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Key/Legend

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

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

BADGE Application

Style/Symbol Meaning

. In order to print a report or document, click the Printer Icon in the
Printer Icon !
Report Viewer screen.

A Scroll Bar allows the user to move the window viewing area up,
Scroll Bar down, left, or right. The Scroll Bar can be vertical or horizontal
and is commonly located on the far right or bottom of the window.

E Magnifying Glass Click the magnifying glass to expand a comment/textbox.

BADGE Module

Style/Symbol Meaning

Press the Ctrl key and click the hyperlink in order to be
transferred to another document or a specific topic within the
same document for more information.

Tips and notes provide additional information, exceptions, or
. Notepad Bullet special circumstances that apply to a particular topic or area in
BADGE.

Hyperlink

52
o

Denotes mandatory admission fields.

The BADGE manuals are instructional guides for users to understand how to use BADGE. The
BADGE manuals will apply the same formatting but individual information. This manual addresses
the BADGE Intake module.

Updates to the manuals are made frequently and uploaded to DJJ’s website without any
notification. For this reason, it is recommended that you access the manuals solely through the
website instead of downloading and printing them to ensure that you have the most up-to-date

version.
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Adding a New Intake

From the BADGE home screen:

1. (i) Click the JTS Modules menu, (ii) select the CSU Intake option from the drop-down menu,
and the CSU Intake screen will appear.

BADGE o] ® CSUIntake =@

File TS Search fle Sewch DetentionData feportz Help

BADGE

CSU Intake Module

| i Every user accessing the system i bound by confidentiaty rues. Do not access
wdormaton on

Usertiame: Database Name: wal "

2. (i) Click the File menu, (ii) select the New Intake option from the drop-down menu, and the
Select Intake Case Category screen will appear.

ST

BADGE

CSU Intake Module

Select Intake Case Category

Please select which kind of intake case you want to create

() Domestic Relations () Juvenile Delinquert/Status ) Adult Criminal

Erery user accessing the system i bound by confdentialty nes. Do not access [ ] [
foimaton on jenes s Ahh you do not have s egtimate professonal mterest. Cortinue Cancel

i doaks

a. Domestic Relations allows you to create the following:
i.  Custody Petitions
ii.  Support Petitions
iii.  Protective Orders
iv.  Abortion Petitions
b. Juvenile Delinquent/Status allows you to create the following:
i.  Juvenile Intakes
i. Court Summons
iii. Bench Warrants
c. Adult Criminal Intake
3. (i) Select the intake case category and (ii) click the Continue button.

Domestic Relations Intake
From the Domestic Relations Intake screen, you can create a new domestic relations intake, and
file custody petitions, support petitions, protective orders, and/or abortion orders.

. Isverile Definquent/Status Intske. =]

Aavarie s biomaion
s Home. Ad | | vew

sverie Murber ooe ge (Tesrs - Marihs)
Intake Case Musber (CN): Wil be assigned after saving
Cout Distict FIPS.
Open Date - Tme Close Diate.
Case Type ~| Petitioner Type
Felatiorship [ Nane: =| (Pettonerto dovecse) Mandatcry fields displayed in bold

Warker Kayed By

Save SE Cose
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When creating
a new domestic
relations intake,
you must enter
the Petitioner
‘s Information
because all
related
domestic
relation actions
begin with the
filing of a
petition by the
petitioner.

If the adult is
not found, a
message will
appear advising
that there are
no matches.
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Intake Case Tab
1. Petitioner’s Information

a. Click the Add button and the Adult Search screen will appear. This screen consists of three
adult search options. If the search does not return the adult, and you have ensured that an
adult record does not exist, proceed with adding a new adult.

a5/ Juvenile Delinquent/Status Intake

Name
D08 Age
Intake Case Number (ICN): Will be assigned after saving
Court District
Open Date - Time

Relationship | Nene v | (Pettioner to Juvenie)

Worker

Copy Intake
Save A

Keyed

View / Print
Close Intake Report

(Years - Morths)

FIPS

Close Date

Case Type ~| Petitioner Type -

Mandatory fields displayed in bold

By

View Supreme
Coutt Detais

Summary Report

i.  Adult Number Button
1. (i) Click the Adult Number button, (ii) type in the Adult Number, (iii) click the Find
button, and the Adult Information screen will appear, (iv) review the Adult

a5 Adult Search

@ Adult Number
Caseload Number
Advance Search
Add Adutt

Find

Close

Information screen to ensure the correct adult is found, and the adult’s information
will auto-populate into the fields, (v) click the Close button, and you will return to the

Intake Case tab.

o5l Adult Search

Q) Adult Number
Caseload Mumber
Advance Search

Add Adutt

Close

# Refer to the Juvenile & Adult Information Screens User Manual on how to navigate the Adult Information screen.

ii. Caseload Number Button
1. (i) Click the Caseload Number button, (ii) type in the Caseload Number, (iii) click
the Find button, and the Adult Information screen will appear, (iv) review the Adult
Information screen to ensure the correct adult is found, and the adult’s information
ws\uto—populate into the fields, (v) click the Close button, and you will return to the

o5 Adult Search

==

Intake Case tab

Adult Number

@ Caseload Number
Advance Search
Add Adutt

Find

Close |

Adul whomwaticn.
Achit Wik

ek Home
Dato of B

ek Homaen
Heght

Matal Sttus | Unkrowry

Docket 7

Ak bfomation | Address ¢ P

=3

Edt Ada
o
Pt Face
Shew:

nones / Emed | Emplorment iusmaton | Astoceted Asventes

Weght Color-Epes [Unknown  Har [ Urknown

I US. Crzen? [Unknown

Com

¥ Refer to the Juvenile & Adult Information Screens User Manual on how to navigate the Adult Information screen.

Advance Search Button

1. Click the Advance Search button and the fields at the bottom of the screen will

appear.

Revised: 7/2019
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Conduct an
Advance
Search 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.

If the intake
officer did not
indicate that the
adult is an LEO,
you will not find
the adult using
this option. It is
best to search
for the officer
by name and
the City, if
known.

In order to clear
all the
information in
the search
fields, click the
Clear All
button.

If the adult is
not found, a
message will
appear advising
that there are
no matches.
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a5 Adult Search

Adutt Number

Caseload Number

‘ ® hovron o
Add Adult

Last Name Use Wildcard

Name Suffix

First Name: Use Wildcard

s R i T

MM/DDAYYYY)
Include records that have no values for suffix and DOB

Date of Eith
Genetic Sex 5, Al Male Female
35N
Sireet Address {Full or Partial)
Ciy ZIP Code
Is Lsw Enforcement Officer (LEO)?  LEQ Badge #
Fhone (Home, Work, or Cel)

Find Adults with Open Workload

fnd | [ Cose | | Cearal |

2. Type the Last Name.

3. Click the Use Wildcard checkbox and the advance search will match any character
or sequence of characters that you put in the Last Name field.

4. Click the Name Suffix checkbox in order to select a suffix from the drop-down
menu.

5. Type the First Name.

6. Click the Use Wildcard checkbox and the advance search will match any character
or sequence of characters that you put in the First Name field.

7. Click the Include records that have no values for suffix and DOB checkbox and
the search results will generate a list of names which meet the search criteria, even
if the adult entry does not list the date of birth or suffix.

8. You can search for an adult by including the Date of Birth ONLY. If you do not
know the date of birth, click the Include records that have no values for suffix
and DOB checkbox.

9. Select the Genetic Sex by clicking All, Male, or Female.

10. Search using the adult’s Social Security Number by typing it into the SSN textbox.

11. Search using the adult’s full or partial address by typing it into the Street Address
textbox.

12. Search using the adult’s city by typing it into the City textbox.

13. Search using the adult’s zip code by typing it into the ZIP Code textbox.

14. If you are searching for a law enforcement officer, (i) click the checkbox next to the
Is Law Enforcement Officer (LEO)? option, and the LEO Badge # textbox will
become accessible, and (i) type in the LEO Badge #.

15. Search using the adult’'s home, work, or cell phone number by typing it into the
Phone textbox.

16. In order to include adults with open workloads in the search results, click the Find
Adults with Open Workload checkbox.

17. Click the Find button and any records matching the criteria entered will appear in
the Search Results screen. .

Adult Search 3

! Mo matches. Please change your criteria.

—

OR =

Revised: 7/2019

a. If the Search Results screen consists of multiple results and you are unsure of
which adult is the one you are searching for, (i) select an adult, and the row will
be highlighted in blue, (ii) click the View Info button, and the Adult Information
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screen will appear WITHOUT auto-populating the information into the fields, (iii)
review the Adult Information screen to ensure the correct adult is selected, and
when you find the correct adult, (iv) exit the Adult Information screen, (v) click
the Select button, and the adult’s information will auto-populate into the fields.

b. If you are sure of which adult is the one you are searching for, (i) select an
adult’s name, and the row will be highlighted in blue, (i) click the Select button,
and the Adult Information screen will appear, and the adult’s information will
auto-populate into the fields, (iii) review the Adult Information screen to ensure
the correct adult is selected, (iv) click the Close button, and you will return to the
Intake Case tab.

