Incident Reporting screen the facility the user has selected will be displayed, as demonstrated
in the screen image displyed above.

1. IR Tab - CSU, VICCCA, and Group Home

a. Use the calendar drop-down screens and the adjacent time fields (hh:mm am/pm format) to enter the (i)
Incident Date / Time and (ii) Report Date / Time. For each field, (iii) Reported By and (iv) Reported
To, enter the employee name and select the appropriate value from the adjacent Title fields using the
drop-down menu. (v) Enter the appropriate information in the Location of Incident text field.

b. If the Save button at the top of the Incident Reporting screen is clicked an information screen will
appear informing the user that an initiating incident must be selected on the Incident Type tab. Click the
OK button to return to the Incident Reporting screen. Typically, the Save button is not selected until all
tabs have been completed on the Incident Reporting screen; however, the incident report can be saved
at any time.

Incident Reporting - X Incident Reporting - X

Exu
| 1 it . b n the in 1 e data, on all tab /ing tl nc

Incident Date / Time: |Mnnday,JunE12‘ 2023 2:20 PM (hh:mm am/pm) Incident Date / Time: | Monday, [hh:mm am/pm)

Report Date / Time: ‘Mnnday, June 12, 2023 E‘ 1220 PM (hhmm am/pm) Report Date / Time: ’7”‘“”“""" hicmm am/pm)
~ Youmust check one incident that initiated the report.

Reported By: | | Tite: | “] Reported By: v
E

T

pporaate [ ] me |
T

Location of Incident; | | Lacation of Incident:

Approve / Lock this Incident Approve / Lock this Incident
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The Incident Date/Time must be before the Report Date/Time.
Make sure all applicable data on all tabs have been entered on the Incident Reporting screen prior to saving the incident.
At a minimum, the following fields must be entered before an incident can be saved:

o Incident Date / Time, Report Date / Time and Location of Incident on the IR tab, and

O Atleast one Incident Type must be added and selected as an Initial Event on the Incident Type tab.

2. Incident Type Tab — CSU, VJCCCA, and Group Home
a. Add an Incident Type
i. (i) Click the Add button. (ii) Select an option from the Incident Type drop-down menu and the
definition of the incident type will populate in the textbox below the incident type option selected.
1. The Narrative field will appear when “Other” is selected for the Incident Type field. If the field
appears, input appropriate text in the text field.

' Incident Reporting - b ' Incident Reporting — X

ake 7 2 dlat nall 2 lled o g the in 2| 2 M el at nall tz 2 lled o the ing
Incident e i Incident
Type
INCIDENT TYPE INCIDENT TYPE

Description

Initial Incident Type Initial | Incident Type

# Edit X Delete [ ®ada | [ #feait | [ Kopekete |

Incident Type: Incident Type: [ Other

Ay serious occurrence out of the ordinary course of perations invelving & Javenile an he
CSUs BADGE caseload that (i) is likely to attract attention of the media or the general public
fii) el It in litinatie -

[A—

[] Initial Event? @Aeely ] Initial Event? 4 Apply
Approve / Lock this Incident Apprave / Lock this Incident

ii. If appropriate, place a checkmark in the Initial Event? checkbox.

One and only one incident type record must have the Initial Event? checkbox selected. An information screen will appear If
the user attempts to click the Save button without assigning an incident as an initial event.

You must check one incident that initiated the report.

iii. Click the Cancel button and any unsaved information will be cleared.
iv. Click the Apply button and the record will appear in the INCIDENT TYPE section.
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* Incident Reporting X

e m: T ta, on all tabs, J the in

ncident | | hovenikls) | Parties
Type E<Criotion | olved | Notified

INCIDENT TYPE

Initial | Incident Type

[ dadd | [ #edt | [ X Delete |

Incident Type: |

Any serious occurrence out of the ordinary course of operations involving a juvenile on the  ~
€5Us BADGE caseload that (i) is likely to attract attention of the media or the general public
L) el It in litinatis -

p—

1. Aninformation screen will display if the user attempts to access another tab without selecting
the Apply or Cancel buttons on the Incident Type tab. Click the OK button to close the
information screen and return to the Incident Type tab.

Please apply or cancel Incident Information before navigating to the
next tab.

b. Edit an Incident Type
i. (i) Select an incident type record in the INCIDENT TYPE section, and the row will be highlighted in
blue. (ii) Click the Edit button and update the record as required by modifying the Incident Type
drop-down menu and the Initial Event? Checkbox.
ii. Click the Cancel button and any unsaved information will be cleared.
iii. Click the Apply button and the record will appear in the INCIDENT TYPE section.

'+ Incident Reporting X

e me f ata, an all tabs, lled out pr the inc

Incident

Tpe | Description

INCIDENT TYPE

Initial Incidnt Type
|Other
[ | Assault on Staff (by anyone)

[ add | |\ o Edit || [ Delete |
Incident Type: | Assault on Staff (by anyone)

An unprovoked physical attack, by any person on an employes, volunteer, or other
individual over whom the CSU has supervisary authority at the CSU or during a CSU-related
\tivit -

[] Initial Event? @ 4poly
Apprave / Lotk this Incident

c. Delete an Incident Type
i. Select an incident type record in the INCIDENT TYPE section, and the row will be highlighted in
blue.
1. If the incident type record selected for deletion is not the initial event (i.e., the Initial Event
checkbox is not selected), (i) click the Delete button and the Warning screen will appear, (i) (a)
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click the Yes button to delete the record or (i) (b) click the No button to return to the Incident
Type tab without deleting the record.

'+ Incident Reporting - X

e m: : ita, on all t3 een filled out prio ) the incider

Incident

INCIDENT TYPE

Initial - Incident Type Warning

|Other
[ |Assault on Staff (by anyone)

@ Are you sure you want to delete the selected record?

[ #add | [ Wedit | |[ X Delete |

Incident Type:  Assault on Staff (by anyone)

An unprovoked physical attack, by any person on an employee, volunteer, or other
individual over whom the CSU has supervisory authority t the CSU or during 2 CSU-related
rtivib -

Initial Event? v Cancel
pply
Approve / Lock this Incident

2. If the incident type record selected for deletion is the initial event (i.e., the Initial Event
checkbox is selected) or the record selected for deletion is the only existing record, when the
user (i) clicks the Delete button the Missing Initial Event information screen will appear and
state, “To remove the initial event record you must first select another initial event.” (ii) Click the
OK button to return to the Incident Type tab.

a. Follow the instructions in the Add an Incident Type section and/or the Edit an Incident
Type section above to designate another incident type record as the Initial Event.

b. Follow the instructions in the Edit an Incident Type section above to remove the Initial
Event designation from the incident type record to be deleted and then follow the
instructions in the Delete an Incident Type section to delete the record.

7 Incident Reporting X 7 Incident Reporting X

|ease m: ita, on all tabs, has b the ing

| i ita, on all tab been fille the ing

Incident
Type

INCIDENT TYPE INCIDENT TYPE

Initial Incident Type

[ [Assautt on Juvenile (by anyone)

[ Fadd | |-#r_d'm\|\_xnelene\

Incident Type:  Assault on Juvenile (by anyone) 3

Initial Incident Type
Assauft on Juvenile (by anyone)
Death

Fire or other emergency at the unit

r Add

Incident Type:  Fire or other emergency at the unit

‘A fire or suspected fire at the CSU that requires the fire depaﬂi'nenl 1o respond and provide
The user CANNOT delete the Initial Event Incident Type record,

An unprovoked physical attack, by any person (including dSU staff, other juveniles, and any
other individual) on a juvenile under supervision at the CS or during a CSU-related activity.

another Incident Type must be designated the Initial Event first The user CANNOT delete the last remaining Incident Type

record, add the new record first.

nitial nt’ ancel
Initial Event? & Aoply Cancel
Approve / Lock this Incident

nitial nt’ ancel
Initial Event? & Aoply Cancel
Approve / Lock this Incident

Missing Initial Event X

To remove the initial event record you must first select
another initial event.

The Initial Event? checkmark must be removed from an incident type record before an incident type record can be deleted.
An incident type record must be designated as an initial event in order to save an IR.
To delete the only remaining incident type record, the user must first add a new incident type record.
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3. Description Tab — CSU, VICCA, and Group Home
a. (i) Type the incident description into the Incident Description section.

** Incident Reporting - X

jse m: r B ita, on all t3 e ) the incider

INCIDENT DESCRIPTION (Use CTRL=V 1o paste)
Detail the who, what, when, where, why and how of the incident.

Approve / Lock this Incident

4. Juvenile(s) Involved Tab — CSU, VIJCCA, and Group Home
The Juvenile(s) Involved tab allows users to add all juveniles involved in an incident and document the
juveniles’ role in the incident. A juvenile record displays Role, Juvenile#, Name, DOB, Race, Genetic Sex,
Probation Begin, Parole Begin, and Current Offense.

'+ Incident Reporting - x

1: it n all tab b n T 1 t N

JUVENILE(S) CURRENTLY INVOLVED IN INCIDENT
(Details of each juvenile are not editable in the IR system)

Juvenile®  Name Dos Race

(;;“E"‘ Probation Begin Parole Begin

[} | oo10001 | | | | |

[CFEaddT] [Bviewpsta] | wfedr | [ X Delete |

Juvenile Number: | | Name: | | Role: | None Selected

poB:|  |Rece| |GeneticSax| | Probation Begin: | | Parale Begin:

Current
Offense:

a. Add Juvenile(s) Involved
i. (i) Click the Add button and the Find Juvenile screen will appear.
1. The Find Juvenile screen will display the Find Juvenile tab, the Direct Care Population tab, and
the Detention Population tab. For summary instructions using the Find Juvenile screen, see
Juvenile Search in the Search — Incident Reporting Module section below. For detailed
instructions using the Find Juvenile screen, see the BADGE Login & Search Manual.
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“ Incident Reporting

o y - dats, on all t2

a Notify DJJ Director

JUVENILE(S) CURRENTLY INVOLVED IN INCIDENT
(Details of each juvenile are not editable in the IR system)

Juvenile#  Name DOB Race G;"E"C Prabation Begin Parole Begin

0 | o1/01/0001 | | | | |

[CFEAdd ]| [RDviewpsts] [ wfedic | [ XDelete |

| Mame: | | Role: None Selected

L e T L

Juvenile Number. |

Offense:

BADGE Incident Reporting Manual

2 Find Juvenile

Find Juvenile  Direct Care Population Detention Population

Search by
© Juvenile Number

Last Name Use Wildcard
Name Suffix

First Name

Include  |None -

() DC Number Use Wildcard

(O Intake Case Number Include Aftemative First Name Spellings

() Caseload Number Alias SSN

O Advance Search DOB / Age

Street Address

DoB Age

Previous Selections (Full or Patial)
(Home. Cell or Work)

Clear Al

ZIP Code Phone
Juvenile Number

Find Juveniles with Commitmertt(s) to the State

Show Last Resukts

Current |

Approve / Lock this Incident

Once the appropriate juvenile has been found and selected using the Find Juvenile screen the
user will be returned to the Juvenile(s) Involved tab where the Juvenile Number, Name, DOB,

Race, Genetic Sex, Probation Begin, Parole Begin, and Current Offense fields will auto-
populate.

Select an option from the Role drop-down menu.
1. Click the Cancel button and any unsaved information will be cleared.

2. Click the Apply button and the record will appear in the JUVENILES(S) CURRENTLY
INVOLVED IN INCIDENT section.

iii. Perform the steps above as necessary to add any additional juveniles involved in the incident.

** Incident Reporting

T x ita, on all tabs

JUVENILE(S) CURRENTLY INVOLVED IN INCIDENT
(Details of each juvenile are not editable in the IR system)

Genetic

Juvenile2  Name Race Probation Begin Parole Begin

DOB

0 | oro10001| | |

&b Add §V|Ewala

Juvenile Number; || "5 | Name; [\onm, s | [Rols: [ None selected <]

o058 e i [oosesoc | posmenragn || oo ||

Current |

W cdit % Delete

Offense:

Approve / Lock this Incident

b. View Data for Juvenile’s Involved

i. (i) Select a Juvenile’s record in the JUVENILES(S) CURRENTLY INVOLVED IN INCIDENT section

and the row will be highlighted in blue. (ii) Click the View Data button and the IR — Juvenile
Information screen will appear.
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** Incident Reporting X

“[ 1R~ Juvenile Information - X

ake 7 : data, on all ol oL g the in

Incident(s) Involved
JUVENILE(S) CURRENTLY INVOLVED IN INCIDENT
[Details of each juvenile are not editable in the IR system)

IR Date IR Types
L L o
TR R P T N T O
i

Role Juvenile#  Name DoB Race ST probation Begin Parole Begin

L e sl e s T
CE \ ]

- i e cmm e
e ol s Boms b e e = m e e —————
B r R bl bl bl o b T Bom lnied el " el Dol
e e g - e | e mp EE WG e g e g
R P R e LEe e e T,

>

< Add @Wmﬂﬂa” [ it | [ XDekete |
Juvenile Number: [BEERT | Name: [TR050 =00 Lo | Role: None Selected

DoB: [ | Race [ | Genetic Sex: Probation Begin: | | Parole Begin:

Current [l - R ey
Offense:

Approve / Lock this Incident

1. The IR — Juvenile Information screen displays Juvenile #, Name, DOB, Race, Genetic Sex,
Parole Begin Date, Probation Begin Date, Home Phone, and will indicate if the juvenile has
alert(s).

a. Juvenile Info Button
i. From the IR — Juvenile Information screen, (i) click the Juvenile Info button located in
the upper right-hand side of the screen and the Juvenile Information screen will appear
and display additional information for the juvenile. (ii) Click the Close button to exit the
Juvenile Information screen and return to the |R — Juvenile Information screen.

©F Refer to the BADGE Juvenile & Adult Information Screens Manual for instructions on using the_Juvenile Information screen.

IR - Juvenile Information - ol

Incident(s) Involved | Intake Offense(s)

IR Date IR Types

L L S

PR T S e s T

i ———
"] TR S ——"——

[= J5C Ty S S —y -, F] B ¥ TR S - p————
NP B ol e ol e T e e Ml i el B el )
- . e e el i S m—
e g e e oo R ey - am-

Info/Face Sheet Mias  Case Workers D Marks Detention Info | Alerts | Famly Access Log
Generated Alets
Juvenile has calendar evertt due in the Caseload system

Recorded Alets

e e o w — —— View/Change
B L e

M Print Alerts

b. Incident(s) Involved Tab
i. The Incident(s) Involved tab displays IR _ID, Facility, IR Date, and IR Types for each

incident record. (i) Select a record from the list and the row will be highlighted in blue. (ii)
Click the View button and the Incident Reporting screen will appear displaying the incident
record selected. When done, (iii) click the X button in the upper right corner to close the
screen and return to the IR — Juvenile Information screen.
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¢ IR - Juvenile Information

Incident(s) Involved I take Offensels)
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+¢ Incident Reporting [x]

IR ID record selected with View button on IR -
Juvenile Information screen.

ake 7 : data, on all ol oL

Description Addendum | PREA Corrective Action

Central Office Use Only
[] Post Submission Modification

E?I [T 1 ] (hh:zmm am/pm)
E‘ ol =y (hh:mm am/pm)

| Tive: | |

Incident Date / Time: | Bualigs- - NN

Report Date / Time: "\-I-_ men TN

Reported By: |

| e | |

Reported To: |

Location of Incident: |

Approve / Lock this Incident

ii. (i) Click the Print button and a report viewer screen will appear displaying the full list of
records on the Incident(s) Involved tab. (ii) Click the X button in the upper right corner to
close the report viewer screen and return to the IR — Juvenile Information screen.

¢ IR - Juvenile Information

Incident{s) Involved | [htake Offenseis)

=

-
e ol s Boms b e e =
Lol e b T el R e L
e e g - e |
R e e ]

P T———
L T
=
e e  m
[ e
"L L R
o I A

c. Intake Offense(s) Tab
i. The Intake Offense(s) tab displays a list of the juvenile’s intake offenses by Offense
Date, Offense Description, Adjudication Date, Adjudication, Amend Date, and Amend

~ o ¥

H 41 of 1 b M|« & & & E A - | 100% - Find | Mext
Virginia Department Of Juvenile Justice
Juvenile's Incidents
Juvenile Number: F==siss  Name: s e em=mmy e DOB: I

Parole Begin Date: Probation Begin Date:

IRID Facility IR DATE IR Types

maE TETETw T

=

B e e c—— . e w mw Ew ma m
-

[ — T | Ty —
= . —

T N WS T Y

B en mmmw— Cmme n e ww mw m— ——

— —

[ R —— B T pp——p—
e ki a [SEETT Y

|l (] ] TR TEE ST T
- e —

T p— Eemn e e

— [ —

Description. The user can sort the list by clicking the header of any column. When done,
click the X button in the upper right corner to close the screen and return to the IR —
Juvenile Information screen.
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70 IR - Juvenile Information — %

Incident(s) Involved | Intake Offense(s)
ion

c. Edit Juvenile(s) Involved

i. (i) Select a Juvenile’s record in the JUVENILES(S) CURRENTLY INVOLVED IN INCIDENT section
and the row will be highlighted in blue. (ii) Click the Edit button and update the record as required
by modifying the Role field. The Juvenile Number, Name, DOB, Race, Genetic Sex, Class Level,
Committing Court, and Committing Offense(s) fields cannot be edited.
1. Click the Cancel button and any unsaved information will be cleared.
2. Click the Apply button and the record will appear in the JUVENILES(S) CURRENTLY

INVOLVED IN INCIDENT section.