¥ Refer to the Juvenile & Adult Information Screens User Manual on how to navigate the Adult Information screen.

iv.  Add Adult Button
1. If the search does not return the adult and you have ensured that an adult record
does not exist, proceed with adding a new adult. Click the Add Adult button and the
fields at the bottom of the screen will appear.

The Add Adult

button will s =
create a new Al tamber

adult record e

with a unique & Add e

Adult Number. - P

All information Narme Suffx
pertaining to Fist Name

this adult will be Date of Bitth (MM/DDAYYYY)
found under the
assigned adult

number.

a. Type the Last Name.
b. Click the Name Suffix checkbox in order to select a suffix from the drop-down
menu.

c. Type the (i) First Name and (ii) Date of Birth, and (iii) click the Add button.
d. If the system finds possible matches, the Add New Adult screen will appear.
Add New Adult £
& ) System has found possible matches with the information you have
B IEtr:tsEa’:?risad that you review all possible matches. Would you like to
search for these matches?
Yes No

i.  If you would like to review the possible matches, click the Yes button, and
you will return to the Advance Search button in the Adult Search screen.
The Last Name, Suffix (if applicable), First Name, and Date of Birth
information will auto-populate into the Advance Search fields.

#& Refer to the Advance Search section on how to conduct an Advance Search.

ii.  If you have already conducted an Advance Search and did not find the
correct adult, click the No button, and the Information for New Adult screen
will appear.

e. If the system does not find any possible matches, the Information for New Adult
screen will appear. This screen consists of the Name/Address Information,
General Information, and Employment Information tabs.

i.  Name/Address Information Tab
1. The Last Name, Suffix (if applicable), First Name, and Date of Birth

information will auto-populate into the Information for New Adult fields
from the Add Adult button fields. (i) Type the Middle Name and (i)
select the Genetic Sex.
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Type the Zip
Code and click
the Find City
by Zip Code
button. The
City/Town and
State fields will
auto-populate
for Virginia zip
codes. Out-of-
state
information will
need to be
entered
manually.

The adult’s
address may
need to remain
confidential if a
Protective
Order already
exists.

For a new
respondent,
you can click
the Paste
Petitioner’s
button and the
petitioner’s
Address, Zip
Code,
City/Town, and
State will auto-
populate to the
respondent’s
fields.
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a. If the adult is deceased, (i) click the Is Deceased?* checkbox, and
the Approx. Date field will become accessible, and (ii) type the
approximate death date.

2. Type in the (i) Address and (ii) Zip Code, (iii) click the Find City by Zip

Code button, and the City/Town, and State fields will auto-populate.

a. If the adult is deceased, “Deceased” will auto-populate into the
Address and City/Town fields.

If the adult’s address needs to remain confidential, click the Is Address

Confidential?* checkbox.

If the adult’s address is unknown, click the Paste Unknown hyperlink,

and “Unknown” will auto-populate into the Address, City/Town, and

State fields.

a5 Please Enter ALL Available Information for New Adult =

NameAddress Information | Genersl Infomation | Empieyment Irfomation

Aduh Name
Last Name

Adutt Addrese
Address

Sufe o, Sr, 1,111, 1V, tc) [Nore_=
First Name Zip Code [ Find iy by Zp Code |
Middle Name

Genetic Sex () Male () Female () Unknown State

Is Deceased?

Al Fields in Bold Are Mandatory

=[] Yes [JNo [ Unknown

ii. General Information Tab

1.

The Date of Birth will auto-populate from the Adult Search screen. If the
Date of Birth is not listed, type it in at this time. The Age (YY-MM) will
auto-populate based on the Date of Birth. Select the (i) Race and (ii)
Height from the drop-down menus. The first Height drop-down menu is
for the height in feet and the second Height drop-down menu is for the
remaining height in inches. (iii) Type the adult’s approximate Weight (in
pounds), (iii) select the Marital Status from the drop-down menu, and
(iv) type the adult’s (iv) Driver’s Lic. #.

(i) Type in the adult’s Social Sec. #. If the adult is a U.S. Citizen, click
the Is Adult U.S. Citizen?* checkbox. Select the (ii) Ethnicity, (iii) Eye
Color, and (iv) Hair Color from the drop-down menus. If you work at the
Arlington CSU, type in the Docket #. If the adult has a driver’s license,
type the state abbreviation for the State Issued Driver’s License field,
or select the state’s name from the drop-down menu.

Type in the adult’s (i) Home Phone, (i) Cell Phone, and (iii) E-mail
address.

55/ Please Enter ALL Available Information for New Adut ===

Name/Address Information | General Information | Employmert Information

Adult Information

Date of Bith Age (YY- MM) 55N Is Adut 115 Ciizen? *

Race [Unknown v]  Ethnicity (Hispanic/Latino?) |

rege [ o [ <] wegn

Eye Color [Unknown v |  Hair Color [Unknown

Maria Status | Unknown - Docket i for Arington CSL)

Divers Lic. # State lssued Driver's License |

Adult Phone/E-mail

Home Phone

ii.  Employment Tab

1.

(i) Select the adult's employment status from the Status drop-down
menu, and type in the selected status’ (ii) Approx. Date, (iii) Employer
name, and (iv) Job Title. If you are searching for an LEO, click the
checkbox next to the Is Adult Law Enforcement Officer?* option, and
the Law Enforcement Officer Badge Number textbox will become
accessible, and type the officer's badge number.
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Type the Zip
Code and click
the Find City
by Zip Code
button. The
City/Town and
State fields will
auto-populate
for Virginia zip
codes. Out-of-
state
information will
need to be
entered
manually.
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d. View Button

Type in the adult’'s employment (i) Address and (ii) Zip Code, and (iii)
click the Find City by Zip Code button, and the City/Town and State
information will auto-populate. Type in the adult’'s work (iv) Phone

number and (v) Phone Extension (if applicable).

If the adult works from home, click the Same as Home hyperlink, and the
Address, Zip Code, City/Town, and State information will auto-

populate.

a;/ Please Enter ALL Available Information for New Adult ==

Name/Address Information | General information | Employment Infomation

Adut Employment Information

Adut Employer Address / Phone Number

Stetus [Unknown ] Aprox. Dete Address
Employer
Job Tt ZpCode [ Find Cty by Zp Coce. |
City/Town
Is Adult Law Enforcement Offcer?* State  [Uknown _ v] SameasHome

Phone Phone Exension

(i) Click the Save button, and the Adult Information screen will appear,
and (ii) review the Adult Information screen to ensure the information is
correct. The adult’s information will auto-populate into the fields. (iii) Click

the Close button and you will return to the Intake Case tab.

i.  Click the View button and the petitioner’'s Adult Information screen will appear. Click the
Edit Adult Info button to edit existing information and the Edit Information screen will

appear.

e. Clear Button

a5/ Juvenile Delinquent/Status Intake ==
Intake Case
Petioner' Information
Urknown? ~ SSN Name Add | [ View
Urknown? dd | [ View | [Cear
Juvenie's nfomation
SsN Name Add | [ view | [Cear
Juvenie Number DoB Age (Years - Morths)

Intake Case Number (ICN): Wil be assigned after saving
Cout Distict FIPS

Open Date v Time Close Date

Case Type ~| Petitioner Type ~
Relationship [ None -] ~ 2 ¥ in bold

Worker Keyed By

P Copy Itake — View / Prink View Supreme | [ Offense History
Case Irtake Report Cout Detals | | Summary Report

i.  Click the Clear button to remove the selected petitioner’s information from the fields.

8-/ Juvenile Delinquent/Status Intake =
Intake Case
Pettioner' Infomation
Unknown? ~ SSN Name Add | [ View | [ Clear
Unknown? acd | [View | [Clear
Juveriles Irfomation
SSN Name Add | [ View | [ Clear
Juvenie Number D08 Age (Years - Morths)

Intake Case Number (ICN): Will be assigned after saving
Court District FIPS
Open Date ~  Time _ Close Date
Case Type ~] Petitioner Type -
Reatonshp [Noe ] (Petgonerto uvenie)

Worker Keyed By

Mandatory fields displayed in bold

— Copy Itake — View / Prnt View Supreme. | [ Offznse Histoy
Case Intake Report Cout Defas_| | Summery Report

2. Respondent’s Information

a. Click the Add button and the Adult Search screen will appear. This screen consists of three

adult search options. If the search does not return the adult, and you have ensured that an
adult record does not exist, proceed with adding a new adult.

Revised: 7/2019
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If the Petitioner
and
Respondent
are the same
individual, click
the Get
Petitioner
hyperlink and
the
Petitioner’s
Information
will auto-
populate into
the
respondent’s
fields.
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a2 Juvenile Delinquent/Status Intake

Age (Years - Months)
Intake Case Number (ICN): Will be assigned after saving
Court Distict FIPS

Open Date - Tme Close Date

a5 Adult Search

(@ Adult Number

Case Type | <] Pettioner Type |

retterso Fotireo vt

Keyed By

View / Print
ntake Report

View Supreme
Court Detals

Mandatory fields displayed in bold

) Cascload Number
) Advance Search
ot ) Add Aduit

fense History
Summary Repor

Find

¥ Refer to the Petitioners Information section on how to navigate the Adult Search screen.
b. View Button

Click the View button and the respondent’s Adult Information screen will appear. Click
the Edit Adult Info button in order to edit existing information, and the Edit Information

c. Clear Button
i

screen will appear.

Count District

Open Date - Tme

Worker

B Age (Years - Months)

Intake Case Number (ICN): Will be assigned after saving

FIPS
Close Date

T )
Reatonship (Pettoreto Javenie)

Keyed By

View Supreme

View / Print.
Intake Report Cout Detais

Mandatory fields displayed in bold

Offense History
Summary Report

=
. o ) (Goor
oo = [ -
Juvenile’s Information
son Nane o ) (Goar

Click the Clear button to remove the selected respondent’s information from the fields.

2! Domestic Relations Intake

=

ntske Case
Petisoners formation
Unkown?  SSH Mame
N
Pame

Asvenie Number

o8
Cout Disrict | Aexendiia CSU)
Open Date 031VA015 « Tme 03
Case Type |
Relatonzig

Werker

Sane

3. Juvenile’s Information
a. Click the Add button and the Find Juvenile screen will appear. This screen consists of

multiple juvenile search options.

" Find Juvenile

274200 4

Intake Case Number (ICN): Will be assigned after saving

FIPS [510- Aeendra

Clase.

Find Juvenie | Dirsct Gare Population | Detention

Popuiation | Add Juvenile

Search by
© Juvenile Number
DC Number
©) Irtake Case Number
© Cassload Number
© Advance Search

Frevious Selections

Juvenie Number

Street Address

Use Widcard

Include [None

Show Last Resuts

#® Refer to the Login & Search User Manual on how to search for a juvenile.

b.

If the search does not return the juvenile, and you have ensured that a juvenile record does

not exist, proceed with adding a new juvenile by clicking the Add Juvenile tab.

Revised: 7/2019
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a5 Add Juvenile =

Find Juvenie | Direct Care Population | Detention Popuiation | Add Juverile F
Please enter juvenile's legal name (do not

use nicknames) and date of birth, if known

Last Name (Required)

First Name: (Required)
Date of Bith Age (YY-MM)

Show Last Resulls

i. Typeinthe Last Name.
i. Click the Name Suffix checkbox in order to select a suffix from the drop-down menu.
iii. ~ Type in the (i) First Name and (ii) Date of Birth, and the Age (YY-MM) will auto-
populate based on the Date of Birth, and (iii) click the Add button.
iv.  If the system finds possible matches, the System has located X possible match(es)
screen will appear.

Wote: it ko prveraies ity 0 mdams o et of beth recomied.

S Verire | [poiten | =

1. If the Search Results screen consists of multiple results and you are unsure of
which juvenile is the one you are searching for, (i) select a juvenile, and the row will
be highlighted in blue, (ii) click the View Info button, and the Juvenile Information
screen will appear WITHOUT auto-populating the information into the Juvenile’s
Information fields. (iii) Review the Juvenile Information screen to ensure the correct
juvenile is selected. When you find the correct juvenile, (iv) exit the Juvenile
Information screen, (v) click the Select button, and the juvenile’s information will
auto-populate into the Juvenile’s Information fields.

2. If you are sure of which juvenile is the one you are searching for, (i) select a
juvenile, and the row will be highlighted in blue, (i) click the Select button, and the
Juvenile Information screen will appear, and the juvenile’s information will auto-
populate into the Juvenile’s Information fields. (iii) Review the Juvenile Information
screen to ensure the correct juvenile is selected. (iv) Click the Close button and you
will return to the Intake Case tab.

3. If the search does not return the juvenile, and you have ensured that a juvenile
record does not exist, proceed with adding a new juvenile by clicking the Add New
button. The Information for New Juvenile screen will appear.

a. If the system does not find any possible matches, the Information for New
Juvenile screen will appear. This screen consists of the Name/Address
Information, General Information, and Birth/Family/Alien Information tabs.

8=/ Please Enter ALL Available Information for New Juvenile ==

Name/Address Irfomnation | General Infometion | Bith/Famiy/Alen Infomaiion
Juverile Name Juvenie Address
Last Name Address
Sufx O, Sr. L IL1IL V. ete) [None )
First Name Zp Code [_Find Cay by 2p Coce |
Widdie Name: Gty/Town
Genetic Sex ) lise () Femdle State Unknown
Is Deceased?” Paste Unicnown
Juverie FIPS of Residerce

Resident of Other/Unknown ]
@ Yes CIte @ trkrom

Al Fields in Bold Are Mandatory
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The address
should reflect
the juvenile’s
current home
address. If the
juvenile is
committed to
DJJ or resides
in a group
home or other
facility, make a
note of their
current location.

Type the Zip
Code and click
the Find City
by Zip Code
button. The
City/Town,
State, and
Juvenile FIPS
of Residence
fields will auto-
populate for
Virginia zip
codes. Out-of-
state
information will
need to be
entered
manually.

Use the Paste
Unknown
hyperlink if the
juvenile will not
provide his/her
name or
address but
need to be
detained.

In order to enter
Is DNA
Taken?*
information,
verify the
information with
the clerk’s
office.

Revised: 7/2019

Name/Address Information Tab

1. The Last Name, Suffix (if applicable), First Name, and Date of Birth
information will auto-populate into the Information for Juvenile screen. (i)
Type in the Middle Name and (ii) select the Genetic Sex.

2. Type in the (i) Address and (ii) Zip Code, (iii) click the Find City by Zip
Code button, and the City/Town, State, and Juvenile FIPS of
Residence fields will auto-populate.

3. If the juvenile’s address is the same as the petitioner’s address, click the
Paste Petitioner’s hyperlink, and the Juvenile Address fields will auto-
populate to the petitioner’s address.

4. If the juvenile’s address is the same as the respondent’s address, click
the Paste Respondent’s hyperlink, and the Juvenile Address fields will
auto-populate to the respondent’s address.

5. If the juvenile’s address is unknown, click the Paste Unknown hyperlink,
and the Address, City/Town, and State fields will auto-populate to
“Unknown.”

a:/ Please Enter ALL Available Information for New Juvenile ==

Name/Address Information | General Infommaion | Bith/Famity/Alen Irformation

Juverile Name Juverie Address

Last Name Address
Suffoc e . LILIIL V. etc) [None )

First Name Zp Code [[Find Ciy by Zp Code |

Widdie Name Gty/Town

Genetic: Sex ©) lide ©) Femde State Unknown

Is Deseased?* Paste Unknown

Juvenile FIPS of Residence

P T —
@ v Ot @ thoown

Al Fields in Bold Are Mandatory

General Information Tab

1. (i) Type in the juvenile’s Social Sec. #. If the juvenile has submitted a
DNA sample, click the Is DNA Taken?* checkbox. Select the juvenile’s
(i) Race and (iii) Ethnicity from the drop-down menus. (iv) Select the
Height from the drop-down menus. The first Height drop-down menu is
for the height in feet and the second Height drop-down menu is for the
remaining height in inches. (v) Type in the juvenile’s approximate Weight
(in pounds), select the (vi) Eye Color and (vii) Hair Color from the drop-
down menus, (viii) type the juvenile’s School name, and (ix) select the
juvenile’s Grade from the drop-down menu. If you work at the Arlington
CSU, type in the Arlington CSU Social File #.

2. If the juvenile has a driver’s license, or any government—issued
identification card, select the type of identification from the Type drop-
down menu.

a. If the juvenile has an ID card, type in the (i) License # and (ii) state
abbreviation for the State Issued field. You can also select the
state’s name from the drop-down menu.

b. If the juvenile has a Full driver’s license or Learner’s permit, (i)

select the Status from the drop-down menu, type in the (ii) License #

and (iii) state abbreviation for the State Issued field. You can also

select the state’s name from the drop-down menu.
3. Type in the juvenile’s (i) Home Phone, (ii) Cell Phone, (iii) Work Phone,
(iv) Extension, and (v) E-mail address, if applicable.