“* Incident Reporting . *

1z 1. ata, on all tal ior to saving the incident

JUVENILE(S) CURRENTLY INVOLVED IN INCIDENT
(Details of each juvenile are not editable in the IR system)

Race GS;“E"‘ Probation Begin Parole Begin

[ dradd | [[BViewData |\ ' Edit || X Delete

Juvenile Number: [BBERT | Name: [[B00 s Tin Low | Role: None Selectd

0oB T racel |GeneticSee |7 provstonzegm| | paetegm ||

Current |55 (8
Offense:

200ty ) Cancel
Approve / Lock this Incident

d. Delete Juvenile(s) Involved
i. (i) Select a Juvenile’s record in the JUVENILES(S) CURRENTLY INVOLVED IN INCIDENT section
and the row will be highlighted in blue. (ii) Click the Delete button and the Warning screen will
appear, (iii) (a) click the Yes button to delete the record or (iii) (b) the No button to return to the
Incident Type tab without deleting the record.
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a Notify D) Director
s, 5 g the incider

JUVENILE(S) CURRENTLY INVOLVED IN INCIDENT
(Details of each juvenile are not editable in the IR systern)

Genetic
e
=

Role Juvenile®  Name DoB Raci Sex Probation Begin Parole Begin
i = - IF i w m | [

None Selected | MRS | IS, on Tl ol s § [ I

B

[ Paca | [Rviewpaw| [ o et | |\ X Delete \|

Juvenile Number: [BBERT | Name: [T5050 =700 Lo | Role: None Selected

DoB: Race: || GeneticSex: " | Probation Begin: | | Parole Begin:
g L -

Current L
Offense:

Approve / Lock this Incident

5. Parties Notified Tab — CSU, VICCA, and Group Home
The Parties Notified tab allows users to document all parties notified of an incident. The PARTIES
NOTIFIED section of the tab displays the following column headings: Title Notified, Name, Reported By,
Date Notified, (hh:mm am/pm), and How Notified.

Incident Reporting - x

PARTIES NOTIFIED
Reported By Date Notified  (hh:mm am/pm) How Notified

Approve / Lock this Incident

a. Add Parties Notified
i. (i) Click the Add button and a table will appear in the PARTIES NOTIFIED section of the tab. The
Title Notified column will auto-populate and display the following based on the facility type:
1. CsU
a. CSU Director, CSU Deputy Director, Supervisor, Parent/Legal Guardian, and Other.
2. VJCCCA and Group Home/Youth Center/Shelter
a. The Title Notified does not auto-populate for these facility types and is completed by the
user.

ii. To input data directly into the table (i) select the appropriate Title Notified row in the PARTIES
NOTIFIED section and the row will be highlighted in blue. Enter appropriate data for the (ii) Title
Notified (if blank), (iii) Name, and (iv) Reported By. Use the calendar drop-down screen to (v)
enter the Date Notified. Enter the (vi) time (hh:mm am/pm) and use the drop-down list to (vii)
select the How Notified information.

iii. The Additional Notification textbox will also become accessible.

1. If additional parties are notified that do not exist in the PARTIES NOTIFIED table (primarily
applicable for CSUs), record that information in the Additional Notification textbox using the
same format of the table (Title Notified, Name, Reported By, Date Notified, (hh:mm am/pm), and

How Notified).
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' Incident Reporting - X ' Incident Reporting - X

Era T I PmneT T
1ake sl plic it v all’ o] Fi ol the incide 12 e dat n all tab T /ing the in

PARTIES NOTIFIED PARTIES NOTIFIED
Title Notified Reported By Date Notified  (hhmm am/pm] How Notified Title Notified Reported By Date Notified  (hhimm am/pm) How Notified
CSU Director

CSU Deputy Director

Superviser 06/12/2023 830 AM

Parent/Legal Guardian
Other Phone
Voice Mail
Email

4p Add X Delete In Person ]

Text

Additional Additional
Notification: Notification:

Approve / Lock this Incident Approve / Lock this Incident

'+ Incident Reporting - x

EEm T e R T
ita, on all tabs, has been yr to saving the inc

Error X

@ Motified date must be later than incident date,

PARTIES NOTIFIED

Title Notified ‘ Name Reported By Date Notified (hh:mm am/pm) How Netified

0000 1

Error x

@ Motified Date can not exceed current date.

Additional

Notification:

Approve / Lock this Incident

The Add button will be greyed out and inaccessible after it is initially selected for CSU facility types but remains available for
VJCCA and Group Home/Youth Center/Shelter facility types.

The Add button can be used to add multiple records to the PARTIES NOTIFIED table for VJCCCA and Group Home/Youth
Center/Shelter facility types.

The Incident Date/Time must be before the Date Notified or an Error screen will display when the Save button is selected.

The Notified Date cannot exceed the current date or an Error screen will display when the Save button is selected.

b. Delete Parties Notified
i. CSU
1. The Delete button is always greyed out and inaccessible on this tab for CSUs. To edit or delete
information in the PARTIES NOTIFIED table or Additional Notification text field, select each
individual field and use the keyboard to delete an entry and edit or enter new text.
i. VJCCCA and Group Home/Youth Center/Shelter
1. (i) Select a record in the PARTIES NOTIFIED table and the row will be highlighted in blue. (ii)
Click the Delete button and the Warning screen will appear, (iii) (a) click the Yes button to
delete the record or (iii) (b) the No button to return to the Incident Type tab without deleting the
record.
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?lease make 7 ata, on all tz g the in

PARTIES NOTIFIED
Title Notified lame Reported By Date Notified (hh:mm am/pm) How Notified

Cl

Approve / Lock this Incident

6. Addendum tab — CSU, VJCCA, and Group Home
The Addendum tab allows users to document any additional information that has been obtained related to

the initial incident. The ADDENDA section of the tab displays the following column headings: Date Keyed,
Keyed By, and Addendum.

7 Incident Reporting - X

ADDENDA
Addendum

W Edit K Delete

Enter Description ONLY (Use ciri+V 1o paste]

5

Approve { Lock this Incident

a. Add Addendum

i. Click the Add button and (ii) enter a description of the incident into the Enter Description ONLY
textbox.
1. To cancel, click the Cancel button prior to selecting the Apply button or the Save button.

ii. Click the Apply button and the description entered in the textbox will appear in the Addendum
column of the ADDENDA section.

iii. (i) Click the Save button and an information screen will appear stating the incident has been saved.
(i) Click the OK button on the information screen to return to the Incident Reporting screen, IR tab.
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“¢ Incident Reporting

[ |
12 ita, onall tal 1I¢ orior | the incident

Juvenilels] | Parties
Involved | Notified | 29373

ADDENDA

Addendum
Add Information

Incident Saved.

[ %aa || [ | [Xopdee]

Approve / Lock this Incident

iv. To continue working on the Addendum tab, the user will be required to select the Addendum tab
again. The Date Keyed and Keyed By fields in the ADDENDA section of the Addendum tab will be
completed, these two fields auto-populate when the Save button is selected.

1 Incident Reporting

ADDENDA
Addendum
arrrmr

[TFadd ] [ #edit | [ XDelete |
Enter Description ONAY [Use e o paste]
Add Information

) Cancel

Approve / Lock this Incident

v. To add an additional addendum click the Add button and perform the steps outlined above again.

If the Add button is selected after clicking the Apply button to enter an addenda but prior to clicking on the Save button, an
information screen will appear stating the addenda must be saved before adding another addenda.

Clicking the Apply button will only populate the Addendum column of the ADDENDA section; click the Save button to
populate a complete record (Date Keyed, Keyed By, and Addendum).
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Incident Reporting - x

X ADDENDA

Date Keyed  Keyed By Add
You must first save the addenda before adding another addenda. Enter text and click apply to populate Addendum m'“"‘m
e ——— ————

=|/\ il Dalate |
-~ —

FDescription CNLY [Use ctri+V to paste]

See the notes above for these two Enter text and click apply to populate Addendum column. Click save to populate Date Keyed and Keyed By. The save button ""-)

. must be selected before an additional addendum record can be added using the Add button.
images _///

Approve / Lock this Incident

a. Edit Addendum
i. (i) Select an addendum record in the ADDENDA section and the row will be highlighted in blue. (ii)

Click the Edit button and (iii) update the record as required by modifying the text in the Enter

Description ONLY field.

1. Click the Cancel button prior to clicking the Apply button or the Save button and any unsaved
information will be cleared.

2. Click the Apply button and the changes will appear in the Addendum column of the edited
record in the ADDENDA section.

3. (i) Click the Save button to finalize the changes and an information screen will appear stating
“Incident Saved.” (ii) Click the OK button to return to the Incident Reporting screen, IR tab. To
continue working on the Addendum tab, the user will be required to (iii) select the Addendum
tab again.

Incident Reporting - X

Incident Saved.

ADDENDA
Addendum

Enter Description OMLY (Use ctrl+V to paste]
Add Information You must first save addenda changes before editing another
addendum,

Approve / Lock this Incident

If the Edit button is selected after clicking the Apply button but prior to clicking on the Save button, an information screen will
appear stating the addenda changes must be saved before editing another addendum.

b. Delete Addendum
i. (i) Select an addendum record in the ADDENDA section and the row will be highlighted in blue. (ii)
Click the Delete button and the Warning screen will appear, (iii) (a) click the Yes button to delete
the record or (iii) (b) the No button to return to the Incident Type tab without deleting the record.
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[ oo |
ake 7 : data, on all ol oL g the in

ADDENDA

Addendum

Waming

@ Are you sure you want to delete the selected record?

o Edit X Delete

Approve / Lock this Incident

7. Access Log Tab - CSU, VICCA, and Group Home
The Access Log tab displays a list of all users who have either entered, viewed, or edited an incident

report. The ACCESS LOG section on the Access Log tab will display the day, date, time, access type (read
or modify), and the user name.

7 Incident Reporting - x

e m: T ta, on all tabs, J the in

Approve / Lock this Incident

The ACCESS LOG section will also display the names of any users who view the incident report even after the record has
been saved in the BADGE system.

Juvenile Detention Center (JDC)

If a Juvenile Detention Center is selected as the incident reporting facility from the Facility drop-down menu,
the Incident Reporting screen will display the following tabs: (1) IR, (2) Incident Type, (3) Description, (4)
Juvenile(s) Involved, (5) Parties Notified, (6) Addendum, (7) PREA Correction Action, and (8) Access Log tabs.
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Incident Reporting

Please make s n all tabs, ) out prior to saving t nt,

. Juvenile(s] | Parties . -
Description Involved | Notified Addendum | PREA Corrective Action

Incident Date / Time: | Eiisfemuings Suvs E?[ 312 PM (hh:mm am/pm)
Report Date / Time: | Bimsicmssin bmes (8 08 5| [zzem (hhemm am/prm)

Reported By: | | Tite: | |

Reported To: | | Tite | ]

Location of Incident: |

Approve / Lock this Incident

On the upper left corner of the Incident Reporting screen the facility the user has selected will be displayed, as demonstrated
in the screen image displyed above.

1. IRTab-JDC
a. Use the calendar drop-down screens and the adjacent time fields (hh:mm am/pm format) to enter the (i)

Incident Date / Time and (ii) Report Date / Time. For each field, (iii) Reported By and (iv) Reported
To, enter the employee name and (v) enter the appropriate text for the adjacent Title fields. (vi) Enter
the location within the juvenile detention center in the Location of Incident text field.

b. If the Save button at the top of the Incident Reporting screen is clicked an information screen will
appear informing the user that an initiating incident must be selected on the Incident Type tab. Click the
OK button to return to the Incident Reporting screen. Typically, the Save button is not selected until all
tabs have been completed on the Incident Reporting screen.

Incident Reporting

Please make sure plicable data, an all )¢ illed out priar to saving the incider

Addendum | PREA Corrective Action

Incident Date / Time: | sy, mes 312 PM (hh:mm am/pm}

E ‘ 312 PM (hh:mm am/pm) You must check one incident that initiated the report.

Report Date / Time: | fomi s e 4 0

ReportediBy: | | Tt | ]

Reported To: | | Tite: |

Location of Incident; |

Approve / Lock this Incident

The Incident Date/Time must be before the Report Date/Time.
Make sure all applicable data on all tabs has been entered on the Incident Reporting screen prior to saving the incident.
At a minimum, the following fields must be entered before an incident can be saved:

o Incident Date / Time, Report Date / Time and Location of Incident on the IR tab, and

O At least one Incident Type must be added and selected as an Initial Event on the Incident Type tab.

2. Incident Type Tab - JDC

a. Add an Incident Type
i. (i) Click the Add button. (ii) Select an option from the Incident Type drop-down menu and the

definition of the incident type will populate in the textbox below the incident type option selected.
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“¢ Incident Reporting

Incident Reporting pd

Addendum | PREA Corrective Action

INCIDENT TYPE

Initial  Incident Type Addendum | PREA Corrective Action

INCIDENT TYPE

Initial | Incident Type

[ #ada || [ #Pear | [ Xoelet |

Incident Type: - \

AWOL (post-D program only) - requires immediste notification t the Certification Unit (804)212-8803 | o | | @est | | Xopekte |

Allegation of Resident-on-Resident Consensual Sexual Misconduct
Allegation of Resident-on-Resident Indecent Exposure

Allegation of Resident-on-Resident Sexual Contact

Allegation of Resident-on-Resident Sexual Harassment

Allegation of Staff-on-Resident Indecent Exposure

1 tnital Evane? | Allegation of Staff-on-Resident Sexual Harassment

Allegation of Staff-on-Resident Sexual Misconduct

Allegation of Staff-on-Resident Sexually Abusive Act or Penetration
Allegation of Staff-on-Resident Sexually Abusive Contact
Allegation of Staff-on-Resident Voyeurism

Incident Type:

Any alleged consensual, sexual act by a resident of another resident including () contact
between the penis and the vagina or the anus; (i) contact between the mauth and the

nenis wanina e anus: ar fiil inn af the 2nal ar nenital aneninn Af anather nersan

[ Initial Event?
Approve / Lock this Incident

Allegation of resid ident sexual act or
Attempted escape (does not inlude planning or talking about escape)
Death - requires immediate notification to the Certification Unit (804)212-8803

Escape - requires immed ification to the Certification Unit (304)212-8803
Fight
Fire - requires immediate notification to the Cerfification Unit (80412128803 <

1. The Narrative field will appear when “Other” is selected for the Incident Type field. If the field
appears, input appropriate text in the text field.

7 Incident Reporting - x

Addendum | PREA Corrective Action

INCIDENT TYPE

Initial | Incident Type

[ wfedit | [ X Delete |

Incident Type:

Any serious occurrence out of the ordinary course of operations that ({) is ikely to attract
attention of the media or the general public or (ii) could result in litigation.

Narrative: |

[ Initial Event?

Approve / Lock this Incident

2. The Disposition field will appear when certain values are selected for the Incident Type field. If
the field appears, select an option from the Disposition drop-down menu.
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* Incident Reporting X

e m: T ta, on all tabs, lled out pr J the in

Incident Juvenile(s) |  Parties

Type Description Involved | Notified Addendum | PREA Corrective Action

INCIDENT TYPE

Initial | Incident Type

[ dadd | [ #edt | [ X Delete |

Incident Tyoe: | Allegation of Resident jent Consensual Sexual Misconduct .........

Any alleged consensual, sexual act by a resident of another resident including (i) contact
between the penis and the vagina or the anus; (i) contact between the mouth and the.
i o i L ital aneninn nf anath.

| Disposition: \ v \

[ initial Event? L4 Apply
ii. If appropriate, place a checkmark in the Initial Event? checkbox.

One and only one incident type record must have the Initial Event? checkbox selected. An information screen will appear If
the user attempts to click the Save button without assigning an incident as an initial event.

You must check one incident that initiated the report.

ii. Click the Cancel button and any unsaved information will be cleared.
iv. Click the Apply button and the record will appear in the INCIDENT TYPE section.

7 Incident Reporting - x

e m: T ta, on all tabs, lled out pr J the in

Incident Juvenile(s) |  Parties

Type Description Involved | Notified Addendum | PREA Corrective Action

INCIDENT TYPE

Initial | Incident Type

[ add | [ #Pedt | [ X Delete |

Incident Type: |

Any serious occurrence out of the ordinary course of operations that (1) is likely to attract
attention of the media or the general public or (i) could result in litigation.

p—

[ initial Event? L4 Apply
Approve / Lock this Incident

1. An information screen will display if the user attempts to access another tab without selecting
the Apply or Cancel buttons on the Incident Type tab. Click the OK button to close the
information screen and return to the Incident Type tab.