52/ Please Enter ALL Available Information for New Juvenile ==
Name/Address Information | General Information Emh/Fam\[y/AﬂEn Information
Juvenile Infornation Juvenile Drver's License
SSN Is DNA Taken? * Tyee wn -
Race [Uknown = Unknown
Bhnicity(Hspanic/Latino?) <]
Heigt [ |" [ =)"  wein
Color: Eyes [Unknown =] Har [Unknown v] Juvenile Phone/Emai
School Home Phone Cell Phone:
Grde [Usknown =]  WorkPhane Edertion
Mington CSU Social Fe # Emai
*@Ys ONo @ Lknown
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iii.  Birth/Family/Alien Information Tab
1. The Date of Birth will auto-populate from the initial Juvenile Search
screen. If the Date of Birth is not listed, type it in at this time. The Age
(YY-MM) will auto-populate based on the Date of Birth. (i) Type in the
state abbreviation for the State of Birth field. You can also select the
state’s name from the drop-down menu. (ii) Type in the Birth Country
and (iii) select the Birth Verification from the drop-down menu.
a. If the juvenile’s birth certificate is used for Birth Verification, type in
the Birth Certif. #. If the birth certificate number is unknown, click the
Unknown hyperlink, and it will auto-populate to “Unknown.”

2. Type in the juvenile’s (i) Mother’s Maiden Name, and select the (ii)
Annual Family Income and (iii) Living with from the drop-down menus.
3. The juvenile’s alien Status will auto-select “No.” If the juvenile is an
alien, select “Yes”, and type in the juvenile’s Immigration # and
Citizenship. If the juvenile is a suspected alien, select “Suspected”, and
type in the juvenile’s Immigration # and Citizenship.
9 Please Enter ALL Available Information for New Juvenile @
Name/Address Infomation | General Infomation | Bith/Famiy/Alen ifomation |
b B;‘:t?;g:m Age (YY-MM)
State of Bith Unknown - Bitth Country
Birth Verffication | Nene - Bith Certif. # Unknown
Juvenile Family Information Juvenile Alien Information
Arusl Famiy income [Unknown__+]
Lvngwth [Unknown v
= [ Yes [0 Mo [ Unknown
4. (i) Click the Save button, and the Juvenile Information screen will

appear, and (ii) review the Juvenile Information screen to ensure the
information is correct. The juvenile’s information will auto-populate into
the Juvenile’s Information fields. (iii) Click the Close button and you
will return to the Intake Case tab.

c. View Button
i.  Click the View button and the Juvenile Information screen will appear.

a2/ Juvenile Delinquent/Status Intake ==
Inicke Case =l &
Pettioners Information i duvemie nfomation
Unknown? SN Nam | wveie Number e
Arveie e
o bnage
Unknown? Datoof it Aga (Veamn - Morths) i
| e / Eibricey
Juvenile’s iformation P
SN Nerne Fesdertof Gereti Sex
Juvenile Numiser 008 Age (Years - Morihs) Sme [ Anc.| Con okan | 10 Mot | Coianimia] Ao | Fas | ccamsion
Intake Case Number (ICN): Will be assigned after saving o
Cout Distict FIPS
Open Date - Tme : Close Date |
Case Type =] Petitioner Type - | )
Relationship None =] (Pettioer to venie) Mandatory fields displayed in bold
Worker Keyed By
Copy Intake View / Pirt View Supreme | [ Offense History
£33 Case e Intake Report Cour Detsis | | Summary Repot
Ceee

#® Refer to the Juvenile & Adult Information Screens User Manual on how to navigate the Juvenile Information
screen.

d. Clear Button
i.  Click the Clear button to remove the selected juvenile’s information from the fields.
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For Intakes
completed by
the After-Hours
Intake Unit, the
Court District
field will need to
be manually
selected from
the drop-down
menu.

For Case Type,
if you select 07
-Diversion or
14- Pending for
the offense
decision, the
close date will
not auto-
populate until a
final disposition
is entered.

Case Typeis a
mandatory field.

Petitioner
Typeis a
mandatory field.
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4.

Unknown? Add | [view | [Clear

Juveriles Information
ssN Name Add | [View | [Cear
Juvenie Number DoB Age (Years - Months)

Intake Case Number (ICN): Will be assigned after saving
Cout Disrict FIPS
Open Date - Tme z Close Date.
CaseType [ <] PemtionerType [+

Relationshp [ None: ] (Pettionerto duvenie) Mandatory fields displayed in bold

Intake Case Number (ICN)
a. The Intake Case Number (ICN) will auto-generate an assigned number after you save the
intake.
b. Court District
i.  The name of the Court Service Unit will auto-populate into the field.
c. FIPS
i. Selectthe FIPS from the drop-down menu. The selected FIPS should represent the
locality the offense occurred in or be based on which FIPS has jurisdiction over the
case.
d. Open Date
i.  The Open Date will auto-populate to the current date. If you would like to change the
date, select the date from the calendar screen.
i. Time
i.  The Time will auto-populate to the time when the intake screen opened. If you would
like to change the time, highlight the hour, minutes, or seconds fields, and click the up
or down arrows until the correct time is displayed OR highlight the hour, minutes, or
seconds fields and type in the new time.
j. Close Date
i. The Close Date will auto-populate when a final disposition is selected.
k. Case Type
i. Selectthe Case Type from the drop-down menu.
I. Petitioner Type
i. Select the Petitioner Type from the drop-down menu.
m. Relationship
i.  The Relationship will auto-populate to None. If you would like the change the
relationship, select the Relationship the petitioner has to the juvenile from the drop-
down menu.
n. Worker
i.  The Worker will auto-populate to the name of the person creating the intake.
0. Keyed By
i. The Keyed By will auto-populate to the name of the person entering the intake
information into BADGE.

52 Juvenile Delinquent/Status Intake =4
Intake Case
Pettioners Irfomation
Unknown? SN Name Add | [ View | [Gear
Urknown? Add | [ view | [Cear
Juvenie's ifomation
SN Name Add | [ View | [Cear

Juverile Number DOB Age (Years - Morths)

Intake Case Number (ICN): Will be assigned after saving
Cout st FIPS
Open Date v Time S Close Date
CaseType [ <| PelitionerType <]
Relatorstip (None v| (Petsionerto wvenie) Mandatory fields displayed in bold

Wiorker Keyed By

Save Copy take Cose View /Pt View Suprome. | [ Offense Histor
Cose Inizke Repott Court Deteis | | Summery Report
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In order to copy

an intake case,
you MUST
have an
existing
Custody
Petition,
Support
Petition, and/or
Protective
Order.

The Delete
Intake Case
button should
not be used in
lieu of editing
incorrect
information.
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p. Click the Save button and the Intake Case Number will generate. The Narrative tab will
appear, all of the buttons at the bottom of the screen will become accessible, and the Add

Custody Petition, Add Support Petition, Add Protective Order, and Add Abortion
Petition buttons will appear.

-

Intake Action Buttons

45! Juvenile Delinquent/Status Intake ==
Intake Case | Namaiive
omation
Nam Add | [View ] [Glear
Add Cles
Name add | [View ] [Ce:
008 Age (Years - orths)
Intake Case Number (ICN): 3487721
Cout District FIPS
Open Date Time Close Date
Case Type Petitioner Type
Relationship (Pettiorerto Jovenie)
Worker Keyed By
Edit Intake Case | [ Copy rtake Delets Irtake View / Pt View Supreme | [ Offense Fistory
info Case Case Intake Report Cout Detais | | Summary Report
[ Add duvenie inake | [ AddCourt Summons | [ Add Bench Warrant |

Once you save the information in the Intake Case tab, the buttons at the bottom of the screen will

become accessible.

o) Juvenile Delinquent/Status Intake ==
Intake Case. | Namative
Pettion ion
Unknowni? SN Narm Add | [View | [Glear
Add Clear
s Information
SN Name add | [View ] [Ce:
duvenie Number 008 #ge (Years - Morths)
Intake Case Number (ICN): 3487721
Cout Distct FIPS
Open Date Time Close Date
Case Type Petitioner Type
Relationship (Pettionerto Jovenit)
Woker Keyed By
Edit ke Case | [ Copy niake Dekte itake View / Pt View Supreme | [ Offense Fistory
irfo Case Case Intake Report Cout Detais | | Summary Report
[ Add duvenie inake | [ AddCourt Summons | [ Add Bench Warrant |

1. Edit Intake Case Info Button

a. (i) Click the Edit Intake Case Info button, (ii) edit the information, and (iii) click the Save
button when the edits are completed.

2. Copy Intake Case Button

a. (i) Click the Copy Intake Case button and the Copy Domestic Relations Intake Case
screen will appear. The checkmark(s) will auto-populate based on the EXISTING intake
document associated with the intake. If multiple documents exist, all the documents will be
selected automatically. You can deselect any document that you do not want to copy. You
MUST select at least one document to copy. (ii) Click the Save button.