Please apply or cancel Incident Information before navigating to the
next tab.
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b. Edit an Incident Type
i. (i) Select an incident type record in the INCIDENT TYPE section, and the row will be highlighted in
blue. (ii) Click the Edit button and update the record as required by modifying the Incident Type
drop-down menu and the Initial Event? Checkbox.
ii. Click the Cancel button and any unsaved information will be cleared.
ii. Click the Apply button and the record will appear in the INCIDENT TYPE section.

Incident Reporting

Please make s spplicable data, on all tabs, has ke illed out prior

Juvenile(s) | Parties

Involved | Notified Addendum | PREA Corrective Action

Description

INCIDENT TYPE

Initial ~Incident Type
| o2 Loun,
[ [Fight

[ add | H o Edit || [ Delete |

Incident Type:  Fight
A physical altercation between two (2) or more residents that results in an injury of such
nature that it requires immediate medical treatment (excluding basic first aid) from medical
taff off cite Th tment. rided eliti ificant -

] Initial Event? Apply ¥ Cancel
Approve / Lock this Incident

c. Delete an Incident Type
i. Select an incident type record in the INCIDENT TYPE section, and the row will be highlighted in

blue.

1. If the incident type record selected for deletion is not the initial event (i.e., the Initial Event
checkbox is not selected), (i) click the Delete button and the Warning screen will appear, (i) (a)
click the Yes button to delete the record or (i) (b) click the No button to return to the Incident

Type tab without deleting the record.

Incident Reporting

Please make sure 3 T

Description | *<Venietel | Parties | 4 4o ndum | PREA Corrective Action

INCIDENT TYPE

Initial  Incident Type Warning
[ | Juvenile-on-juvenile assault

| Fight
@ Are you sure you want to delete the selected record?

[ add | [ et | |[ X Delete |

Incident Type:  Juvenile-on-juvenile assault

An unprovoked physical attack resulting in an injury that requires immediate medical
treatment (excluding basic first aid) from medical staff on-site or off-site. The treatment
e iz A ificant dicrint; 10 th i duetn Y

[ Initial Event? &3 20ply ¥) Cancel

Approve / Lock this Incident

2. If the incident type record selected for deletion is the initial event (i.e., the Initial Event
checkbox is selected) or the record selected for deletion is the only existing record, when the
user (i) clicks the Delete button the Missing Initial Event information screen will appear and
state, “To remove the initial event record you must first select another initial event.” (ii) Click the
OK button to return to the Incident Type tab.

a. Follow the instructions in the Add an Incident Type section and/or the Edit an Incident
Type section above to designate another incident type record as the Initial Event.
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b. Follow the instructions in the Edit an Incident Type section above to remove the Initial
Event designation from the incident type record to be deleted and then follow the
instructions in the Delete an Incident Type section to delete the record.

+¢ Incident Reporting

1ake ! : dla nall’ ol lled o g the in

Incident
Type

INCIDENT TYPE

Initial Incident Type

[] | Juvenile-on-juvenile assault

Fight

[ add | [ et | |[ K Dekete |

Incident Type:  Fight

A physical altercation between two (2) or more residents that fesults in aninjury of sucha  ~
nature that it requires immediate medical treatment (excluding basic first aid) from medical
taff off site_The traatment. il \oliti i ol ificant. -

The user CANNOT delete the Initial Event Incident Type record,
another Incident Type must be designated the Initial Event first.

+¢ Incident Reporting -

1ake ! : dla nall’ ol lled o g the in

Incident
Type

INCIDENT TYPE

Initial Incident Type
[ [Fight

aF Add W Edit i Delete |

A physical altercation between two (2) or more residents thatfresults in an injury of sucha  ~
nature that it requires immediate medical treatment (excluding basic first aid) from medical
taff off site_The traatment. il \oliti i ol ificant. -

Incident Type:  Fight

The user CANNOT delete the last remaining Incident Type
record, add the new record first.

Missing Initial Event X

To remove the initial event record you must first select
another initial event,

The Initial Event? checkmark must be removed from an incident type record before an incident type record can be deleted.
An incident type record must be designated as an initial event in order to save an IR.
To delete the only remaining incident type record, the user must first add a new incident type record.

3. Description Tab —JDC
a. (i) Type the incident description into the Incident Description section.

“* Incident Reporting - X

Jse m: r B ita, on all t3 e ) the incider

INCIDENT DESCRIPTION (Use CTRL=V 1o paste)
Detail the who, what, when, where, why and how of the incident.

Approve / Lock this Incident

4. Juvenile(s) Involved Tab — JDC
The Juvenile(s) Involved tab allows users to add all juveniles involved in an incident and document the
juveniles’ role in the incident. A juvenile record displays Role, Juvenile#, Name, DOB, Race, Genetic Sex,
Probation Beqin, and Parole Begin.
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** Incident Reporting X

?lease make ] ata, on all tz ol oL g the in

JUVENILE(S) CURRENTLY INVOLVED IN INCIDENT
(Details of each juvenile are not editable in the IR systern)

Juvenile2  Name o8 Race 7 probation Begin Parole Begin

[Fhd] [Rviewoan| [ w#fedt | [ XDelete |

Juvenile Number: | | Name: | | Role: | None Selected

0OB:|  |Rece| |GeneticSax| | Probation Begin: | | Parole Begin:

Current
Offense:

Approve / Lock this Incident

a. Add Juvenile(s) Involved
i. (i) Click the Add button and the Find Juvenile screen will appear.
1. The Eind Juvenile screen will display the Find Juvenile tab, the Direct Care Population tab, and
the Detention Population tab. For summary instructions using the Find Juvenile screen, see
Juvenile Search in the Search — Incident Reporting Module section below. For detailed
instructions using the Find Juvenile screen, see the BADGE Login & Search Manual.

' Incident Reporting

12 U f ita, on all as oL o 3\ the ine

w5l Find Juvenile X
Description Involved | Notified Addendum | PREA Corrective Action

Find Juvenie Direct Care Population Detertion Population
JUVENILE(S) CURRENTLY INVOLVED IN INCIDENT

(Details of each juvenile are not editable in the IR system)

Search by Last Name Use Wildcard

© Juvenile Number Name Suffix Iciude

Juverile®  Name DOB R G;nenc

Probation Begin Parole Begin Nene ~
& DC Number First Name Use Widcard
© Intake Case Number nclude Atemative Frst Name Spelings

(O Caseload Number Alias S5N

() Advance Search DOB / Age DOB () Age

i‘ TEAad ‘| |&V|EwDala| ‘ o Edit ‘ |XD¢\a«e|
|

(O Previous Selections Street Address (Full or Partial)

Juvenile Number: | | Name: | | Role: None Selected

ooa[ ke[ JGenetcsee| | posotonsegre| | parlebegn [

Current |

ZIP Code Phone (Home, Cell, or Work)

Juvenile Number
‘ Find Juveniles with Commitment(s) to the State Clear Al

Offense:

Show Last Resuks

Approve / Lock this Incident

2. Once the appropriate juvenile has been found and selected using the Find Juvenile screen the
user will be returned to the Juvenile(s) Involved tab where the Juvenile Number, Name, DOB,
Race, Genetic Sex, Probation Begin, Parole Begin, and Current Offense fields will auto-
populate.
ii. Select an option from the Role drop-down menu.
1. Click the Cancel button and any unsaved information will be cleared.
2. Click the Apply button and the record will appear in the JUVENILES(S) CURRENTLY
INVOLVED IN INCIDENT section.
iii. Perform the steps above as necessary to add any additional juveniles involved in the incident.
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** Incident Reporting

e m: T ta, on all tabs, lled out pr J the in

Description Involved | Notified Addendum | PREA Corrective Action

JUVENILE(S) CURRENTLY INVOLVED IN INCIDENT
(Details of each juvenile are not editable in the IR system)

Juvenile# | Name DOB Race G;'f"‘ Probation Begin | Parcle Begin

4b Add §\new Data| W cdit % Delete
Juvenile Number, [558 | Name: [almed sl e, i | Role] | None Selected
— None Selected
D08 [TF0 787 | Race: 1| Genetic Sex: Probation Begin:| |
m] [ 9 pepetator

Current (= oS | Ay FT—T——L e el
Offense: W= Siallay Bemmei oI ™0 "0 "0 ol g "8 ™ 70 O e e

Unknown
Vietim

Witness/Reperter

b. View Data for Juvenile’s Involved
i. (i) Select a Juvenile’s record in the JUVENILES(S) CURRENTLY INVOLVED IN INCIDENT section

and the row will be highlighted in blue. (ii) Click the View Data button and the IR — Juvenile
Information screen will appear.

** Incident Reporting

¢ IR - Juvenile Information

e make : : data, on all oL g the inc

Incident(s) Involved | Intake Offense(s)

JUVENILE(S) CURRENTLY INVOLVED IN INCIDENT
(Details of each juvenile are not editable in the IR system)
Genetic

Juvenile®  Name DOB Race. Sex Probation Begin Parole Begin

Bi o e om oo s —
el B e B m e m e e -
AR P R b e d el e
== L
den g Ly e ey

[ Padd | |[Rvewsas|| [ et | [ K Delete |

Juvenile Number: [0 | Name; [ ST srmmnine. e | Role: None Selected

s [B e | cmueser | poomonreon | mokvein ||

etk e Tl e s e e i ol el L
Offense: = Maliae Moo I 0. "0 T il B 0 0 O e e "l 'l

Current

[ wview | e

1. The IR —Juvenile Information screen displays Juvenile #, Name, DOB, Race, Genetic Sex,
Parole Begin Date, Probation Begin Date, Home Phone, and will indicate if the juvenile has
alert(s).

a. Juvenile Info Button
i. From the IR — Juvenile Information screen, (i) click the Juvenile Info button located in

the upper right-hand side of the screen and the Juvenile Information screen will appear
and display additional information for the juvenile. (ii) Click the Close button to exit the
Juvenile Information screen and return to the IR — Juvenile Information screen.

©F Refer to the BADGE Juvenile & Adult Information Screens Manual for instructions on using the_Juvenile Information screen.
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Info/Face Sheet Alias  Case Workers ID Marks Detention Info | AlEs | Family Access Log
Generated Aletts

Juvenile has calendar evert due in the Caseload system

Recorded Alerts

Must Register with Virginia State Police Sex Offender Registry
Requires Mental Health Services Transtion Plan

Taking General Medication _OLED |

View/Change

b. Incident(s) Involved Tab

i. The Incident(s) Involved tab displays IR ID, Facility, IR Date, and IR Types for each
incident record. (i) Select a record from the list and the row will be highlighted in blue. (ii)
Click the View button and the Incident Reporting screen will appear displaying the incident
record selected. When done, (iii) click the X button in the upper right corner to close the
screen and return to the |R — Juvenile Information screen.

ii. (i) Click the Print button and a report viewer screen will appear displaying the full list of
records on the Incident(s) Involved tab. (ii) Click the X button in the upper right corner to
close the report viewer screen and return to the IR — Juvenile Information screen.

IR - Juvenile Information - X

Incident{s) Invalved |[ntake Offense(s)
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- [m] X
Incident Reporting _ % M 41 of 1 b bl |« 0@ [ E A HE-| 100% - Find | Next
Virginia Department Of Juvenile Justice
Juvenile's Incidents
(oo |
s o 12, on allt g e e neiee Juvenile Number: = = Name: Sl Sl DOB:x = n=
Parole Begin Date: Probation Begin Date:
Incicent Date / Time: | sommsmmmmmy e 53| Bazpm | ohm am/em)
IRID Facility IR DATE IR Types
Report Date /Time: | loms s o 4 10 B3] [azem ] tohumm am/pm) WoeE o e — - g ——— — g
.
Reporia By | | e | | . Rl | Btk e s
Reoorted T | | T | | — n mem e — "
ported To e ot T A [
= § s p—
Location of Incident: \ =
- = — e P mw e — - —
- e
e - - m— oo — o m E e E——
. u mem Dl o wicin e e w e
1 [ Tl L . '
§ o p—
- - — . o
- i
Total Incidents: 7

c. Intake Offense(s) Tab
i. The Intake Offense(s) tab displays a list of the juvenile’s intake offenses by Offense
Date, Offense Description, Adjudication Date, Adjudication, Amend Date, and Amend
Description. The user can sort the list by clicking the header of any column. When done,
click the X button in the upper right corner to close the screen and return to the IR —
Juvenile Information screen.

IR - Juvenile Information - X

Incident(s) Invalved | Intake Offense(s)
b

c. Edit Juvenile(s) Involved

i. (i) Select a Juvenile’s record in the JUVENILES(S) CURRENTLY INVOLVED IN INCIDENT section
and the row will be highlighted in blue. (ii) Click the Edit button and update the record as required
by modifying the Role field. The Juvenile Number, Name, DOB, Race, Genetic Sex, Class Level,
Committing Court, and Committing Offense(s) fields cannot be edited.
1. Click the Cancel button and any unsaved information will be cleared.
2. Click the Apply button and the record will appear in the JUVENILES(S) CURRENTLY

INVOLVED IN INCIDENT section.
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** Incident Reporting

e m: T ta, on all tabs, J the in

JUVENILE(S) CURRENTLY INVOLVED IN INCIDENT
(Details of each juvenile are not editable in the IR system)

Juvenile#  Name DOB Race GS;“E"‘ Probation Begin Parale Begin

[oass | [veosd] [ ]| [osee ]

Juvenile Number, |8 | Name; ¥ el sl T Dol

| Role: None Selected

L o B LT

Current (= ol Sia |y A emgupeg e g g A s e
Offense; W= Mialaae Rusaeio I 0. "0 T e Bt "0 0 B il e "l

Approve / Lock this Incident

'J'-I"-|

d. Delete Juvenile(s) Involved

i. (i) Select a Juvenile’s record in the JUVENILES(S) CURRENTLY INVOLVED IN INCIDENT section
and the row will be highlighted in blue. (ii) Click the Delete button and the Warning screen will

appear, (i) (a) click the Yes button to delete the record or (iii) (b) the No button to return to the
Incident Type tab without deleting the record.

7 Incident Reporting

ake st J ita. on all 3 oL

JUVENILE(S) CURRENTLY INVOLVED IN INCIDENT
(Details of each juvenile are not editable in the IR system)

i Warnin:
Juvenile#  Name DoB Race C;;"E“‘ Probation Begin Parole Begin 9

@ Are you sure you want to delete the selected record?

[ Gred | [Bvewows] [ wear | |[ oo ]

Juvenile Number: [F- 80| Name: [ &7 8 sfi W0 S

ooe Racer [ | GenetcSex: P | Probaton Begin|
Current (e iy S ey
Offense: = Salily Rsaeil "IN ™. 758

| Role: None Selected

| Parole Begin: |

e o I e

o N
el o " B P i B il

Approve / Lock this Incident

5. Parties Notified Tab —JDC

The Parties Notified tab allows users to document all parties notified of an incident. The PARTIES

NOTIFIED section of the tab displays the following column headings: Title Notified, Name, Reported By,
Date Notified, (hh:mm am/pm), and How Notified.
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a Motify DJ) Director

PARTIES NOTIFIED

Title Notified lame Reported By Date Notified (hh:mm am/pm) How Notified

Approve / Lock this Incident

a. Add Parties Notified

i. (i) Click the Add button and a table will appear in the PARTIES NOTIFIED section of the tab. The
Title Notified column will auto-populate and display the following: Parent/Legal Guardian, CSU,
Certification, Superintendent, Assistant Superintendent, and Other. The Additional Notification
textbox will also become accessible.

ii. To input data directly into the table (i) select the appropriate Title Notified row in the PARTIES
NOTIFIED section and the row will be highlighted in blue. Enter appropriate data for the (ii) Name
and (iii) Reported By. Use the calendar drop-down screen to (iv) enter the Date Notified. Enter the
(v) time (hh:mm am/pm) and use the drop-down list to (vi) select the How Notified information.

iii. If additional parties are notified that do not exist in the PARTIES NOTIFIED table, record that
information in the Additional Notification textbox using the same format as the table (Title
Notified, Name, Reported By, Date Notified, (hh:mm am/pm), and How Notified).

r
Incident Reporting - X

Error X

@ Notified date must be later than incident date.

PARTIES NOTIFIED

Title Notified Reported By Date Notified  (hhmm am/pm) How Notified
Parent/Legal Guardian
csu
Certificati
Heation Error *
Superintendent
Assistant Superintendent
Other olce Mal @ Notified Date can not exceed current date.
ai
s Add

Approve / Lock this Incident

The Add button will be greyed out and inaccessible after it is initially selected.
The Incident Date/Time must be before the Date Notified or an Error screen will display when the Save button is selected.
The Notified Date cannot exceed the current date or an Error screen will display when the Save button is selected.

b. Delete Parties Notified

i. The Delete button is always greyed out and inaccessible on this tab. To edit or delete information in
the PARTIES NOTIFIED table or Additional Notification text field, select each individual field and
use the keyboard to delete an entry and edit or enter new text.

6. Addendum tab —JDC
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The Addendum tab allows users to document any additional information that has been obtained related to
the initial incident. The ADDENDA section of the tab displays the following column headings: Date Keyed,
Keyed By, and Addendum.