52 Copy Juvenile Delinquent / Status Intake Case - ICN: 3487721

Criginal Petitioner

Aduk Number Pefitioner Name
Original duvenile

duvenile Number duverile Name
Juvenile intakes U

Offenses Recorded Peftions Fled

Detention Orders (DO} Filed

Pettioner's information

Unknown?  SSN Name

Juvenile’s Information
SSN Name

Juvenile Number DOB

Check Al Documerts You Wart to Copy.

Juvenile Intzkes Court Summons

Save

3. Delete Intake Case Button

New Intake Case Information

Bench Warants

View
Court Summons (CS) Banch Warrants (BW)
Offenses Recorded Cffenses Recorded
Sheter Care Orders (SC) Fied
Irfomnt Copy Intake Case 23
Add [Q] Please select at least one document type to copy.
Age (Years - Morths) =
Detertion Orders Shekter Care Orders I
QK
e ]

a. Click the Delete Intake Case button and the Delete Intake Case screen will appear.

Revised: 7/2019
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4. View/ Print Intake Report Button
a. Click the View/Print Intake Report button and the CSU Intake — Reports screen will
appear.
5. View Supreme Court Details Button
a. Click the View Supreme Court Details button and the Supreme Court Details screen will
appear. If there is no information entered by the Supreme Court, the Supreme Court Details
screen with a message will appear.

[ e Cotnoa =]
Petitianer: FRespondent
Juvarie N

Auverde DOB:

Information from the Supreme Court must be verified for accuracy.

The amount of
information
found on the
Supreme Court
Details screen

may vary : et
dependlng on e et [FRGEATOFVA [0] No data found for this case
the court of P o
jurisdiction.

S Case Humber Satute

Cfiense ko Page 1) | Offenes info (Page 2 | Liosnse b | Fines/Atomey/Bai/Bond | Heaings

Supestne Ct Nams. Supreme . DOB

Supreme Court Details 22 |

fmerded Offense Code.

Final Diapeabion:
Hppesied Dete
Remarks

OR

6. Offense History Summary Report Button
a. Click the Offense History Summary Report button and the CSU Intake — Reports screen
will appear.

Add New Petitions and Orders
At the bottom of the Intake Case tab, four buttons allow you to add a new petition:

Custody Petitions| Support Petitions | Protective Orders| Abortion Petitions

45 Domestic Relations Intake

ke Cate | Namaive

Fettioner Infornation

S5

Fleapsedert s infomation
7 SSN

Juvenie’s rfomaticn
SN

Cout Dzt
Open Date
Case Type:

Reletiorshio

Name

harme

Hame

D0

Intake Case Number (ICN). 3487725

Trne

(Pttionarto

Age (Years - Morths)

FIPS
Clese Date

Petitioner Type

vere)

arker Keyed By

Edt nfake Case Copy take Deiete take View / Print View Supreme: | | Offenos Hatoyy
o Case Case Fiske Rapot Cout Detais Surmary Repot

Add Custody Pettion #add Support Fettion Add Protective Order ‘Add Aoortion Petien I

1. Add Custody Petition Button
a. Click the Add Custody Petition button and the Custody Petition tab will appear. The
Offense Date will auto-populate to the current date. If you would like to change the date,
select the date from the calendar screen.

a5 Domestic Relations Intake

ense
\\\\\\\

v Add New Offense

Find VCC Code |~ Statute

Judge Ordered Detertion
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Multiple VCC’s i. (i) Click the Find VCC button and the Search Offense screen will appear. You can
can be added search for an offense by Statute, VCC, Heading, Sub-Heading, or Description. The
toa Use Wildcard?* checkbox will be selected automatically. If you do not want to use the
petition/order. wildcard function, uncheck this box. (ii) Click the Find button and a list of VCC’s and
You must add a Offense Decision’s will be generated which meet the search criteria. (i) Select a VCC,
juvenile to the and the row will be highlighted in blue, (iv) click the Ok button, and you will return to the
Juvenile Custody Petition tab.
Information
section in order o soch e =
to file a custody e —_ —
petition. If you o : ~
do not add a o
juvenile prior to —
clicking the WG Saue e Dopor
Add CU Stody ::'.'f:e‘"‘ﬂ *BEA%S MOTION Y(j 5FE\‘:\‘UUSEC'.:JS-TCVD_V.'UST"EM
Petition button, o ki owoaemasorwaome o T
an error screen st iEratias  oETemUTENO CiTOOY U
WI” appear CUS-381398 16124143 CONSENT ORDER. CUSTODY
Clle the Flnd Sub Headng | JUVENILE AND DOMESTIC
o FYes [N oo ) [ o]

button if you
would like to

selecta b. (i) Select the Offense Decision from the drop-down menu, (i) click the Save button, and

custody-related . . . . . .
offense without the saved information will appear in the Charged Offense Information section.

entering any

- . . "4 Domestic Relations Tntake =
information into =
Intake Case | Namative | Custody Petition
the search Crrged Oferee viomt
i Off

flelds . Qfense  voCCode O Offense Descrption pu Qferse 0 Sf};ﬁ e o VCCCade  \ymper Ofnse Desciption
Visitation
petitions should
be created pT—r—— ETT———
under the o _—
Custody Heading Heading

o Subheading Subheading
Petition tab. e Desrpten

Penalty Modfier Judge Ordered Detention Penalty Modifier Judge Ordered Detention
Offense Decision | - Offense Decision
‘

c. Add New Offense Button
i. If another offense needs to be added to the petition/order, (i) click the Add New
Offense button, and the Selected Offense Details fields will become accessible, and
(ii) repeat the steps above to add another offense.

5 Domestic Relations Intake === a=! Juvenile Definquent/Status Intake ==
Charged Offense Information Charged Offense Information
Ofiense Ofiense Ofiense Retrieved Offense Ofiense Offense Retrieved
s VCCCode  Het®  Offense Descrption pm Shence o e e VCCCode  potee  Offense Descrtion PM e w0 peinees
EINE c ../ | | _m &u|]
Selected Offense Defaik Selected Offense Detais
Offense Date Add New Offense OffenseDate || B} Add New Offense
VCC Code Statute ‘Add Custody Afdavt VCC Code Find VCCCode | Statute
Heading Heating
Subheating Subheating
Description
Judge Ordered Detertion PenabyModfier [ ] [l Judge Ondered Deterion
Offen n | -]
Ca) (o (e

d. Add Custody Affidavit Button
i. Click the Add Custody Affidavit button and the Custody Affidavit tab will appear.
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For the
Subscribed
and sworn
before me on,
the petitioner
raises his/her
right hand and
swears and
affirms that all
the provided
information is
accurate.

For the Time
Resided
textbox, specify
the unit of time.
For example, 6
weeks, 11
months, 2.5
years, etc.

For the Person
with Whom
Child Resided
section, if the
juvenile resides
with both
parents, type
“Both” into the
First textbox
and “Parents” in
the Last
textbox.
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a2 Domestic Relations Intake

Charged Offense Information

-

Offense ense G
VCCCode e Offense Desciption P pifense. Chid's Cunent Address.

Selected Offense Detals
Offense Date

Add New Offense

Add Custody Afidavit

VG Code Siatute
Heading

Subheading

Judge Ordered Detertion

n
Delete Fie Pettion

ii. Click the Add button and the Custody Affidavit screen will appear. This screen consists

of
Af
1.

1.

Revised: 7/2019

the Affidavit Data, Address Information, and Affidavit Data (continue) tabs.
fidavit Data Tab
The petitioner and respondent names will auto-populate into the affidavit.

-

Aicdavt Dt | Address Information | Afidav Deta (contiue)
CUSTODY AFFIDAVIT

e Basie duvenie’s Name

UNKNOWN, UNKNOWN v.

UNKNOWWN, UINKNOWN

1. The chkd presently resides at

The chid commenced ressdng there or

Subscribed and swom before me an

Click the (i) Paste Juvenile’s Name and (ii) Paste Juvenile’s Address hyperlinks,
and the information will auto-populate.

Select the The child commenced residing there on date from the calendar
screen.

The Subscribed and sworn before me on date will auto-populate to the current
date. If you would like to change the date, select the date from the calendar screen.
The time will auto-populate to the time the Custody Affidavit screen was opened. If
you would like to change the time, click the time, and the time fields will be
highlighted in blue, and type in the time the petitioner is sworn before you. The
Intake Case Number (ICN) will auto-populate to the assigned ICN.

Address Information Tab

=4 Custody Affdavit

Address Infomation. | Afidavt Data foontinue)
2 T ctver pinces where and persors veth whom ths chid hes ived during the las five {5) years

Tems Resded  From _ To

Chida Addreas Ferson Resded wih

Tine esided

Free Te:
Address Where Chid Fesided

Addess

oy Staee oy State

Add

If the juvenile has not lived at the current address for at least five years, (i) click the
Add button, (ii) type in the time the child lived at the address in the Time Resided
textbox, (ii) select the date the juvenile started residing at the address from the
From calendar screen, and (iv) select the date the juvenile stopped residing at the
address from the To calendar screen.
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2. Type in the Address Where Child Resided. If the juvenile lived at the petitioner’s
current address, click the Paste Petitioner’s Address hyperlink, or if the juvenile
lived at the respondent’s current address, click the Paste Respondent’s Address
hyperlink, and the address information will auto-populate.

3. Type in the (i) First and (ii) Last name of the person with whom the juvenile resided.

4. Type in the Current Address of Person with Whom Child Resided. If the juvenile
resides with the petitioner at the current address, click the Paste Petitioner’s
Address hyperlink, or if the juvenile resides with the respondent at the current
address, click the Paste Respondent’s Address hyperlink, and the address
information will auto-populate.

5. (i) Click the Done button when the information is complete. (ii) Continue to add all
the addresses where the child lived over the past five years until all the information
is completed.

6. In order to edit existing address information, (i) select an address, and the row will
be highlighted in blue, (i) click the Edit button, and the fields at the bottom of the
screen will become accessible, (iii) edit the information, and (iv) click the Done
button when the edits are completed.

7. In order to delete address information, (i) select an address, and the row will be
highlighted in blue, and (ii) click the Delete button.

v. Affidavit Data (continue) Tab

=/ Custody Affidavit

| Afficavit Data | Address Information | Afidavit Data (continue)
31 have © haverot particiated. sther as a party, wihess, or in any other capacity n any other itigation (court
procssding) conceming custedy of or visitation with this hild, in any State orforsign courtry.  yes. complete below:
a. Name of Court and State orforeign county in which ltigation eccured:
b. When didthe tigation occured:
. What was the outcome of the Itigation
d. Attach 3 copy of all pleadings and Orders fied in this tigation.
41 do© donot

51 do® donat
custody of this chid or wi
a. Name and address of person:

is ot already named as a party in this proceeding who has physical
ion fights with respect to chid. ff yes

b. Doesthis person have physical custody of the child?:  Yes No
. State why you believ this person clams to have custody visitation rights to the chid:

1. (i) Select all the options that apply to the petitioner. If the selected options require
additional information, add the information at this time. (ii) Click the Save button and
you will return to the Custody Affidavit tab. The custody affidavit will be displayed in
the Custody Affidavits Attached to the Intake Case section. The entered
information will auto-populate into the custody affidavit form.

a5 Custody Affidavit == 5= Domestic Relations Intake ==

Affidavit Data | Address Information | Affidavi: Data (continue) Intake Case | Namative | Custody Petiion | Custody Afidavt |

31 have © havenot participated. ether as 2 paty. winess, or in any other capaciy in any other ltigation (court Custody Affidaves Atached o the Intaks Cass
procesding) canceming custady of o visitation with this child, in any State orforeign country. ff yes, complete below:
a. Name of Court and State or foreign courtry in which ltigation occured:
b. When dd the itigation o

Affidavi #  Chids Name Child's Cument Address

. What was the outcome of the ltigation:
d. Attach a copy of al plea

41 do© donot
limited to custo

Ad | [ B | [ Copy | [ Deete | [ ViewPin

1y in which proceeding i pending:
b. Attach a copy of allpleadings fied in the figation

51 do ) donot
custody of this child
a. Name and a

¢ f any person who i not aready named as  party inthis proceeding who has physical
s to have custody or vistation rights wih respect to child. F yes:

b. Does this person have physical custody of the chid?:  Yes No
. State why you believe this person claims to have custodyvistation rights to the chid

vi.  Inorder to edit an existing custody affidavit, (i) select a custody affidavit, and the row
will be highlighted in blue, (ii) click the Edit button, and the Custody Affidavit screen will
appear, (iii) edit the information, and (iv) click the Save button when the edits are
completed.
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5= Domestic Relations Intake == " Custody Affidavit ==
Intake Case | Narative | Custody Petton | Custody Aficav | Afidavit Data | Address Information | Afidavt Data (continus) |
Custody Affidavits Attached to the Intake Case CUSTODY AFFIDAVIT
Afidavi # _Chid's Neme Chid's Curent Address: e Pasts duvenie's Namme

v

I affiant, state the under oath:

omitted from this fonm and submitted under seal because | allege that the heakh, safety or bey of

=4 by daclosure. Ancther pary may request that  hearng be held o detemine whetherthis
[ Ex ] [ coy ] [ Dee | [ VewPm ]
1. The chid presently resdes at Past Juvenie's Address
The child commenced residing there on [T and has resided there contiriously to this date
Subscribed and swom before me on - Irtake Case Nurmber (CH)

vii.  In order to copy an existing custody affidavit, (i) select a custody affidavit, and the row
will be highlighted in blue, (i) click the Copy button, and the Select Custody Affidavit
Number screen will appear, (iii) ensure the Affidavit # matches the affidavit you wish to
copy, (iv) click the Ok button, and the Custody Affidavit screen will appear, (v) edit the
information, and (vi) click the Save button when the changes are completed. The copied
affidavit with the new information will appear in the Custody Affidavits Attached to
the Intake Case section.

a2l Custody Affidavit =

Affidavit Data. | Address Information | Affidavit Data (continue)

CUSTODY AFFIDAVIT

hre: Paste Juvenile’s Name

Cruos A

UNKNOWN, UNKNOWN  v.

1. [UNKNOWN, UNKNOWN the undersigned affart. stats the following information under oath

] Cettain information s been omitted from this form and submitted under seal becauss | allege that the heath, safety or iberty of
 paty or child would be jeopardized by disclosure. Ancther paty may request that a heaning be held to detemming whether this
infomnation should be disclosed

Select Custody Affidavit Number 1. The chid presertly resides at Paste Juvenile's Adcress

The child commenced resicing there on [@" and has resided there continiously to this date.
Custody Affidavit Number

Subscribed and swom before me on - Intake Case Number (ICN)

= —

[ ox | [ cance |

viii.  In order to delete an existing custody affidavit, (i) select a custody affidavit, and the row
will be highlighted in blue, (ii) click the Delete button, and the Please Confirm Delete
Operation screen will appear.

ix.  In order to view or print the custody affidavit(s) related to the intake case, (i) select a
custody affidavit, and the row will be highlighted in blue, (i) click the View/Print button,
and the completed custody affidavit will appear. From this screen, you can view, print,
or save the custody affidavit.

e = Vg Dnpinnt O e e
85' Domestic Relations Intake ==

Intake Case | Namative | Custocy Pettion | Custody Afidavt |

Custody Afidavits Attached to the Intake Case

Afiidavit ¥ Chil's Name Child's Curent Address

[ aa | [ Ee | [ Cor | [ Dete | [ Viewrrt |

e. Edit Button
i. (i) Select an offense, and the row will be highlighted in blue, (ii) click the Edit button, (iii)
edit the information, and (iv) click the Save button when the edits are completed.
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35 Domestic Relations Intake

35/ Domestic Relations Intake

Intake Case | Namative | Custody Petiion | Custody Afidavt

Charged Offense Information

Intake Case | Namstive | Custody Pettion | Custody Afidavt

Charged Offense Information

Offense
Date

Offense

VCCCode  ioee

Offense Descrption

Offense
Decision

Retrieved Offense Offense
9 pyihe S Date VCCCode  pimper  Offenss Desciption

Offense
Decision

Retrieved
% bythe sC

Selected Offense Detaiis
Offense Date
VCC Code Statute
Heading

Subheading

Judge Ordered Detention

Offense Decision
‘ Edt | [ Delte | [ FiePettion

Add New Offense

Find VCCCode | Statute [18.2456(5)

Penalty Modfier

Judge Ordered Detertion

Offense Decision [

[ sawe | [ cancal

f. Delete Button

Add New Offense

i. (i) Select an offense, and the row will be highlighted in blue, (ii) click the Delete button.

g. File Petition Button

i Click the File Petition button and the Check Information Before Continuing screen will

sentto the appear. You CANNOT make any edits once a petition is filed. If you need to add
Virginia . . N .

Supreme Court another offense, affidavit, or order at this time, click the No button.

and cannot

make any Check Information Before Continuing b

changes to the
petition. If there
is an error, you
should create a
new petition
and must
contact the
Supreme Court
to inform them
of the mistake.
You will need to
provide the
Supreme Court
with the original
and new SC#.

Please be aware that after saving petition you will
B\ ot be able to edit selected offense’s information.

Offense Date: 07/25/2016
WCC Code: CUS-3815-19

‘Would you like to continue?