** Incident Reporting - x

& m: T ata, on all tabe ic the ing

| S
ADDENDA

P Edit X Delete

Enter Descrintion ONLY (Use ctrl+V to paste]

) Cancel

Approve / Lock this Incident

a. Add Addendum
i. Click the Add button and (ii) enter a description of the incident into the Enter Description ONLY
textbox.
1. To cancel, click the Cancel button prior to selecting the Apply button or the Save button.
ii. Click the Apply button and the description entered in the textbox will appear in the Addendum
column of the ADDENDA section.

e m: r . ta, on all ta J the incider

ADDENDA

Date Keyed  Keyed By
| Enter Text

[ add | [ e | [ ADelet |

CY

Approve / Lock this Incident

iii. (i) Click the Save button and an information screen will appear stating the incident has been saved.
(i) Click the OK button on the information screen to return to the Incident Reporting screen, IR tab.

iv. To continue working on the Addendum tab, the user will be required to select the Addendum tab
again. The Date Keyed and Keyed By fields in the ADDENDA section of the Addendum tab will be
completed, these two fields auto-populate when the Save button is selected.
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Incident Reporting X

Please maj plicable dats; on ! ving t !

ADDENDA

fDate Keyed  Keyed By Addendum x
06/15/2023 | Eric ). Reinick Enter Text

Incident Saved.

Enter Description GNLY [Use ctri+V to paste]
Enter Text

Approve / Lock this Incident

v. To add an additional addendum click the Add button and perform the steps outlined above again.

If the Add button is selected after clicking the Apply button to enter an addendum but prior to clicking on the Save button, an
information screen will appear stating the addenda must be saved before adding another addenda.

Clicking the Apply button will only populate the Addendum column of the ADDENDA section; click the Save button to
populate a complete record (Date Keyed, Keyed By, and Addendum).

Incident Reporting - X

Please make sure all apglicable data Y out prior to saving 3

ADDENDA
DateKeyed  Keyed By Addendum
You must first save the addenda before adding another addenda. o B=u ] |- L =] Click save to populate Date Keyed and Keyed By. Enter text and click apply to |

1

\ [ add | [ et || [ X Delete |
|

Enter Desecription ONLY [Us cul+¥ o pasts] ]
Click save to populate Date Keyed and Keyed By, |Enter text and click apply to populate Addendum column.

See the notes above for these two
images

Approve / Lock this Incident

b. Edit Addendum
i. (i) Select an addendum record in the ADDENDA section and the row will be highlighted in blue. (ii)

Click the Edit button and (iii) update the record as required by modifying the text in the Enter

Description ONLY field.

1. Click the Cancel button prior to clicking the Apply button or the Save button and any unsaved
information will be cleared.

2. Click the Apply button and the changes will appear in the Addendum column of the edited
record in the ADDENDA section.

3. (i) Click the Save button to finalize the changes and an information screen will appear stating
“Incident Saved.” (ii) Click the OK button to return to the Incident Reporting screen, IR tab. To
continue working on the Addendum tab, the user will be required to (iii) select the Addendum
tab again.
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= Incident Reporting - o

Incident Saved.

ADDENDA

Click save to populate Date Keyed and Keyed By. Enter text and dlick apply to |

[ Faga | |[ v edie || [ A Delete | ®
Enter Description ONLY {Use ctrl+V to paste]

Click save to populate Date Keyed and Keyed By. Enter text and click apply to populate Addendum column. You must first save addenda changes before editing another
addendum.

Approve / Lock this Incident

If the Edit button is selected after clicking the Apply button but prior to clicking on the Save button, an information screen will
appear stating the addenda changes must be saved before editing another addendum.

c. Delete Addendum
i. (i) Select an addendum record in the ADDENDA section and the row will be highlighted in blue. (ii)
Click the Delete button and the Warning screen will appear, (iii) (a) click the Yes button to delete
the record or (iii) (b) the No button to return to the Incident Type tab without deleting the record.

“¢ Incident Reporting X

ake sure all apy ita, onall 3 ol the incide

ADDENDA

Warning
Click save to populate Date Keyed and Keyed By, Enter text and click apply o |

@ Are you sure you want to delete the selected record?

[ add | [ v Edt | |[ X Delete |

Enter Descrintion ONLY {Use cri+V 1o paste]
Click save to populate Date Keyed and Keyed By. Enter text and click apply to populate Addendum column.

No

Approve / Lock this Incident

7. PREA Corrective Action Tab —JDC
The PREA Corrective Action tab allows users to add, edit, and delete PREA corrective actions. The PREA
Corrective Action section of the tab displays the following column headings: Date Keyed, Keyed By, Date
Initiated, and Corrective Action Type.
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3¢ Incident Reporting X

e m: T ta, on all tabs, lled out pr J the in

PREA Corrective Action

PREA Corrective Action
Date Keyed  Keyed By Date Initiated Corrective Action Type:

[ Sadd || [ #ear | | Xpelete |
Date Initiated; | Select a date Corrective Action Type:

Enter Description ONLY [Use curl+¥ 1o paste]

Approve / Lock this Incident

a. Add PREA Corrective Action
i. (i) Click the Add button and use the calendar drop-down screen to (ii) enter the Date Initiated. Use
the drop-down list to (iii) select the Corrective Action Type and (iv) enter a description of the
corrective action into the Enter Description ONLY textbox.
1. To cancel, click the Cancel button prior to selecting the Save button or Apply button.

3¢ Incident Reporting X

€ M 1 ta, on all tabs, ha out prior to saving the incident

Addendum | PREA Corrective Action

PREA Corrective Action
Date Keyed  Keyed By Date Initisted  Corrective Action Type

[ pagg | [ wPegr | [Xooee |

Date Initiatect | Selectadate 8| Comective Action Type:

Enter Description ONLY [Use ctrl¥ to paste]

Immediate Action Taken
PREA Corrective Action

& Apply ) Cancel

Approve / Lock this Incident

ii. Click the Apply button and the PREA Corrective Action section will partially populate with the
Date Initiated, Corrective Action Type, and the Save button will become accessible.
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** Incident Reporting

e m: T ta, on all tabs, lled out pr J the in

. Juvenile(s] | Parties Access
Description Involved | Notified Addendum | PREA Corrective Action

PREA Corrective Action

Date Keyed  Keved By Date Initisted _Corrective Action Tvpe
485 (9 |PREA Comrective Action

[ Sadd | [ et | [ KDelete |

Date Initiated: | B F78% Corrective Action Type: | PREA Corrective Action

Enter Description ONLY (Use ctri+V 10 paste)
Type or paste description

Approve / Lock this Incident

1. (i) Click the Save button and an information screen will appear stating the incident has been
saved. (ii) Click the OK button to return to the Incident Reporting screen, IR tab. To continue
working on the PREA Corrective Action tab, the user will be required to (iii) select the PREA

Corrective Action tab again.
2. The Date Keyed and Keyed By fields in the PREA Corrective Action section will auto-populate

when the Save button is selected.
To add an additional PREA corrective action click the Add button and perform the steps outlined

above again.

** Incident Reporting

& m: T ita, on all tabs, the ing

PREA Corrective Action

Date Keyed  Keyed By Date Initiated  Corrective Action Type w
B N EZWIE | PREA Corrective Action

Incident Saved.

i W Edit X Delete
Date Initiatei %885 [{8]|  Corrective Action Type: | PREA Corrective Action

Enter Description ONLY {Use ctri+V to paste)
Type or paste text

Approve / Lock this Incident

If the Add button is selected after clicking the Apply button to enter a PREA corrective action but prior to clicking on the Save
button, an information screen will appear stating the corrective action must be saved before adding another corrective action.
Clicking the Apply button will only populate the Date Initiated and Corrective Action Type columns of the PREA Corrective
Action section; click the Save button to populate a complete record (Date Keyed, Keyed By, Date Initiated and Corrective

Action Type).
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Incident Reporting

Plzase mak 3

Description

[ |
data, on all ta e illed out pric a1 the incident,

Addendum | PREA Corrective Action

PREA Corrective Action

corrective action.

You must first save the comective action before adding another

% Date Keyed

Keyed By

Date Initiated  Corrective Action Type

] B RLTF] i
ca s Immediate Action Taken

Y

Enter Description ONLY [Use ciri+V to paste]

] A Delete

Date Initiated: | * & =5 Corrective Action Type:  Imnjediate Action Taken

Add Text

Clicking the Apply button only partially populates
the PREA Corrective Action table. Click the Save
button to complete the record.

b. Edit PREA Corrective Action
i. (i) Select a PREA corrective action record in the PREA Corrective Action section and the row will
be highlighted in blue. (ii) Click the Edit button and update the record as required by using the
calendar drop-down screen to (iii) enter the Date Initiated. Use the drop-down list to (iv) select the

Corrective Action Type and (v) modify the description of the corrective action in the Enter
Description ONLY textbox, as needed.
1. Click the Cancel button prior to clicking the Apply button or the Save button and any unsaved
information will be cleared.
2. Click the Apply button and the changes will appear in the in the PREA Corrective Action
section and the Save button will also become accessible.
3. (i) Click the Save button to finalize the changes and an information screen will appear stating
the incident has been saved. (ii) Click the OK button to return to the Incident Reporting screen,
IR tab. To continue working on the PREA Corrective Action tab, the user will be required to (iii)
select the PREA Corrective Action again.

Approve / Lock this Incident

Incident Reporting

Please mak Jplicable data, o : )

Description Imvolved | Notified Addendum | PREA Corrective Action

PREA Corrective Action

Log

Date Keyed  Keyed By Date Initiated _Corrective Action Type

ok e ] S0 Immediate Action Taken

EEr= o . [ [PREA Corrective Action

Incident Saved.

lonhdd b [ i X Delete
Date Initiatec: | " Corrective Action Type:  Immediate Action Taken

Enter Descrintion ONLY (Use ctri+V 1o paste]

Add Text

Approve / Lock this Incident

If the Edit button is selected after clicking the Apply button to enter a PREA corrective action but prior to clicking on the Save
button, an information screen will appear stating the corrective action must be saved before editing another corrective action.

PREA corrective action.

You must first save corrective action changes before editing another
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c. Delete PREA Corrective Action
i. (i) Select a PREA corrective action record in the PREA Corrective Action section and the row will
be highlighted in blue. (ii) Click the Delete button and the Warning screen will appear, (iii) (a) click
the Yes button to delete the record or (iii) (b) the No button to return to the Incident Type tab
without deleting the record.

Incident Reporting - x

Please make sure plicable data, 3 the incider

PREA Corrective Action

Date Initisted_Corrective Action Type
YEIUM|Immediate Action Taken
§.. 1 PREA Corrective Acion

Waming

@ Are you sure you want to delete the selected record?

% ] e ] |[Koeete |
: [ § -
Date Initiated: Corrective Action Type:  Immediate Action Taken

Enter Descrintion ONLY [Use cirl+V o pasts]
Add Text

Py

Approve / Lock this Incident

8. Access Log Tab-JDC
The Access Log tab displays a list of all users who have either entered, viewed, or edited an incident
report. The ACCESS LOG section on the Access Log tab will display the day, date, time, access type (read
or modify), and the user name.

Please make s plical ata, 1\ the inc 2nt,

Addendum | PREA Corrective Action

ACCESS LOG

Read iy 1 | "N
Modified by B 1 "ai'a
Read Iy Bl Sl

Approve / Lock this Incident

The ACCESS LOG section will also display the names of any users who view the incident report even after the record has
been saved in the BADGE system.

Direct Care (CAP or JCC)

Given the similarity on the Incident Reporting screen between the Central Admission and Placement Unit
(CAP) and the Juvenile Correctional Center (JCC) facilities, they are both presented here. The CAP unit and
JCC will have different values for some fields and the Staff Involved tab is not displayed for the CAP unit.
Relevant differences will be pointed out as necessary in the tab sections below.

If the CAP unit is selected as the incident reporting facility from the Facility drop-down menu, the Incident
Reporting screen will display the following tabs: (1) IR, (2) Incident Type, (3) Description, (4) Juvenile(s)
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Involved, (5) Staff Involved—Not Displayed for CAP, (6) Parties Notified, (7) Addendum, (8) PREA Correction
Action, and (9) Access Log tabs.

If a Juvenile Correction Center (JCC) is selected as the incident reporting facility from the Facility drop-down
menu, the Incident Reporting screen will display the following tabs: (1) IR, (2) Incident Type, (3) Description,
(4) Juvenile(s) Involved, (5) Staff Involved, (6) Parties Notified, (7) Addendum, (8) PREA Correction Action,
and (9) Access Log tabs.

Pleas ake ita, on all tabs, has be Filled ol Srior to. 3 ble dats on 2 oL fillad o1 srior o saving incia

Addendum | PREA Corrective Action

8 Tabs available for the CAP Unit 9 Tabs available for JCC

R | |

Activity: | *| Multi Incidents Reported:  ® Yes O No “| Multi Incidents Reported:  ® Yes O No

Incident Date / Time: |1 n n ! = (hh:mm am/pm) Incident Date / Time: | n " 1 @ - (hh:mm am/pm)
Report Date / Time: | Misiligs i Iy G| (M= | fhwmamipm Report Date / Time: | o Bl ] ™ | phmmampm

Reported By: | rite: |

Reported By: | e |

Reported To: | Ralph Thomas | Titles [ eputy Director - Reported To; |Falph Thomas | Tite: [Deputy Director

Verfied By: | | Tite: | - Verified By: | | Title: |

Location of Incident; | O Location of Incident |

Approve / Lock this Incident Approve / Lock this Incident

On the upper left corner of the Incident Reporting screen the facility the user has selected will be displayed, as demonstrated
in the two screen images displyed above.

1. IRTab - CAP and JCC
a. Onthe IR tab, (i) enter the lIIR#, (ii) select an option from the Activity drop-down menu, and (iii) select
the appropriate Yes or No radio button for Multi Incidents Reported. Use the calendar drop-down
screens and the adjacent time fields (hh:mm am/pm format) to enter the (iv) Incident Date / Time and
(v) Report Date / Time. For each field, (vi) Reported By, (vii) Reported To, and (viii) Verified By,
enter the employee name and select the appropriate value from the adjacent Title fields using the drop-
down menu. (ix) Select the Location of Incident from the drop-down menu.

The IIR # field on the IR tab is not system generated and users must input the text for the IIR # field according to the facility’s
process/procedure for creating the IIR #.
The IIR # field is not currently used by the CAP Unit.

b. If the Save button at the top of the Incident Reporting screen is clicked an information screen will
appear informing the user that an initiating incident must be selected on the Incident Type tab. Click the
OK button to return to the Incident Reporting screen. Typically, the Save button is not selected until all
tabs have been completed on the Incident Reporting screen.
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** Incident Reporting

e make : : data, on all oL g the inc

s Juvenile(s] . 5
Description Involved | Involved | Motified Addendum | PREA Corrective Action

- )

‘ Mult Incidents Reportec: @ Yes O No You must check one incident that initiated the report.
E?' [ o] (Rhemm am/pm)
ol | [ | phm amipm)

Activity: |

Incident Date / Time: | ISialng.. Il 80 WP

Report Date /Time: | 17y [ 17 10

Reported By: | | e |
Reported To: \RB‘P"TMMS \ Title: | Deputy Director

Verified By: | | Tie |

Location of Incident: |

Approve / Lock this Incident

The Incident Date/Time must be before the Report Date/Time.
Make sure all applicable data on all tabs has been entered on the Incident Reporting screen prior to saving the incident.

At a minimum, the following fields must be entered before an incident can be saved:
o Incident Date / Time, Report Date / Time and Location of Incident on the IR tab, and
o Atleast one Incident Type must be added and selected as an Initial Event on the Incident Type tab. An information

screen will display if an Initial Event has not been selected.

2. Incident Type Tab — CAP and JCC

a. Add an Incident Type
i. (i) Click the Add button. (ii) Select an option from the Incident Type drop-down menu and the

definition of the incident type will populate in the textbox below the incident type option selected.
1. The Disposition field will appear when certain values are selected for the Incident Type field. If
the field appears, select an option from the Disposition drop-down menu.

' Incident Reporting — x |/ Incident Reparting

13ke st J : clat rall’ L filled o g the in 2| : make pl it nall tz 3 filled o " the ing
Incident L Incident . 5
Type Description Involved Involved Notified Addendum | PREA Corrective Action

INCIDENT TYPE

INCIDENT TYPE

Initial Incident Type Initial | Incident Type

[ #ada | [ #fesit | [ KDekete |

W Edit K Delete

Incident Type: Incident Type: | Critical Level | - Allegation of n-resident sexual act or
Any alleged nonconsensual sexual act by a resident of another resident including () contact ~

between the penis and the vaginz or the anus; (i) contact between the mouth and the
m pause 1l ital i ths

PREA-Related Incident? () Yes ) No

Disposition:

PREA-Related Incident? () Yes () No

Substantiated
Unsubstantiated

Unfounded
[] Initial Event? @reely [ initial Ever] Under Investigation
Approve / Lock this Incident Approve / Lock this Incident

ii. (iii) For the PREA—Related Incident? radio buttons select either Yes or No. (iv) If appropriate,

place a checkmark in the Initial Event? checkbox.

One and only one incident type record must have the Initial Event? checkbox selected. An information screen will appear If
the user attempts to click the Save button without assigning an incident as an initial event.
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You must check one incident that initiated the report.

ii. Click the Cancel button and any unsaved information will be cleared.
iv. Click the Apply button and the record will appear in the INCIDENT TYPE section.

Incident Reporting - x

ail a Notify DI Director

INCIDENT TYPE

Initial Incident Type
| Non-Critical - Fight (2 residents, no serious injury, requiring use of force)

[ dFadd | [ et | [ K Delete |

Incident Type: | Non-Critical - Fight (2 residents, ne serious injury, requiring use of force]

Any provoked physical altercation (provoked by physical or verbal cues) between two residents
that requires a use of force but does not result in a serious injury.

PREA-Related Incident? () Yes ® No

Initial Event? Apply ¥) Cancel
Approve / Lock this Incident

1. Aninformation screen will display if the user attempts to access another tab without selecting
the Apply or Cancel buttons on the Incident Type tab. Click the OK button to close the
information screen and return to the Incident Type tab.

Please apply or cancel Incident Information before navigating to the
next tab.

b. Edit an Incident Type
i. (i) Select an incident type record in the INCIDENT TYPE section, and the row will be highlighted in
blue. (ii) Click the Edit button and update the record as required by modifying the Incident Type
drop-down menu, the PREA—Related Incident? radio buttons, and/or the Initial Event? Checkbox.
1. Click the Cancel button and any unsaved information will be cleared.
2. Click the Apply button and the record will appear in the INCIDENT TYPE section.
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Incident Reporting X

Please maks s n all tabs, e ving the incident,

Incident

Type | Description

Initial ~Incident Type
| o | NoanCeitical « Eight {2 secidants, "
Non-Critical - Resident-on-resident assault n injury)

[ Fadd | |[ et || [ X Delete |

Incident Type: | Non-Critical - Resident-on-resident assault (no injury)

An unprovoked physical attack on 2 resident by a resident resulting in no injury.

PREA-Related Incident? () Yes () No

Initial Event? Apply
Approve / Lock this Incident

c. Delete an Incident Type
i. Select an incident type record in the INCIDENT TYPE section, and the row will be highlighted in
blue.

1. If the incident type record selected for deletion is not the initial event (i.e., the Initial Event
checkbox is not selected), (i) click the Delete button and the Warning screen will appear, (i) (a)
click the Yes button to delete the record or (i) (b) click the No button to return to the Incident
Type tab without deleting the record.

Incident Reporting - X

Please mak f ble ita, on all tabs, h yeen fills ut prio aving the incider

Incident
Type

INCIDENT TYPE

Initial - Incident Type Warning

[ |critical Level I - Fight (serious injury)
| Critical Level Il - Contraband - Security

@ Are you sure you want to delete the selected record?

[ #add | [ “edit | |[ X Delete ||

Incident Typs:  Critical Level | - Fight (serious injury)

A provoked physical altercation (provoked by physical or verbal cues) between two (2) or
more residentsthat results in an injury of such a nature that it requires immediate medical
treatment (e dinn ha first aid) fram merdis staff nn-sita nr nff-site_The treatmen

PREA-Related Incident? () Yes () No

[ Initial Event? @ 4poly
Approve / Lock this Incident

2. If the incident type record selected for deletion is the initial event (i.e., the Initial Event
checkbox is selected) or the record selected for deletion is the only existing record, when the
user (i) clicks the Delete button the Missing Initial Event information screen will appear and
state, “To remove the initial event record you must first select another initial event.” (ii) Click the
OK button to return to the Incident Type tab.

a. Follow the instructions in the Add an Incident Type section and/or the Edit an Incident
Type section above to designate another incident type record as the Initial Event.

b. Follow the instructions in the Edit an Incident Type section above to remove the Initial
Event designation from the incident type record to be deleted and then follow the
instructions in the Delete an Incident Type section to delete the record.
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10 Incident Reporting b 1 Incident Reporting X

ake 7 : data, on all ol g the in

ake 7 2 dlat nall 2 lled o g the in

Incident . Juvenile(s]

Incident -
ncident | Juvenilets) e | Desciption : Addendum | PREA Corrective Action

- Description B85 | pddendum | PREA Corrective Action
ype

INCIDENT TYPE INCIDENT TYPE

Initial Incident Type
[] | Critical Level Il - Contraband - Security

Initial Incident Type
[ | critical Level I - Fight (serious injury)

Critical Level Il - Contraband - Security

[ Fadd | |vemt\|\)(|)e

Incident Type:  Critical Level Il - Contraband - Security

“r Add W Edit

Incident Type:  Critical Level Il - Contraband - Security

Unauthorized item found in, on, or around DJJ grounds or corfiscated from a staff, resident, ~
visitor, or other individual over whom the facility has supervisqy authority that has the

Unauthorized item found in, on, or around DX grounds or cdf 1ﬂscabed from a staff, resident, ~
visiter, or other individual over whom the facility has supenvigory authority that has the
tontial in thresen fh . of the farilife Enr fh ;-

v

The user CANNOT delete the last remaining Incident Type
record, add the new record first

The user CANNOT delete the Initial Event Incident Type record,
another Incident Type must be designated the Initial Event first.

Missing Initial Event X

To remove the initial event record you must first select
another initial event.

The Initial Event? checkmark must be removed from an incident type record before an incident type record can be deleted.
An incident type record must be designated as an initial event in order to save an IR.
To delete the only remaining incident type record, the user must first add a new incident type record.

d. Does this allegation/incident meet the PREA definition? Radio Buttons
i. Once a PREA-related incident is saved, a question will appear at the bottom of the Incident Type
tab. The PREA question, associated radio buttons, and Comment text field only appear after the
incident is saved and should only be completed by the PREA Unit.
ii. Select either Yes or No for the Does this allegation/incident meet the PREA definition? radio
buttons.
1. If the No radio button is selected the Comment field will appear, enter the appropriate text in
the field. If the user leaves the Comment field blank and clicks the Apply button the Missing
Value information screen will appear and instruct the user to update the field before proceeding.

¢ Incident Reporting - x 7 Incident Reporting - x

J 12 ita, on all tab the ine 12 e data, on all tab 8 T /ing the inc

INCIDENT TYPE INCIDENT TYPE
Initial | Incident Type Initial | Incident Type
Non-Critical - Resident-on-resident assautt (na injury) Non-Critical - Resident-on-resident assault (n injury)
Non-Critical - Fight (2 residents, no serious injury, requiring use of force) Non-Critical - Fight (2 residents, no serious injury, requiring use of force)
Critical Level | - Allegation against staff (referred) - not involving abuse Critical Level | - Allegation against staff {referred) - not invalving abuse

[ 4add | [ #Pedit | [ KDelete | [ 4add | [ wPedit | [ XDelete |
Incident Type: | Non-Critical - Resident-on-resident assault (no injury) . Incident Type: | Nan-Critical - Resident-on-resident assault (no injury)
An unprovoked physical attack on a resident by a resident resulting in no injury. A unprovoked physical attack on a resident by a resident resulting in no injury.

PREA-Related Incident? O Yes ) No PREA-Related Incident? C Yes O No

* Does this allegation/incident meet the PREA definition? () Yes (@1 Nd )

< Commnt |

[ Initial Event? drpply 4 Cancel | |=To be completed by PREA Unit [ Initial Event? A apply 9 Cancel | [+ 7o be completed by PREA Unit
Approve / Lock this Incident Approve / Lock this Incident
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Missing Value *

You must enter a comment for this incident type before you
can save.

3. Description Tab — CAP and JCC
a. (i) Type the incident description into the Incident Description section.

** Incident Reporting - x

€ m: T ata, on all tabs, the ing

INCIDENT DESCRIPTION (Use CTRL+V 1o paste]
Detail the who, what, when, where, why and how of the incident.

Enter Text|

Approve / Lock this Incident

4. Juvenile(s) Involved Tab — CAP and JCC
The Juvenile(s) Involved tab allows users to add all juveniles involved in an incident and document the
juveniles’ role in the incident. A juvenile record displays Role, Juvenile#, Name, DOB, Race, Genetic Sex,
Class Level, Commit Court, and Committing Offense(s).

** Incident Reporting x

2| : Miake i it nall tz ol lled o g the in

|nvolved | |imvolved | Notified Addendum | PREA Corrective Action

JUVENILE(S) CURRENTLY INVOLVED IN INCIDENT
(Details of each juvenile are not editable in the IR system)

Juvenile®  Name DOB Race Genetic Sex Class Level Commit Court

[FAd| [Aviewosts| [ wfeat | [ XoDelete |

Juvenile Number: | | Name: | | Role: | None Selected

DoB:|  |Rece| |GeneticSex| | Class Levet| | Committing Court

Committing
Offensels):

Approve / Lock this Incident

a. Add Juvenile(s) Involved
i. (i) Click the Add button and the Find Juvenile screen will appear.
1. The Eind Juvenile screen will display the Find Juvenile tab, the Direct Care Population tab, and
the Detention Population tab. For summary instructions using the Find Juvenile screen, see
Juvenile Search in the Search — Incident Reporting Module section below. For detailed
instructions using the Find Juvenile screen, see the BADGE Login & Search Manual.
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** Incident Reporting

2lzase m: 7 ata, on all tz 2 o

Juvenile(s)

Description | "o oived | Involved | Notified

Addendum | PREA Corrective Action

JUVENILE(S) CURRENTLY INVOLVED IN INCIDENT
(Details of each juvenile are not editable in the IR systern)

G Find Juvenile

Find Juvenile Direct Care Population  Detention Population

Search by Last Name (7] Use Wildeard

Juvenile*  Name Do Race Genetic Sex Class Level Commit Court

© Juvenie Nurber
(O DE Number
O Irtake Case Number

Name Suffix (] Include  None -

First Name: () Use Wildeard

[ Include Atemative First Name Spelings

(O Caseload Number Alias SSN

TFEET])| Rvewnsts) | #fedt | | Xoekete |

Juvenile Number | | Name: |

von| recs| |censtess

| Role: | None Selected

Class Level: l:l Committing Court

Advance Search DOB / Age
@] g
Sireet Address

ZIP Code

Previous Selections {Full or Partial)
{Home, Cell, or Work)

Clear Al

Phone
Juvenile Number .
(] Find Juveniles with Commitmertis)to the State

Committing
Offensels):

Show Last Resutts

Approve / Lock this Incident

The data fields on the Juvenile(s) Involved tab will be greyed out until the Add or Edit button is selected.

2. Once the appropriate juvenile has been found and selected using the Find Juvenile screen the
user will be returned to the Juvenile(s) Involved tab where the Juvenile Number, Name, DOB,
Race, Genetic Sex, Class Level, Committing Court, and Committing Offense(s) fields will

auto-populate.

** Incident Reporting

Juvenile(s)
Involved | Involved

an Notify DI Director

I | the incider

Addendum | PREA Corrective Action

JUVENILE(S) CURRENTLY INVOLVED IN INCIDENT

(Details of sach juvenile are not

editable in the IR system)

Juvenile#  Name

DoB Race Genetic Sex Class Level Commit Court

& Add

EWENDdIa

WP Edit

% Delete

Juvenile Number; | B | Name; [S B =0 m S

| Role: | None Selected “|

DOB: | Ieii - Race: El Genetic Sex: El

Class Level: El Committing Court: | %

Committing
Cffensels):

P P P, ™ 2 P I LN N
e e mell el P e e e B e B B "o s cmon s o o e

Rl e T e e e e P, BN B R el P

Approve / Lock this Incident

i.

1. Click the Cancel button and any unsaved

2. Click the Apply button and the record will
INVOLVED IN INCIDENT section.

iil.

Select an option from the Role drop-down menu.

information will be cleared.
appear in the JUVENILES(S) CURRENTLY

Perform the steps above as necessary to add any additional juveniles involved in the incident.

Revised 10/2023

42|Page



BADGE Manual BADGE Incident Reporting Manual

** Incident Reporting X

e make : : data, on all oL the in:

Description Invoived | Involved | Notified Addendum | PREA Corrective Action

JUVENILE(S) CURRENTLY INVOLVED IN INCIDENT
(Details of each juvenile are not editable in the IR system)

Juvenile®  Name DOB Race Genetic Sex Class Level Commit Court ERROR X

Please enter the juvenile's role.

db Add §WmDma W Edit % Delete

Juvenile Number; [ B | Name: [FUE = p S | : | None Selected

None Selected
DOB: | "Il Race: El Genetic Sex: D Class Level: | © | Comir raton
Perpetrator
-

Committing [T FEA Fompe ™ of P T W SEA S e Tl Subject
Offensels); |- mmme o meell will” 55 I i o o B - B ] e "o

Unknown
Vietim

R

The juvenile’s role in the incident must be selected before applying changes on the Juvenile(s) Involved tab. An ERROR
screen will display if the user attempts to click the Apply button without selecting an option from the Role drop-down menu.

b. View Data for Juvenile’s Involved
i. (i) Select a Juvenile’s record in the JUVENILES(S) CURRENTLY INVOLVED IN INCIDENT section
and the row will be highlighted in blue. (ii) Click the View Data button and the IR — Juvenile
Information screen will appear.

7 Incident Reporting - =

IR - Juvenile Information - X

|ease m: ita, on all tabs, has b the inc

Incident(s) Involved | Intake Offensels)

JUVENILE(S) CURRENTLY INVOLVED IN INCIDENT
(Details of each juvenile are not editable in the IR system)

Juvenile  Name DOB Race Genetic Sex Class Level Commit Court
TR RS B = 1 ] 1
T =T R e 88 =il | T = I

IR Types
i e i
. B ——

e — ] —— i —

[ | [Breow]| [ v | [xomm]

Juvenile Number: | 50| Name: [F B =i pm fmm | Role: | Subject

DOB: | "0 Lo RacE:ElGEneIKSﬂ:D Class LEvEI:ElCnmmiﬂingCDurt S
Cnmm‘—.ﬁﬂgl}‘l-l - --I'I e L] - o m— = . 'h-l- L |
Offense(s); | B H'E S0 P71 Y GG Eacl. PO P P el P e Nl B L

1. The IR —Juvenile Information screen displays Juvenile #, Name, DOB, Race, Genetic Sex,
Parole Begin Date, Probation Begin Date, Home Phone, and will indicate if the juvenile has
alert(s).

a. Juvenile Info Button
i. From the IR — Juvenile Information screen, (i) click the Juvenile Info button located in
the upper right-hand side of the screen and the Juvenile Information screen will appear
and display additional information for the juvenile. (ii) Click the Close button to exit the
Juvenile Information screen and return to the IR — Juvenile Information screen.

©F Refer to the BADGE Juvenile & Adult Information Screens Manual for instructions on using the Juvenile Information screen.
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IR - Juvenile Information

Incident(s) Involved

Intake Offense(s)

Info/Face Sheet Mias  Case Workers D Marks Detention Info | Alerts | Famly Access Log
Reconded Alerts

History of Violence View/Change

Medical Information
Print Alerts

FTEE FOTE R e )
. —— ——

b. Incident(s) Involved Tab

The Incident(s) Involved tab displays IR ID, Facility, IR Date, and IR Types for each
incident record. (i) Select a record from the list and the row will be highlighted in blue. (ii)
Click the View button and the Incident Reporting screen will appear displaying the incident
record selected. When done, (iii) click the X button in the upper right corner to close the
screen and return to the IR — Juvenile Information screen.

() Click the Print button and a report viewer screen will appear displaying the full list of
records on the Incident(s) Involved tab. (ii) Click the X button in the upper right corner to
close the report viewer screen and return to the IR — Juvenile Information screen.

IR~ Juvenile Information - %

Incident(s) Involved [Intake Offense(s)
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- [m] X
K 41 of 1 b M |« @ @ & E A3 - | 100% - Find | Next
Incident Reporting - X
Virginia Department Of Juvenile Justice
Juvenile's Incidents
| =prine |
1 I 12, omalliE ieanfil fheln Juvenile Number: - = Name: §eaCE B we B ol m—— DOBr = =
Addend PREA C¢ rive Actic
e orrective Acten Parole Begin Date: Probation Begin Date:
IR+ [P
IRID Facility IR DATE IR Types
Activity: | By msbons ms i ~ | Mult Incidents Reported: O Yes @ No
e —— iR e e ——— e
Incident Date /Tme: |~ L] (hh:mm am/pm) -

Report Date / Time: | * e, 0, B = | thomampem = Rl == = = e e S
Reported By: |® B | Tite: [ i [rp—— e — T arrErreree—
y 2 L] Tauill Wa

Reported To: |Rﬂ|PhThnmEs | Title: |DEputyD|remr
L . TR T PR ST T AT A TSN

Verified By: \ \ Title: | - . - [rpe—

Localionol\n:\denl:“'. v mmw I— —— w" o= o E— e — e E—
- Cammm =
o — — = = n — " E——
] e -———
L B T TP TR TR A TS

r e =—re
e e o o e
- Cammm =
- - cw— - e o s wen e ce——l
T e
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Error Restricted Record x '— _._ — ! -
e - — - s B —————— =
- Lo e cm—
@ You do nat have privileges to view this incident report. S | SRS SIS S PRy S —
|| - e "l
- = e -
—
Total Incidents: =

c. Intake Offense(s) Tab
i. The Intake Offense(s) tab displays a list of the juvenile’s intake offenses by Offense
Date, Offense Description, Adjudication Date, Adjudication, Amend Date, and Amend
Description. The user can sort the list by clicking the header of any column. When done,
click the X button in the upper right corner to close the screen and return to the IR —
Juvenile Information screen.