Yes

No

1. If the information is complete, click the Yes button and the Petition screen will

appear.

ol Petition

=

Juvenile #

Description

Gffense Information
Offense Date |

Domestic Relations Intake - Intake Case Number (ICN)

Juvenile’s Name DoB

Petitioner’s Name:
VCC Code

Statute Offense Number

Petition Information
Petition: Date ~  Time

Otense e

+ Juvenie’s Age at the Date of Peition (Years - Months)

The Copy
Offense Text
button is helpful
when entering
the same
Offense Text
for multiple
juveniles at the
same time. (i)
Click the Copy
Offense Text
button, (ii) type

Chid Held in Custody? () Yes () No @) N/A ot prit juverile's

Do
address and phone

Do not print corfidential
adut address and phone

Place of Detertion or Shelter Care | No Selection Was Hlade -
@ Time

@ Time

Taken into Custody: Date:

Placed in Detention or Shefter Care: Date Delete

sc#

All the information in the Domestic Relations — Intake and Offense
Information sections will auto-populate.

the Offense b. The Petition Date and Time will auto-populate to the date and time the Petition
Number, and screen was opened. If you would like to change the date, select the date from
(iii) click the Ok the calendar screen. If you would like to change the time, highlight the hour,
button. minutes, or seconds fields and click the up or down arrows until the correct time
Printing the is displayed OR highlight the hour, minutes, or seconds fields and type in the
same petition new time.
multiple times c. The Offense Text will auto-populate standard language for the selected offense.
‘t’;’]'('a' g‘(’:tghange You can edit the information in the Offense Text textbox.

' d. If the detention-related questions do not apply, leave the fields blank.

e. If the juvenile’s information needs to remain confidential, click the Do not print

juvenile’s address and phone checkbox.
f. If the adult’s information needs to remain confidential, click the Do not print
confidential adult address and phone checkbox. This feature will ONLY work

Revised: 7/2019 18|Page



BADGE Manual

if the Is Address Confidential?* checkbox is selected on the Adult Information
screen.

¥ Refer to the Petitioners Information section on how to navigate the Adult Information screen.

Revised: 7/2019

g. Click the Save button and the SC # will auto-populate.

h. In order to edit the petition, (i) click the Edit button, (ii) edit the information, and
(iii) click the Save button once the edits are completed.

i. In order to delete the petition, click the Delete button, and the Please Confirm
Delete Operation screen will appear. If you delete the petition, you will return to
the Custody Petition tab in the Domestic Relations Intake screen.

j-In order to view or print the petition, click the View/Print button, and the

completed petition will appear. From this screen, you can view, print, or save the
custody petition.

= Petition ==
Domestic Relations Iniake - Itake Case Number (ICN)
Juverile # Juvenie’s Name DoB
Petioners Name:
Offense Informat
Offense Date VCC Code Staute Offensa Number
Descption
Petion Information
Petition: Date Time Juvene's Age at the Date of Pettion (Years - Morths)
Offense Text | Copy Offense Tedt
Chid Heldin Custody? ) Yes ( No (@ N/A Do
address and phone
Place of Detertion or Shelter Care
Do et print corfidentil
Takeninto Custedy: Date Time adut addres phene
Placed in Detention or Sheher Care: Date Tim

k. In order to exit the Petition screen and return to the Domestic Relations Intake
screen, click the Close button.

If “CUS-8110-J9” is selected for the VCC Code, the Foster Care Petition screen will
appear.

a. Foster Care Petition Screen

i.  The Foster Care Petition screen is used for juveniles who turn 18 while in
foster care and either wish to continue with foster care services or who opted
out of services and wish to opt back in. This screen lists the VCC and SC#,

and consists of the Foster Care Petition, Part 1, Part 2, and Part 2
(continued) tabs.

o) Foster Care Petition fr=E ]
Petion for Approva of Voluntary Continuing Servioes and Support Agroement -
vee scH

Foster Care Peition. Part 1 | Part 2 | Part 2 (continued) |

‘The undersigned Pettioner states under oath to the best of their knowledge and belief that the folowing are true:

1. [F] The paticipart enteredinto a Voluntary Cortinuing Services and Support Agreemert ("Agreemert”) with the

through the Fostering Futures program of the Virg

epartment of Social Services

ands transitioring from such
3. The folowing documents are attached and incorporated herein:
The Agreement exectted on

Foster care plan

Delete View / Pt

1. Foster Care Petition, Part 1 Tab
a. If the participant entered into a Voluntary Continuing Service or

Support Agreement through the Fostering Futures program of the
Virginia Department of Social Services, (i) place a checkmark in the
The participant entered into a Voluntary Continuing Services
and Support Agreement (“Agreement”) with the __on __
through the Fostering Futures program of the Virginia
Department of Social Services checkbox, (ii) enter who the juvenile
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entered into the service or agreement with in the textbox, and (iii)
select the date from the calendar field.

b. If the participant was in the custody of the local department of social
services, (i) place a checkmark in the The participant was in the
custody of the local department of social services checkbox, and
(i) place a checkmark in either the Prior to reaching 18 years of
age and remained in foster care upon turning 18 or immediately
prior to commitment to the Department of Juvenile Justice and
is transitioning from such commitment to self-sufficiency
checkbox.

c. If documents are attached and incorporated, place a checkmark in
either the The agreement executed on ___ and/or Foster care plan
checkboxes for The following documents are attached and
incorporated herein field. If The Agreement executed on __
checkbox is selected, select the date from the calendar field.

o=/ Foster Care Petition [E=EeE x|
Petion for Approva of Voluntary Continuing Servioes and Support Agroement -
vee scH

‘ FotorCom Pt P [z [ ]

‘The undersigned Pettioner states under oath to the best of their knowledge and beiief that the folowing are tue:

1. [7] The pattcipart entered nto a Voluntary Cortinuing Servi

nd Support Agreement ("Agreemert”) with the

through the Fostering Futures program of the Virg

2. [C] The paticipant was inthe custody of the local department of s

priorta reaching 18 years of age and remained n foster care upor

he Department of Juvenile Justice and i transitoning from such

2. Part 2 Tab
a. View / Edit Participant Button
i.  Click the View / Edit Participant button to view or edit the
participant’s information and the Juvenile Information screen will
appear.
b. View / Edit Petitioner Button
i.  Click the View / Edit Petitioner button to view or edit the
petitioner’s information and the Adult Information screen will
appear.

o/ Foster Care Petition | = o |
Petiion for Approval of Voluntary Continuing Services and Support Agrement -

precticable f a hearing has not aiready been schedued
 petiion to the following:
Participant Petitioner

Name Name

Address Address

Date —_—
of Bith Gender View / Edi Pefiioner
Age (Years / Months)
\View / Ed Participant

Delete View / Pt

%, Refer to the Juvenile & Adult Information Screens User Manual for instructions on how to navigate the Juvenile
and Adult Information screens.
3. Part 2 (continued) Tab

a. If the court directed other persons to have notice of the hearing add
the Other Person to be notified.
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i.  Add Button
1. (i) Click the Add button, and the Adult Search screen will
appear, (ii) search/add an adult, and the information will auto-
populate into the fields.
i. View Button
1. Click the View button to view the person’s information, and
the Juvenile Information screen will appear.

ii.  Clear Button
1. Click the Clear button to clear the information.

b. If areview hearing is scheduled to be held within six months of the
hearing on this Petition, place a checkmark in the Schedule a review
hearing to be held within 6 months of the hearing on this
Petition checkbox, or if there is no further review requested by the
Court, place a checkmark in the No further review by this Court is
requested checkbox.

c. Enterthe (i) Local DSS and (ii) Agency Case No. into the textboxes,
and the Petition Date and Worker Name will auto-populate. If you
need to change the Petition Date, select the date from the calendar
field. (iii) Click the Save button.

o2/ Foster Care Petition | =5 B =)

Pettion for Approval of Voluntary Contnuing Sevices and Support Agreement -

vee

Foster Care P
3. Provide roti

Address

SCH#

Part 2 (cortinued)

Uch otner persons s the Court may drect.

Other Person to be notified Other Person to be notified

Address

Edit Button

a. After the petition has been created, the Edit button will be accessible.
(i) Click the Edit button, (ii) edit the information, and (iii) click the
Save button.

Delete Button

a. Click the Delete button to delete the petition and the Please Confirm
Delete Operation screen will appear. If you would like to continue the
deletion, click the Yes button, if not, click the No button.

View / Print Button

a. (i) Click the View / Print button, and the Report Viewer screen will
appear, and (i) click the Print button.

Close Button

a. Click the Close button and you will return to the Domestic Relations
Intake screen.

& Refer to the Login and Search Manual for instructions on how to navigate the Adult Search screen.
%, Refer to the Juvenile & Adult Information Screens User Manual for instructions on how to navigate the Adult

Information screen

Revised: 7/2019
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Multiple VCC'’s
can be added
toa
petition/order.