IR - Juvenile Information - X

Incident(s) Invalved | Intake Offense(s)

Dffense Date, Description Adjud Date  Adjudication Amend Date  Amend Description
Bl " - Lr - e ol - . | I
.

T
BT e o g m—
S e Bl FeaEa @ i el ol e el
ke, rraws 1 I AT O R
T L G
e e o e g —
e P e e |
P
N LR e e
ma e

o s Bl Rl s PR OR
=m

c. Edit Juvenile(s) Involved
i. (i) Select a Juvenile’s record in the JUVENILES(S) CURRENTLY INVOLVED IN INCIDENT section
and the row will be highlighted in blue. (ii) Click the Edit button and update the record as required
by modifying the Role field. The Juvenile Number, Name, DOB, Race, Genetic Sex, Class Level,
Committing Court, and Committing Offense(s) fields cannot be edited.
1. Click the Cancel button and any unsaved information will be cleared.

2. Click the Apply button and the record will appear in the JUVENILES(S) CURRENTLY
INVOLVED IN INCIDENT section.
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| Incident Reporting

e me f ata, an all tabs, lled out pr the inc

Juvenile(s)

Description Involved | Involved = Addendum | PREA Corrective Action

JUVENILE(S) CURRENTLY INVOLVED IN INCIDENT
(Details of each juvenile are not editable in the IR system)

Juvenile#  Name bos Race Genetic Sex Class Level Commit Court
i 5§ en mm s imme

- - I--Ill -

[ass | [Bveosd] | oo || [osee ]

Juvenile Number; | T508 | Name: [P S s

| Role: Subject

DOB: | Race: EGEHQ’“{SE}( El Class Level: El[:ummlﬂlng Court | ™
Committing [HBE-=.5" 5 R "L l.n-_-l...—--_. ] T
Offense(s);: "oy =0 a0 Hl-ll-"l'r el e Pl '-Ir.-- r“'ll]--' f

Approve / Lock this Incident

d. Delete Juvenile(s) Involved

i. (i) Select a Juvenile’s record in the JUVENILES(S) CURRENTLY INVOLVED IN INCIDENT section
and the row will be highlighted in blue. (ii) Click the Delete button and the Warning screen will

appear, (i) (a) click the Yes button to delete the record or (iii) (b) the No button to return to the
Incident Type tab without deleting the record.

| Incident Reporting

ake st J ita. on all the incide

JUVENILE(S) CURRENTLY INVOLVED IN INCIDENT
(Details of each juvenile are not editable in the IR system)
Juvenile  Name DOB

Race Genetic Sex Class Level Commit Court Warning
i 6 §owem g simms : i

EC T T I'-.-:'; r

[ Padd | [RAviewpas| [ o et | | [ K Delete |

Juvenile Number: | 58 | Name: [P, s omas | Role: | subject

DOB: = Race: E| Genetic S [ | Class Levek: [1_| Ccmmmmg Court |

Committing [ | - "L T w\-_.l.._—--_. oy S ey
Offenseds): e Hl-l I- T ™ el ] e P '-If.-- YA f

@ Are you sure you want to delete the selected record?

Approve / Lock this Incident

5. Staff Involved Tab —JCC Only (Does Not Display for CAP)
The Staff Involved tab allows users to add all staff involved in an incident, document the staff’s level of

involvement in the incident, and record if staff were injured in the incident. A staff record displays Title, Last
Name, First Name, and Unit/Post Assignment.
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** Incident Reporting

JCC Only (Does Not Display for CAP)

STAFF INVOLVED IN INCIDENT

Title First Name Unit/Post Assignment

[Faa] | #fear | [ XDeex |
Level of Involvement:
Title: -
|| Maintaining Safety & Security
[ Supervisor in Charge

Last Name: First Name:

Unit/Post Assignment: z g Use of Force
Verbal De-escalation
Injured: O Yes O No "
[ Witness Only
[ Other (Comment Required)

The Staff Involved tab can only be viewed when accessing the Incident Reporting Module for a Juvenile Correctional Center
facility.

a. Add Staff Involved

i. (i) Click the Add button, and the fields in the lower half of the screen will become accessible.

ii. (i) Select the staff’s title from the Title drop-down menu, enter the staff’s (ii) Last Name, and (iii)
First Name. (iv) Select an option from the Unit/Post Assignment drop-down menu and (v) select
either Yes or No for the Injured radio buttons. (vi) Place a checkmark in one or more Level of
Involvement checkboxes.

1. If the Other (Comment Required) checkbox is selected from the Level of Involvement

checkbox list, the Comment for “Other” Level of Involvement text field will appear and must
be entered.

7 Incident Reporting

& M 1 ita, on all tabe, :: the incident

STAFF INVOLVED IN INCIDENT

Title Last Name: First Name Unit/Post Assignment

) cvel of Involvement:

Title:
| [] Maintaining Safety & Security

Last Name: | | First Name: | [ Supervisor in Charge

Unit/Post Assignment: | 5 g Use of Force
Verbal De-escalation
Injured: O Yes O No
Comment for ‘Other | _
Level of lired
—

Approve / Lock this Incident

“ b Add \| o it  Delete
‘] I

2. Click the Cancel button and any unsaved information will be cleared.

3. Click the Apply button and the record will appear in the STAFF INVOLVED IN INCIDENT
section.
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Incident Reporting

Please make s ieklaakn

Juvenile(s)
Involved

an Notify DI Director

Addendum | PREA Corrective Acticn

STAFF INVOLVED IN INCIDENT

Title Last Name First Name:

Unit/Post Assignment

[ #ad | [ #Pede | [ XDelee |
Title: | ~]

Last Name: | | First Name: |

Unit/Post Assignment: |

Injured: O Yes O No
Comment for "Other” |
Level of

evel of Involvement:
[ Maintaining Safety & Security

[ Supenisor in Charge

[[] Use of Force

[ Verbal De-escalation

[] Witness Only

Injured - Error X

@ Flease select Y or N.

Error X

@ Please select the Staff Involvement Level(s).

The Injured — Error information screen will appear when the user selects the Apply button and neither the Yes or No radio

button is selected for Injured.

The Error information screen will appear when the user selects the Apply button and an option has not been selected for

Level of Involvement.

iii. Perform the steps above as necessary to add any additional STAFF INVOLVED IN INCIDENT

records.

All fields on the Staff Involved tab must be completed in order to save a new STAFF INVOLVED IN INCIDENT record.

b. Edit Staff Involved

i. (i) Select a staff’s record in the STAFF INVOLVED IN INCIDENT section and the row will be
highlighted in blue. (ii) Click the Edit button and update the record as required by modifying the
Title, Last Name, First Name, Unit/Post Assignment, Level of Involvement fields and Injured

radio buttons as required.

1. Click the Cancel button and any unsaved information will be cleared.
2. Click the Apply button and the record will appear in the JUVENILES(S) CURRENTLY

INVOLVED IN INCIDENT section.

Incident Reporting

Please make < plicable ¢

a Notify DI Director

STAFF INVOLVED IN INCIDENT

Title Last Name

First Name

L P B |

Unit/Post Assi
|

\ b Add \ \  Edit \ ‘XDe\ele‘

Title: Bl g™ "l

Last Name:

Unit/Post Assignment: [l i
Injured: @ Yes O No

First Name:

Approve / Lock this Incident

c. Delete Staff Involved

Level of Involvement:
|| Maintaining Safety & Security
[ Superviser in Charge
[ Use of Force
Verbal De-escalation
[ Witness Only
|| Other (Comment Required)

i. (i) Select a staff’'s record in the STAFF CURRENTLY INVOLVED IN INCIDENT section and the row
will be highlighted in blue. (ii) Click the Delete button and the Warning screen will appear, (iii) (a)
click the Yes button to delete the record or (iii) (b) the No button to return to the Incident Type tab

without deleting the record.
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Incident Reporting - X

i @ Notify DI Director
+s. has been flled o -

STAFF INVOLVED IN INCIDENT

Titly ame irst Name i Warning

@ Are you sure you want to delete the selected record?

[ daad | [ o e ||| )(Deletell

Level of Invalvement:
Maintaining Safety & Security
Last Name: First Name: Supervisor in Charge

Title: Bl e o g "l

Use of Force
/| Verbal De-escalation
Witness Only

Unit/Post Assignment: [falia i B
Injured; @ Yes O No

Other (Comment Required)

pye

Approve / Lock this Incident

6. Parties Notified Tab — CAP and JCC
The Parties Notified tab allows users to document all parties notified of an incident. The PARTIES
NOTIFIED section of the tab displays the following column headings: Title Notified, Name, Reported By,
Date Notified, (hh:mm am/pm), and How Notified.

Please mak al

PARTIES NOTIFIED
Reported By Date Motified  (hhimm am/pm)  How Notified

Approve / Lock this Incident

a. Add Parties Notified

i. (i) Click the Add button and a table will appear in the PARTIES NOTIFIED section of the tab. The
Title Notified column will auto-populate and display the following: AOC, Superintendent Senior,
Central Office, State Police, Investigations, CPS, Health Services, Guardian, Court, BSU, PREA
Coordinator, and PREA Facility Compliance Manager. The Additional Notification textbox will also
become accessible.

ii. To input data directly into the table (i) select the appropriate Title Notified row in the PARTIES
NOTIFIED section and the row will be highlighted in blue. Enter appropriate data for the (ii) Name
and (iii) Reported By. Use the calendar drop-down screen to (iv) enter the Date Notified. Enter the
(v) time (hh:mm am/pm) and use the drop-down list to (vi) select the How Notified information.

ii. If additional parties are notified that do not exist in the PARTIES NOTIFIED table, record that
information in the Additional Notification textbox using the same format of the table (Title Notified,
Name, Reported By, Date Notified, (hh:mm am/pm), and How Notified).
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e Juvenile(s] . 5
Description Involved | Involved | Notified Addendum | PREA Corrective Action

PARTIES NOTIFIED

Title Notified Reported By Date Notified (hh:mm am/pm) How Notified
A0C

Superintendent Semior

Central Office

State Police

Investigations Phone

Vioice Mail
cps

Email

| | npeen

Text

Additional
Notification:

Approve / Lock this Incident

The Add button will be greyed out and inaccessible after it is initially selected.

BADGE Incident Reporting Manual

Error x

@ Notified date must be later than incident date.

Error X

@ Notified Date can not exceed current date.

The Incident Date/Time must be before the Date Notified or an Error screen will display when the Save button is selected.
The Notified Date cannot exceed the current date or an Error screen will display when the Save button is selected.

b. Delete Parties Notified

i. The Delete button is always greyed out and inaccessible on this tab. To edit or delete information in
the PARTIES NOTIFIED table or Additional Notification text field, select each individual field and
use the keyboard to delete an entry and edit or enter new text.

7. Addendum tab — CAP and JCC

The Addendum tab allows users to document any additional information that has been obtained related to
the initial incident. The ADDENDA section of the tab displays the following column headings: Date Keyed,

Keyed By, and Addendum.

** Incident Reporting

1z 1. ita, on all tabs, has bee

ADDENDA

DateKeyed  Keyed By Addendum

[ %add | | #ear | | XDelete |
Enter Description ONLY {Use ctri+V to paste]

Approve / Lock this Incident

a. Add Addendum

i. (i) Click the Add button and (ii) enter a description of the incident into the Enter Description ONLY

textbox.

1. To cancel, click the Cancel button prior to selecting the Save button or Apply button.
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* Incident Reporting X

e m: T ta, on all tabs, J the in

Description | /<Vemi=(s] Addendum | PREA Corrective Action

ADDENDA
Date Keyed  Keyed By Addendum

|\ % Add ||| Wedit | | X Delete
P

Approve / Lock this Incident

ii. Click the Apply button and the description entered in the textbox will appear in the Addendum
column of the ADDENDA section.

“* Incident Reporting X

1z 1. ita, on all tabs, has beei ] the incident

ADDENDA
DateKeyed  Keyed By Addendum

[ %add | | #ear | | XDelete |

Enter Descrintion ONLY (Use ctri+V to paste]

Approve / Lock this Incident

ii. (i) Click the Save button and an information screen will appear stating the incident has been saved.
(i) Click the OK button on the information screen to return to the Incident Reporting screen, IR tab.

iv. To continue working on the Addendum tab, the user will be required to select the Addendum tab
again. The Date Keyed and Keyed By fields in the ADDENDA section of the Addendum tab will be
completed, these two fields auto-populate when the Save button is selected.
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Incident Reporting X

Please maj plicable dats; on ! ving t !

ADDENDA

fDate Keyed  Keyed By Addendum x
06/15/2023 | Eric ). Reinick Enter Text

Incident Saved.

Enter Description GNLY [Use ctri+V to paste]
Enter Text

Approve / Lock this Incident

v. To add an additional addendum click the Add button and perform the steps outlined above again.

If the Add button is selected after clicking the Apply button to enter an addendum but prior to clicking on the Save button, an
information screen will appear stating the addenda must be saved before adding another addenda.

Clicking the Apply button will only populate the Addendum column of the ADDENDA section; click the Save button to
populate a complete record (Date Keyed, Keyed By, and Addendum).

Incident Reporting - X

Please make sure all applicable data, e out priar te saving :

ADDENDA

DateKeyed | Keyed By Addendum
You must first save the addenda before adding another addenda. | Add Text

[ add || [ et | [ X Delete |

Enter Description ONLY [Use curl+¥ 1o paste]

See the notes above for these two paa e Click the Apply bufion o paritally populate e
ADDENDA fable. Click save fo auto-populate Date

im ages Keyed and Keyed By.

Approve / Lock this Incident

b. Edit Addendum
i. (i) Select an addendum record in the ADDENDA section and the row will be highlighted in blue. (ii)

Click the Edit button and (iii) update the record as required by modifying the text in the Enter

Description ONLY field.

1. Click the Cancel button prior to clicking the Apply button or the Save button and any unsaved
information will be cleared.

2. Click the Apply button and the changes will appear in the Addendum column of the edited
record in the ADDENDA section.

3. (i) Click the Save button to finalize the changes and an information screen will appear stating
“Incident Saved.” (ii) Click the OK button to return to the Incident Reporting screen, IR tab. To
continue working on the Addendum tab, the user will be required to (iii) select the Addendum
tab again.
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“* Incident Reporting — x

Incident Saved.

ADDENDA

Date Keyed _ Keyed By Addendum
|--'I ST el

[ | [P || [Xosee | x

You must first save the addenda before adding another addenda.

Enter Description ONLY [Use ctri+V o paste]
P

Approve / Lock this Incident

If the Edit button is selected after clicking the Apply button but prior to clicking on the Save button, an information screen will
appear stating the addenda changes must be saved before editing another addendum.

c. Delete Addendum
i. (i) Select an addendum record in the ADDENDA section and the row will be highlighted in blue. (ii)
Click the Delete button and the Warning screen will appear, (iii) (a) click the Yes button to delete
the record or (iii) (b) the No button to return to the Incident Type tab without deleting the record.

7 Incident Reporting - X

oty D Dirctor | s |
1 % : dlat o all b oL g tl e

.| Juvenile(s) .
Description [t =8 | Addendum | PREA Carrective Action

ADDENDA

Date Keyed _ Keyed By Addendum
- - Warning
|--I L Al il el

@ Are you sure you want to delete the selected record?

[ Fadd | [ wEdt | |[ X Delete |

Enter Descrintion ONLY [Use ctri+ 1o paste]

No

Approve / Lock this Incident

If the incident report has been approved by the administrator of the program or facility, any missing, changed, or new
information should be sent as quickly as possible in an addendum.

8. PREA Corrective Action Tab — CAP and JCC
The PREA Corrective Action tab allows users to add, edit, and delete PREA corrective actions. The PREA
Corrective Action section of the tab displays the following column headings: Date Keyed, Keyed By, Date
Initiated, and Corrective Action Type.
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* Incident Reporting X

PREA Corrective Action
Date Keyed  Keyed By Date Initiated Corrective Action Type

 Edit X Delete
Date Initiated; | Select a date Corrective Action Type:

Enter Description ONLY [Use curl+¥ 1o paste]

Approve / Lock this Incident

a. Add PREA Corrective Action
i. (i) Click the Add button and use the calendar drop-down screen to (ii) enter the Date Initiated. Use
the drop-down list to (iii) select the Corrective Action Type and (iv) enter a description of the
corrective action into the Enter Description ONLY textbox.
1. To cancel, click the Cancel button prior to selecting the Save button or Apply button.
ii. Click the Apply button and the PREA Corrective Action section will partially populate with the
Date Initiated, Corrective Action Type, and the Save button will become accessible.

'+ Incident Reporting - x “* Incident Reporting - X

[ eie S s P @crei [ 2 N 0 v e | [ oette | el ] @it [0 2 Nty 0 Dot J O8] ot |
1: it n all tab b n the ine 1é e it on all tab 1 tl nc

PREA Corrective Action PREA Corrective Action
DsteKeyed  Keyed By Date Initisted  Corrective Action Type DateKeyed  Keyed By Date Initiated  Corrective Action Type
| e liste Action Taken

[ #raa | [ #ese | [Xoeee [ Fadd | [ et | [ KDelete |
Date Initiatec: | S<I=cta date [15] | Carrective Action Type: o Date Initiated: | =~ 554 Corrective Action Type:  Immediate Action Taken

Enter Description ONLY [Use curl+V @ paste] Enter Description ONLY (Use ctrl+V 1o paste]
Immediate Action Taken Enter Text

PREA Corrective Action

T

Approve / Lock this Incident Approve / Lock this Incident

1. (i) Click the Save button and an information screen will appear stating the incident has been
saved. (ii) Click the OK button to return to the Incident Reporting screen, IR tab. To continue
working on the PREA Corrective Action tab, the user will be required to (iii) select the PREA
Corrective Action tab again.

2. The Date Keyed and Keyed By fields in the PREA Corrective Action section will auto-populate
when the Save button is selected.

iii. To add an additional PREA corrective action click the Add button and perform the steps outlined
above again.
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Incident Reporting

Ea
Please mak spplicak n »een filled out prior to sav e incider

Juvenile(s]

Involved | Involved | Notified Addendum | PREA Corrective Action

Description

PREA Corrective Action
Date Initiated  Corrective Action Type
T ———————

Date Keyed  Keyed By
[ f ¢ SECTE

[ add | [ et | [ KDelete |

Date Initiated: | Corrective Action Type:  Immediate Action Taken

Enter Description ONLY {Use ctrl+V 1o paste]
=

Approve / Lock this Incident

Incident Saved.

If the Add button is selected after clicking the Apply button to enter a PREA corrective action but prior to clicking on the Save
button, an information screen will appear stating the corrective action must be saved before adding another corrective action
Clicking the Apply button will only populate the Date Initiated and Corrective Action Type columns of the PREA Corrective

Action section; click the Save button to populate a complete record (Date Keyed, Keyed By, Date Initiated and Corrective

Action Type).

Incident Reporting

& Notify DJJ Director
! rior to

Addendum | PREA Corrective Action

PREA Corrective Action

DateKeyed  Keyed By

Date Inftisted Corractive Action Type
[ Es. | iate Action Taken

You must first save the corrective action before adding another
corrective action.

Date Initiated: | = Carrctive Action Typk:

[ add | [[vEdr | [ KDl |

Immediate Action Taken

Enter Description ONLY [Use
Enter Text

Click the Apply button to paritally populate the
ADDENDA table. Click save to auto-populate Date
Keyed and Keyed By.

b. Edit PREA Corrective Action

Approve / Lock this Incident

i. (i) Select a PREA corrective action record in the PREA Corrective Action section and the row will
be highlighted in blue. (ii) Click the Edit button and update the record as required by using the
calendar drop-down screen to (iii) enter the Date Initiated. Use the drop-down list to (iv) select the
Corrective Action Type and (v) modify the description of the corrective action in the Enter

Description ONLY textbox, as needed.

1. Click the Cancel button prior to clicking the Apply button or the Save button and any unsaved

information will be cleared.
2.

Click the Apply button and the changes will appear in the in the PREA Corrective Action

section and the Save button will also become accessible.

3.

(i) Click the Save button to finalize the changes and an information screen will appear stating

the incident has been saved. (ii) Click the OK button to return to the Incident Reporting screen,
IR tab. To continue working on the PREA Corrective Action tab, the user will be required to (iii)

select the PREA Corrective Action again.
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' Incident Reporting X

Ea
2lzase make 7 ata, on all tz ol o g the in

PREA Corrective Action
Date Initiated _ Corrective Action Type

Incident Saved.

[ Fada | |\  Edit || [ Delete |

Date Initiated: |~ Corrective Action Type:  Immediate Action Taken

Enter Description ONLY {Use ctrl+V to paste]
=

Approve / Lock this Incident

If the Edit button is selected after clicking the Apply button to enter a PREA corrective action but prior to clicking on the Save
button, an information screen will appear stating the corrective action must be saved before editing another corrective action

You must first save corrective action changes before editing another
PREA corrective action.

c. Delete PREA Corrective Action
i. (i) Select a PREA corrective action record in the PREA Corrective Action section and the row will
be highlighted in blue. (ii) Click the Delete button and the Warning screen will appear, (iii) (a) click
the Yes button to delete the record or (iii) (b) the No button to return to the Incident Type tab
without deleting the record.

“¢ Incident Reporting X

ake st J 1 v all’ > Filled o the incide

Addendum | PREA Corrective Action

PREA Corrective Action
Date Initiated _ Corrective Action Type
T ——————

Warning

@ Are you sure you want to delete the selected record?

[ wadd | [ wEdt | |[ X Delete |

Date Initiated: |~ ‘ Corrective Action Type:  Immediate Action Taken

Enter Description CNLY [Use cirieV to paste]
[y =

Approve / Lock this Incident

9. Access Log Tab - CAP and JCC
The Access Log tab displays a list of all users who have either entered, viewed, or edited an incident
report. The ACCESS LOG section on the Access Log tab will display the day, date, time, access type (read
or modify), and the user name.

Revised 10/2023 56| Page



BADGE Manual BADGE Incident Reporting Manual

e m: T ta, on all tabs, lled out pr J the in

Addendum | PREA Corrective Actior

ACCESS LOG

e w2 T % Read oy lm & e
g, g R o= Modified by #'a | et i
e, Rl S LN B Read g b i B

Approve / Lock this Incident

The ACCESS LOG section will also display the names of any users who view the incident report even after the record has
been saved in the BADGE system.

Main Buttons on the Incident Reporting Screen

Regardless of the facility type chosen and the tab selected and displayed on the Incident Reporting screen, the
following main buttons will always be displayed: (1) Delete, (2) Save, (3) Email, (4) Notify DJJ Director, (5)
Print, and (6) Approve / Lock this Incident (Unapprove / Unlock this Incident) buttons.

Main buftons on Incident Reporting screen

& M T ita, on all tabe, yrior to saving ti r

R# |

Activity: \ "\ Multi Incidents Reported:  ®) Yes () No

Incident Date / Time: | Thursday, June 29, 2023 f3]] (917 AM (hh:mm am/pm)
Report Date / Time: | Thursday, June 29, 2023 3] (17 am (hhmm am/pm)
v

Reported By: | | Titte: |

Reparted To; | Ralph Thomas | Title: | Deputy Director v]

Verified 8y: | | Tite: | “]

Location of Incident: | -]

Approve / Lock this Incident

1. Delete Button
a. (i) Click the Delete button at the top of the screen and the Confirm Incident Deletion screen will appear.
Either (ii) (a) click the No button to close the Confirm Incident Deletion screen and return to the Incident
Reporting screen; OR (i) (b) click the Yes button and the Deleted information screen will appear stating
the incident has been deleted, (iii) click the OK button to return to the Incident Reporting screen.
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Warning
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Juvenile{s]

Description Addendum | PREA Corrective Action

@ Are you sure you want to delete the selected record?

e ]

Activity: | I iy et liiatmea ~ |  Multi Incidents Reported: O Yes @ No

Incident Date / Time: | 0 52| [mmm (Rhemm am/pm)
Report Date /Time: | * ey 1, 5 ] R e —— Deleted X

Reported By: |F B | Title: | e o e
Reported Tor | Ralph Thomas | itle: [ Deputy Director . @ Incident has been deleted.

Verified By: | | Tt |

Location of Incident; | d " I

Approve / Lock this Incident

The Delete button will be greyed out and inaccessible if the incident has been approved/locked.

2. Save Button
a. To save data input on the Incident Reporting screen (i) click the Save button at the top of the screen
and an information screen will display stating the incident has been saved. (ii) Click the OK button on
the information screen to return to the Incident Reporting screen.

'+ Incident Reporting - X

1: ita, on all tab been the ine

e

Activity: | I iy mibenasliiatme ~ | Multi Incidents Reported: O Yes @ No

Incident Date / Time: | Moyl ™. 1 E?' mm (hh:mm am/pm)

Incident Saved.

Report Date / Time: | = e, 4, © 0 ] R S ——

Reported By: | Biias | Tite: | i -]

Reported To: |R5|Ph Themas | Title: | Deputy Director

Verified By: | | Tt |

Location of Incident; | 4 " I

Approve / Lock this Incident

1. However, if all required information was not entered prior to clicking the Save button, any field
that requires a data entry or correction will be highlighted with a warning.

Description Involved | Involved | Notified Addendum | PREA Corrective Action

R# |

Activity: | I Sk o B S 6 B i 0 ¢| Mt Incidents Reported: @ Yes ) No

Incident Date / Time: | iemomvmmeims comm 8 Eﬂ@“ﬁﬁ‘w‘ (rhzmm am/pm)

Report Date / Time: ‘ Bladey =s® "L |‘ Incident Date/Time must be earlier than Date Initiated for PREA Corrective action.

Reported By: | | Title: | M

At a minimum, the following fields must be entered before an incident can be saved:
o Incident Date / Time, Report Date / Time and Location of Incident on the IR tab, and
O Atleast one Incident Type must be added and selected as an Initial Event on the Incident Type tab.

3. Email Button
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a. Click the Email button at the top of the Incident Reporting screen and the user’s default email
application will open.

Incident Reporting - x

Please mak re a 1 prior 1\ th der

Incident Juvenile(s)

Type Description Iovaiuedil|invereedll| B Nesned Addendum | PREA Corrective Action

Ry (S |

Activity: | I By i it | Multi Incidents Reported: O Yes ® No
Incident Date / Time: | L] (hbemm am/pm)
Report Date / Time: | = O] BE™ | (hmm amspm)

Reported By: \' e e \ Title: \ ae" mn

Reported To; |Ralph Thomas | Title: | Deputy Director

Verified By: | | Tives |

Location of Incident: | o 7 I

Approve / Lock this Incident

i. The Subject line will auto-populate with the IR ID, date and time of the incident, and the Facility.

ii. The Body of the email will partially auto-populate with “Type(s) of Incident” and “Reported By.”

iii. The user will complete the email by (i) adding necessary text to the body of the email, adding
necessary email addresses in the (ii) To and (iii) Cc fields, and clicking the (iv) Send button to
dispatch the email.

< Incident at Bon Air Juvenile Correctional Center -...
File Message Insert Options Format Text Review Help @ Tell me what you want to do
Eﬁ X = A A B [ Attach File fa O $ 5 I:b.
U = === Sl < & ) C) ¥
M| B I U|iZ-i=~ =3 2 Link
Paste - Names Tags | Dictste | Sensitivity | Immersive | Virtru for View
- g LA === |4 - [ signature ~ - Reader Outlook | Templates
Clipboard & Basic Text ~ Include Voice Sensitivity Immersive | Virtru Tools | My Templates ~
E” To User's default email application will open when the
Email bution is selected.
[Subject Incident = =4 at Bon Air Juvenile Correctional Center
Typels) of Incident: mmmmi i «s——— m——
Reported By:
=

The Email button is not accessible until the incident report is saved.

If the Email button does not open the user’s email application as expected, contact the VCCC helpdesk for help configuring
the default email application.

4. Notify DJJ Director Button

a. (i) Click the Notify DJJ Director button at the top of the Incident Reporting screen and the Notification
Successful information screen will appear. (ii) Click the OK button to return to the Incident Reporting
screen.

The Notify DJJ Director button is not accessible until the incident report is saved.
Make sure all apllicable data, on all tabs, is complete prior to saving the incident and notifiing the DJJ Director.
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** Incident Reporting

Juvenile(s]

Description | i oved | Involved | Notified

Addendum | PREA Corrective Action

Motification Successful X

e — ]

Activity: | I iy milbenstasliiatelen * | Ml Incidents Reported: O Yes @ No

Incidlent Date / Time: | o 0 G| rm=

{hhzmm am/pm)

Report Date / Time: ‘ " il

)] hE= (hhemm am/prm)

@ Notification has been sent

Reported By: \' L \ Title: \ s o

Reported To: |Relph Thomas | Titte: | Deputy Director

Verified By: | | Tive: |

Lacation of Incident: | i % I

Approve / Lock this Incident

5. Print Button

a. (i) Click the Print button and the report viewer screen will appear displaying the incident report. (ii) Click
the X button in the upper right corner to close the report viewer screen and return to the Incident

Reporting screen.

- a X

** Incident Reporting _

[ oeie O e ] @i ] 2 ot 1 Dt JM_ i |
)|ease m: ita, on all tabs, has b the ine

Addendum | PREA Corrective Action

e

Activity: | 1 g i m i mms * |  Mutti Incidents Reported: O Yes ® No
e (hh:mm am/pm)
B 5= | fhomamiem)

| Tite: | i

Incident Date / Time: |

Report Date / Time: | = a

Reported By: |® Bk

Reported To: |Rﬂlph Thomas | Titles | Deputy Director

Verified By: | | Tt |

Location of Incident. | 4% B

Approve / Lock this Incident

H 41 of 1 b M |« 0@ & B MaE-| 100% - Find | Next

S o,

Virginia Department Of Juvenile Justice @ &
N -

Incident Report: JC=J .10

Bon Air Juvenile Correctional Center

Incident Date/Time: 5§ . Lo = &=

Fips Description:

Location: - —

Reported By/Title:

Reported To/Title: I—L.'I— famn
Reported Date/Time: = i Ul

Incident Type:
Initial Event: ®
D e e el ——
Dispasition:
PREA-Related Incident?
PREA Meet Standard?
PREA Comment:

Description:

Parties Notified:

Title Notified Name Reported By Date/Time Notified By
Superintendent Senior
State Police

A saved incident report must exist to utilize the Print button, otherwise the button will be greyed out and inaccessible.
The facility will be displayed on the report as demonstrated on line 3 of the report image displayed above. In this example the

facility type is Bon Air Juvenile Correctional Center.

The Error Restricted Record screen will appear if the user attempts to view or print a record that the user does not have

permissions to access.

Error Restricted Record

@ You do not have privileges to view this incident report.

6. Approve /Lock this Incident Button

a. To approve and lock the incident report click the Approve / Lock this Incident button.
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1 Incident Reporting X

e m: T ta, on all tabs, lled out pr J the in

Description | /<Vemi=(s] Addendum | PREA Corrective Action

R e (S

Activity: | Iy b aliiatuen * |  Multi Incidents Reported: O Yes ® No

Incident Date / Time: | "y 0 = 1 @ . {hh:mm am/pm)

Report Date / Time: | ® a0 10 B BE= | (hhmm smspm)

Reported By: \Fl—l- \ Title: \I.I.I—l-

Reported Tor |Relph Thomas | Titler | Deputy Director

Verified By: | | T |

Location of Incident; | o 7 I

Approve / Lock this Incident

i. Once the Approve / Lock this Incident is selected it will change to the Unapprove / Unlock this
Incident button and the Delete button will no longer be accessible. The Locked/Approved By field
will display “This incident has yet to be approved.”

ii. Click the Save button to complete the approval and lock of the incident report and the
Lock/Approved By field will display the name of the logged-on user performing the save.

The Approve / Lock this Incident button is greyed out until the incident report is saved and is only available to users with
appropriate permissions.

7 Incident Reporting - X 7 Incident Reporting - x

Description | 22Veniietel Addendum | PREA Corrective Action. et

Description Addendum | PREA Corrective Action

IR # IR #

Activity: - - Mult Incidents Reported: es o Activity: Mult Incidents Reported: es o
e L e . L O Yes ® N a1 . R U O Yes @ N
Incident Date / Time: | alige- Al NN Fa)| [225Pm (hh:mm am/pm)

Report Date /Time: | 17 a1~ 08 3] [z2z5em (Rhemm am/prm)

Incident Date / Time: | 1o fo L 53| [z25em (hemm am/pm)

Report Date /Time: | 17 a1~ 08 3] [z2z5em (Rhemm am/prm)

Reported By: Titler B m— N Reported By: Title: | IR N

Reported To: Title: | Ml I
Verified By: Title:

Reported To: Titte: | Ml
Verified By: Title:

Location of Incident; | =By Sl Location of Incident; A Wing Courtyard

User Name

Unapprove/Unlock this Incident Unapprove/Unlock this Incident

7. Unapprove / Unlock this Incident
a. Once the Approve / Lock this Incident button has been clicked, the button will change to the

Unapprove / Unlock this Incident button. Click the Unapprove / Unlock this Incident button to
enable editing of the incident report.
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* Incident Reporting X

IR £

Activity: | S T e EMg BN B RS © Multi Incidents Reported: O Yes @ No

Incident Date / Time: | Mlige- el IR E?T 225 M (hhmm am/pm)

Report Date / Time: | 1%y [~ s 3] [z25Pm (hhemm am/pm)

Reported By: . T AR M
Reported To: SRR
Verified By:

Location of Incident: A Wing Courtyard

Unapprave/Unlock this Incident

The Unapprove / Unlock this Incident will be greyed out unless the user has appropriate permissions.

Search - Incident Reporting Module
There are several methods to search the BADGE Incident Reporting Module: by an existing incident number,
by juvenile(s), or by organization and SIR approval type.

From the BADGE home screen (i) Click the JTS Modules drop-down menu option, (i) click the Incident
Reporting option from the drop-down menu, and the Incident Reporting Module —Main Menu screen will
appear. On the Incident Reporting Module —Main Menu screen (iii) click the Search drop-down menu option to
(iv) select the desired search method: By Incident Number, Juvenile Search, or Organization Search.

" BADGE

JTS Search | JTS Modules | Help

Caseload Management

¢ Incident Reporting Module - Main Menu

By Incident Number
Community Insight Reports Juvenile Search
CSU Intake
Detention

Direct Care

Organizational Search

Gang Management System

Incident Reporting

To report an issue please email DJJ-BADGE-Issues@djvirginia.gov
If you have a change to request please contact your RPM or Superintendent.

Incident Reporting

Module Search Search Type

Find juvenile, direct care
Juvenile Search population, and detention
Population

a. (i) Click the Search drop-down menu on the Incident Reporting Module - Main Menu screen, (ii) select

By Incident Number

the By Incident Number option, and the Search by Incident ID screen will appear.
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' Incident Reporting Module - Main Menu - X
| By Incident Number |
Juvenile Search Search by Incident D X
Organizational Search
Enter Incidert ID

The following error occurred: Invalid Incident Number.

i. (i) Enter the incident ID number in the textbox. The incident ID is in a year, month, day, and report
number format (YYYY -MM-DD-9999). (ii) Click OK and the Incident Reporting screen will appear.
1. Ifaninvalid incident number is entered an error screen will appear to notify the user. Click the
OK button to return to the Search by Incident ID screen.
ii. Click the Cancel button to exit the Search by Incident ID screen

Incident Reporting

Re |

Activity: | MRS Wil s il LB WP | MultiIncidents Reported: ® Yes O No
Incident Date / Time: | My Sy 1 IS [z | [ (hhemm am/pm)
Report Date / Time: | Ml o e - o] =T QS _——

Reported By; | | Tite: | cm—— v

Reported To; | Ralph Thomas | Title: [ Deputy Director “]

Verified 8y: | | Tive: | gl

Location of Incident; | BSE ~]

Approve / Lock this Incident

Refer to the Adding a New Incident Report section for instructions on entering a new incident report.

Juvenile Search

a. (i) Click the Search drop-down menu on the Incident Reporting Module - Main Menu screen, (ii) select
the Juvenile Search option, and the Find Juvenile screen will appear. The Find Juvenile screen will
display the Find Juvenile tab, the Direct Care Population tab, and the Detention Population tab.

i. Find Juvenile Tab
The Find Juvenile tab allows a user to search for a juvenile by Juvenile Number, DC Number,
Intake Case Number, Caseload Number, Advance Search or choose from Previous Selections.
1. (i) Select the Find Juvenile tab at the top of the Find Juvenile screen. (ii) Select the desired
Search by radio button on the Find Juvenile tab and (iii) enter the related information in the
appropriate text field(s). (iv) Click the Find button, and the IR — Juvenile Information will display
if only one juvenile record is found, the Search Results screen will appear if multiple juvenile

records are found, and the Juvenile Search information screen will appear if there are not any or
too many search results.
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a. (i) From the Search Results screen, select a juvenile record and the row with be highlighted
in blue. (ii) Click the Select button and the IR — Juvenile Information will display.

' Incident Reporting Module - Main Menu — X
File | Search | Reports

By Incident Number

Juvenile Search

Organizational Search

85 Find Juvenile x

Find Juvenile Direct Care Population  Detention Population

Search by Last Name ("] Use Widcard
© Juverile Number Name Suffix [ Include  |None -

O DC Number First Name [ Use Wikdcard
() Intake Case Number [ Include Altemative First Name Spellings

() Caseload Number Alias SSN

() Advance Search DOB /Age @ DOB () Age

() Previous Selections Street Address {Full or Partial)

ZIP Code Phone (Home, Cell, or Work)
Juvenile Number

|| Find Juveniles with Commitment(s) to the State Clear All

Show Last Results

| IR - Juvenile Information X

Residence FIP!

Incident(s) Involved | Intake Offense(s)

Offense Date | Offense Description Adjud Date  Adjudication Amend Date  Amend Description

Rl el B Bl "eiiem w ™I FEE I

Juvenile Search * Juvenile Search X

There are 9886 juveniles meet your criteria. N tches. Bl h iteri
Please narrow it down and try again. 0 matches. Flease change your criteria.

The user can view the previous juvenile search results by clicking the Show Last Results button on the Find Juvenile tab.
If conducting an Advance Search, do so for each criterion separately. Entering multiple criteria may be too specific to yield
any results.

In order to yield broader search results, type ONLY two or three characters of the last and first name, and select Use
Wildcard checkbox.

The Include Alternative First Name Spellings checkbox does not work with the Use Wildcard option. Pick ONLY one of
these options.

To reset the search fields, click the Clear All button.

©F Refer to the BADGE Login & Search Manual for detailed instructions on how to search for a juvenile.

ii. Direct Care Population Tab
The Direct Care Population tab allows a user to search for a juvenile by Commitment Type,
Offender Type, Correctional Facility, Committed by, Treatment Needs Assigned, Genetic Sex,
and Custody Classification.
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a5 Find Juvenile

Find Juvenile

Commitment Type
Indeteminate

Determinate

Detention Population

8 Offender Type

Blended Serious Major

Committed by
QA COcsu O FAPS

Treatment Needs Assigned

- ]

Special Decision Case Regular

[ Circuit Court

Genetic Sex @ Al

X

[ Sex Offender Male Female
[C) Substance Abuse

) Agagression Managemert

aa

Informatian Missing

Custody Classification
Level | Level 1

Level Il Level IV

Show Last Resutts Find Cancel

1. (i) Select the Direct Care Population tab at the top of the Find Juvenile screen. (ii) Select the
desired radio buttons and/or checkboxes for Commitment Type, Offender Type, Correctional
Facility, Committed by, Treatment Needs Assighed, Genetic Sex, and Custody
Classification. (iii) If required, select the appropriate items from the Committed by and
Treatment Needs Assigned drop-down menus. (iv) Click the Find button, and the Search
Results screen will appear.

a. (i) From the Search Results screen, select a juvenile record and the row with be highlighted
in blue. (ii) Click the Select button and the IR — Juvenile Information will display.

=¥ Refer to the BADGE Login & Search Manual for detailed instructions on how to search for a juvenile.

iii. Detention Population Tab
The Detention Population tab allows a user to search for a juvenile by Juvenile Detention Center
(JDC), Detained by, Genetic Sex, Days Served, Age, Detention Status, and Admission Type.

o) Find Juvenile X

{ Betertion Population }

Find Juvenile Direct Care Populatio

Juvenile Detertion Center (JOC) @ Al Detainedby @ Al O CSU O FIPS Genetic Sex (@ Al

[ Blue Ridge JDC Male Female

to | Age  from to

B A

Days Served  from

Detention Status Admission Type

Pre-dispositional © Regular Admissions
(©) Weekend Admissions

O Al

Post-dispositional w./o Programs

o

Post-dispositional with Programs

Show Last Results Find Cancel

1. (i) Select the Detention Population tab at the top of the Find Juvenile screen. (ii) Select the
desired radio buttons and/or checkboxes for Juvenile Detention Center (JDC), Detained by,
Genetic Sex, Detention Status, and Admission Type. (iii) If required, select the desired CSU
or FIPS value from the Detained by drop-down list. (iv) If required, enter the Days Served and
Age ranges in the corresponding from and to textboxes. (v) Click the Find button, and the
Search Results screen will appear.

a. (i) From the Search Results screen, select a juvenile record and the row with be highlighted
in blue. (ii) Click the Select button and the IR — Juvenile Information will display.

©F Refer to the BADGE Login & Search Manual for detailed instructions on how to search for a juvenile.

Organizational Search
a. (i) Click the Search drop-down menu on the Incident Reporting Module - Main Menu screen, (ii) select
the Organizational Search option and the Organizational Search screen will appear.
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' Incident Reporting Module - Main Menu - X

+/+ Organizational Search

By Incident Number

Juvenile Search

Reporting Facility Incident Date/Time  Incident Type(s)

i. (i) Select the Type of Org, Organization, and Approval Type from the corresponding drop-down
menus. (ii) Select the From and To dates from the drop-down calendar buttons. (iii) If required,
place a checkmark in the All Incidents checkbox. (iv) Click the Search button and any incidents
that meet the search criteria will be displayed in the lower half of the Organizational Search screen.
The Serious Incident Reporting information screen may appear if no incidents match the search

criteria.

+* Organizational Search

Serious Incident Reporting X

o No Incidents found

BT N P Ll el ' B
R AT R A e

i. From the lower half of the Organizational Search screen, select an incident record and the row with

be highlighted in blue.
1. Click the View button and the Incident Reporting screen will appear for the selected record.
2. Click the Print button and the BADGE report screen will appear displaying the Incident By

Type of Organization report.
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' Incident Reporting X

+/¢ Organizational Search x

Juvenile{s]

Description Addendum | PREA Corrective Action

R# !

Activity: | MR MRl W e B S WP | MuttiIncidents Reported: @ Yes O No

Incident Date / Time: | e S B N E?' 5 PN (Rhemm am/prm)

IRID Reporting Facility Incident Date/Time  Incident Type(s)
TR I b el B 0 LT T ST SeEE gy S e

Report Date / Time: | Ml a a0 10 ] T R ——
Reported By: | S | Tite: [ Scm—— —

Reported Tor | Ralph Thomas | Titles | Deputy Director

Verified By: | | Tt |

ESTETEF P el T

T ] Location of Incident: | %%~ 1

e —— = e o n ww
i Ee = y=u;

Approve / Lock this Incident

H 41 of 1 b M |« 0@ |3 B A3 B~ | 100% - Find | Mext

B SIRByOrganiza Virginia Department Of Juvenile Justice

Bon Air Juv . P
Incident By Type of Organization

Chesapeak Yy Type g
Richmond From I To WP SN S5
VICCCA-A Organization: Bon Air Juvenile Correctional Center

Approval Type: —ALLSRs —

Incident Type(s): - ALL-

Bon Air Ji ile C ional Center has 4 incid

IRID Incident Date/Time  Incident Type(s)

T e Em N E e r e

A ET RS B Cmi Cha el e el & e b B s ool B e
T P - e e Y

e e mmmn w s o e

EEErT TR T ST S R TR T

Chesapeake (CSU) has 1 incidents.
IRID Incident Date/Time  Incident Type(s)
| EESE e aaTy Bkl =T kI

Richmond Detention has 4 incid
IRID Incident Date/Time  Incident Type(s)
RN T T

Bl EErt. 1 S

B B i (e
b omm o mE EE o E Em o n —— — ———

VJCCCA-Accomack County(001) has 1 incidents.
IRID Incident Date/Time  Incident Type(s)
EEERET ETEIra e

Grand Total 10

= Page 1071

Select the ALL Incidents checkbox on the Organizational Search screen to view all incident reports for the desired
organization.

When performing an Organizational Search, specify Approved SIRs or Unapproved SIRs by selecting the desired
option from the Approval Type drop-down menu.

Reports - Incident Reporting Module

This menu provides users with two report options: No PREA Corrective Action Reported and PREA-Related
Incidents and Dispositions. From the Incident Reporting Module — Main Menu screen, click the Reports
menu.
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' Incident Reporting Module - Main Menu

File Search|| Reports |

"V

1. No PREA Corrective Action Reported

No PREA Corrective Action Reported
PREA-Related Incidents and Dispositions

Manual

a. From the Incident Reporting Module - Main Menu screen, (i) click the Reports menu, (ii) select the No

PREA Corrective Action Reported option, and the BADGE report screen will appear displaying the
PREA Related Incident(s) With No Corrective Action Plan as of (date report generated) report.

[m] *

Mext

7 Incident Reporting Module - Main Menu =

File Search [ Reports |
I No PREA Corrective Action Reported
PREA-Related Incidents and Dispositions

MT:

2. PREA-Related Incidents and Dispositions

H 41 of 4 b M |« @@ | &HEMW@E-| 100% - Find |
Department Of Juvenile Justice
PREA Related Incident({s) With No Corrective Action Plan as of E e’
SIR ID Incident Date/Time Incident Type [mnitzal [ Disposition
= I g rmE e e — = mw N Substantiated
-
Juvenile(s) Involved:
Juvenile
Number Name DOB Race Sex Role Description
— ] " lone Selected
i R mE i e Y Substantiated
e
Juvenile(s) Involved:
Juvenile
Number Name DOB Race Sex Role Description
— ) . L = | ] Hone Selected
R R S —-— e MHone Selected
e Tl et L el el B = = B = e L Unfounded
o —
Juvenile(s) Involved:
Juvenile
Number Name DOB Race Sex Role Description

el it —m— - lems E None Selected

- - R C—— e w C— Y Substantiated

Juvenile(s) Involved:
Mo Juvenile(s) Reported

- R R R (e e Substantiated

Juvenile(s) Involved:
Mo Juvenile(s) Reported

a. From the Incident Reporting Module - Main Menu screen, (i) click the Reports menu, (ii) select the

PREA-Related Incidents and Dispositions option, and the PREA-Related Incidents and Dispositions

screen will appear.

i. Selectthe (i) Incidents From and (ii) To dates using the corresponding calendar drop-down
menus. The All Facilities and All Incidents checkboxes will be automatically selected.
1. If the All Facilities and/or All Incidents checkboxes are deselected by the user, the user will
select checkbox(es) corresponding to the desired options that appear in the (i) Facility and (ii)

Incident Type sections.
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' Incident Reporting Module - Main Menu o X
File Search | Reports |

No PREA Corrective Action Reported

PREA-Related Incidents and Dispositions

++ [PREA-Related Incidents and Dispositions X

DL

** PREA-Related Incidents and Dispositions - X

[[] Bon Air Juvenile Correctional Center

[] CAP (Central Admission and Placement unit)

[] €PP (Community Placement Program)

[] Resident on Resident Sexual Allegations (Expired Incident Types)
[] Resident on Resident Sexual Allegations.
[ Resident on Staff Sexual Allegations (Expired IncidentTypes)

Deselect the All Facilities and All Incidents checkboxes on the PREA-Related Incidents and Dispositions screen to view and
select from an itemized list of facilities and incident types.

ii. Click the Search button and records that meet the search criteria will populate the table in lower
portion of the PREA-Related Incidents and Dispositions screen and display IR 1D, Reporting
Facility, Incident Date/Time, Disposition, PREA Related, and PREA Met for each record.

#/* PREA-Related Incidents and Dispositions

Reporting Facility  Incident Date/Time  Incident Type Disposition

Related Met
LI AR | Bon Air Juvenile Con e il - B mares i e  TEm
Lo mom  Bon Air Juvenile Con |® B EEE R S S PN S—— S Sy

© [ == = Bon Air Juvenile Con s B dmm e mme sl — - —
=7 B o™ [50H | CAP (Central Admiss | B 5 o B0 0 e Ll e cimnaen o o i e
S R B® R | CAP (Central Admiss |B® = WERE "1 I Ul oMl B Gl e
I SN R | Bon Air Juvenile Con | MERISCREIS= B Sy smppe e - IESOERE Y TR
e #8 | Bon Air Juvenile Con | = SoE e R ST S g e S

% 4{ms (8w | Bon Air Juvenile Cor | Lo i o e o — -

aErr |

* | Detantion Re-Entry |iillalls Sati- il W Lo coms | il oo min” "

ii. After a search is performed, click the Print button and the BADGE report screen will appear and
display the PREA-Related Incidents and Dispositions report.
1. An Information screen will appear stating “There is no report to print” if the user clicks the Print
button on the PREA-Related Incidents and Dispositions screen while no records are displayed.
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PREA-Related Incidents and Dispositions.

Reporting Facility

Bon Air Juvenile Con

Bon Air Juvenile Con

Bon Air Juvenile Con
CAP (Central Admiss
CAP (Central Admiss
Bon Air Juvenile Con

Bon Air Juvenile Con

Bon Air Juvenile Con
Detention Re-Entry

Incident Date/Time

Incident Type

There is no report to print.

BADGE Incident Reporting Manual

-

- (m] X

of 1 b M [« 0@ |&u|EA B~ | WholePage

- Find | Mext

Virginia Department Of Juverile Justice

PREA -Related Incidents and Dispositions
Information as of: —L
Report Time Frame: s g

Toi:

For ki Sefocied.
Pt on Remsant Seess Aleggtions {Expres ket Types)
134 Creeal Lnas 1 o reslert o e
135 G .
. gt of e ety
- Nl of e e on ek e sz

- GUASS I Alesyason of Resclnton Pk Cormaerma Seusd Mscerehss,
" CLASS I Aleggaiorof Rt oy e Cormsermae S Mot
Resslont Seess Al s {Epres ket Tipes)
- Crtica L - pm——
St Srud Alegpions (Expred ke Ty}
151 GLASS I~ Algaton of Resclon on Suaf Seuss Mocoridact
157 Gt Lo 1

Sewma Al
n-
i

geion=
Alegaion of s et sl s o)

Nlecysion of sl cn ket sy stnsve coria
o g il P
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Appendix
A. Document Revisions
Details

10/2023 Entire Manual Complete manual revision, previous manual completed in 2014.
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