Click the Find
button if you
would like to
select a
support-related
offense without
entering any
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Multiple VCC’s
can be added
toa
petition/order.
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2. Add Support Petition Button
a. Click the Add Support Petition button and the Support Petition tab will appear.

a: Domestic Relations Intake

=5

Intake Case | Narative | Custody Pettion | Support Pettion

4
Charged Oﬂengelrﬂnmalmn

Offense
Data VEC Code

Ofiense nse
Nuntay  Offense Description PM Decon

Retrieved
0 bythe SC

Find VCCCode | Staiute

Judge Ordered Detertion

Add New Offense

b. The Offense Date, VCC, Statute, Heading, Subheading, Description, and Offense
Decision fields will auto-populate.
i. If you need to add a different VCC, (i) highlight the auto-populated VCC, (ii) press the
Back or Delete key, (iii) click the Find VCC button, and the Search Offense screen will
appear. You can search for an offense by Statute, VCC, Heading, Sub-Heading, or
Description. The Use Wildcard?* checkbox will be selected automatically. If you do
not want to use the wildcard function, uncheck this box. (iv) Click the Find button and a
list of VCC’s and Offense Decisions will be generated which meet the search criteria.
(v) Select a VCC, and the row will be highlighted in blue, (vi) click the Ok button, and
you will return to the Support Petition tab.

as Sevch Offerne

Cfiense Search Crtena
Siatute.

Headng
Sub Heading
Descigtion

Search Resuts

VCC Code

Offerae Descrpoon

Selacled Offerse Detais

Sub Heading

Nokfy School ™

c. (i) Select the Offense Decision from the drop-down menu, (ii) click the Save button, and
the saved information will appear in the Charged Offense Information section.

= Domestic Relations Intske

{42 Domestic Relstions Itake

===

teks Case | Namative | Custody Pettion | Support Fection

Charged Offense Ffomacn

eake Case | Namative | Custody Petiion | Support Pettion

Charged Offensz Infomation

Offerse
Daste

e CRiense
VCCCode b

Offnse Descroton R

o
M Decision ¥ by the SC Date

Retreved Offensa

VOCCode i Oenae Descrpton

Offense Retneved
PM Dacison YO bythe SC

Offensa Diate
WCC Code
Headng
Supheadng
Descipion
Panalty Modfier
Offense Decisien

Selected Offerse Detals

Find VOC Code | Sanuee

d. Add New Offense Button
i.  If another offense needs to be added to the petitioner/order, (i) click the Add New

Offense button, and the Selected Offense Details fields will become accessible, and

(ii) repeat the steps above to add another offense.

Revised: 7/2019
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Intake Case | Namatve | Custody Petiion | Support Petiion Itaks Case | Namatws | Custody Petiion | Suppor Pebiian
Chrged Offense fomation Chorged Ofense ifomation

Offense Offense Retneved
VCCCods  ieie®  Offense Descioton P Oien 10 brine s

Offerse Offense Offense Ratneved
= VOCCode e Offense Descioton M proen 10

by the 5C.

Ofne e [ redtemonene |
e Sonte
Headng
Sbendng
Description
Penalty Modiier Auige Crdered Detention Panslty Modfier Ausdoe Ordered Detention
Ofese Decsion Ofese Deciion
[_oowe | [ FePeton ] [_oowe | [ FheFoten |

e. Edit Button

i. (i) Select an offense, and the row will be highlighted in blue, (ii) click the Edit button, (iii)
edit the information, and (iv) click the Save button when the edits are completed.

take Cane | Naative | Cusiody Peliion | Suppor Pettion Inkake Case | Namative | Custady Petsion | Suppod Petiion |

Charged Offense Ffomation Charged Ofense Infomnation
o onsa fewon o Ptvaved Gersc: Offene Oflerse | Retreved
Dota™  VCCCads  yioi®  Offerse Descriplion FM Gicon % by the o0 Oate VCCCods (=" Offenee Descriotion M 0 prie s

Selected Offenee Detale —
Ofense Date | #d bem Offerse | Ofense Date - Acd Mew Oferse
VECE Cate St . VL Code Fd WCCCote | Stahte
Headng Hesding
Sushending Subheading

Audge Crdersd Detertion Fenchy Medfier = Juxdge Ordered Deteriion

ﬁ | peee | [ Fepeton | “{LI [ coca ]
f. Delete Button
i. (i) Select an offense, and the row will be highlighted in blue, and (iii) click the Delete
button.
g. File Petition Button
i.  Click the File Petition button and the Check Information Before Continuing screen will
appear. You CANNOT make any edits once a petition is filed. If you need to add
another offense, affidavit, or order at this time, click the No button.

Once you Click Check Information Before Continuing [=]

the Yes button, P oottt

the petition is Offense Date: 07/26/2016

sent to the o

Virginia —

Supreme Court

and cannot

make any

changes to the 1. If the information is complete, click the Yes button, and the Support Petition screen
petition. If there will appear. This screen consists of the Petitioner and Respondent Information,

is an error, you
should create a
new petition

Support Petition (SP) — Part 2, SP — Part 3, SP — Part 4, and SP — Part 5 tabs.

! Support Petition el s
and must P e e O
contact the Petiioner an d Respondert Infornation | Support Petfion (SF)- Part 2 | SP - Part 3 | SP - Pat 4 | SP-Pat 5
Supreme Court o et
tO infOI’m them Date of Bith | ssN | Date of Bith | SsN |
of the mistake. s | |
[ [
YOU WI” need to Phones: Home | el | - Phones: Home | cel | -
. Work Bxention Work Edention

prOVIde the Diverslc.# | Statelsued | Diverslic# | Stelssued |
Supreme Court Erwlore | erlore |

. .. Emp. Address | Emp. Address |
with the original = ==
and new SC#.

Petition Date | v Worker Name |
[ save | | Deete | [Vew/Pim | [ Cose

a. Petitioner and Respondent Information Tab
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=) Support Petition el ==
Petition for Support (Civi) - Intake Case Number (ICN):
vee sC#
Petiioner and Respondent Information | Support Pettion (SF)- Part 2 | SP - Part 3 | SP - Part 4 [ SP-Pat 5
Petiioner Respondert
Name Name
Date of Bith SSN Date of Bith SSN
‘Address ‘Address
Phones: Home Cell Phor Home Cell
Work Btenti Work Edenti
Diver's Lic. # State lssued Diver's Lic. # Stete lssud
Employe Employe
Emp. Addre Emp. Addres
Unknown Unknown
\View / Edit Petiioner \iew / Edit Respondent
Petition Date - Worker Name:
Do v Fit

All the information on the Petitioner and Respondent Information tab will
auto-populate.

In order to view or edit the petitioner’s information, click the View/Edit
Petitioner button, and the Adult Information screen will appear.

In order to view or edit the respondent’s information, click the View/Edit
Respondent button, and the Adult Information screen will appear.

The Petition Date will auto-populate to the current date. If you would like to
change the date, select the date from the calendar screen.

The Worker Name will auto-populate to the name of the employee entering
in the petition information.
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b. Support Petition (SP) - Part 2 Tab

5=/ Support Petition [ = ==

Peition for Support {Civ) - Intake Case Number (ICN): 3487724

That there is 2 cout order adjudicating the patemity of ane or more of the subject of this petiton. ¥ so, attach a copy.

lanfuly marred on

That the respondent and pettioner were divorced on

Divorce pending in - ~ - Please speafy Cty / County and State
“Tha the respondent s atleast 18 years of age and s a child of the parent named below

adjudicated. f so, attach a copy of the order
ot of the per

for wham support s saught i this pettion has been entered

» (i) Click the option that applies to the petitioner at the top of the screen, the
not applicable option is selected automatically, and (ii) click all the options
that apply to the petitioner. If the selected options require additional
information, add the information at this time.

c. SP-Part3Tab

o2 Support Petion =loes

Petion for Support (Cvi) - Intaks Case Number (ICN):
vee

sc#
Pettioner and Respondent Irfomation | Support Pettion (SF) - Part 2| SP-Fart 3 Fatt 5|
3. That the respondent has a legal duy to provide support and mairtenance for the foloNprg persans

jame

Summone 4?2 Nam SsN D08 Relationship to Respondert
Add
Edit
Delet
cther address
(DCSE) © s / @ isrot invalvedin ths case.
5. That support of the p are the subject’s) of this pettion is @ subject of cortroversy or requires detemination because:

ihoriztion to engage in & profession, business. trade. occupation, or recreational

6. Alicense, cettficate, registration or ether au
activiy issued by the Commonweath of Virainiz s held
TYPE OF LICENSE AGENCY GRANTING LICENSE LICENSE #
Respondert

i.  Click the Add button and the Information for New Person screen will appear.

5 Please Enter ALL Availsble Information for New Person ==
Petioneris lited as 3 contact for he following fuveniles
Relation Juvenile’s Name DoB SSN Copy Selected
Juvenie
Supperted Persan Infamation Al Fields in Bold Are Mandatory
Person fo be summoned? Paste Peffioners Information

Last Name Suffic

First Name Middle Name

Soc, Sec. # Date of Bith Age (YT-MM)

Refationship to Respondent [Hzne -

ii. If the petitioner is listed as a contact for any juveniles in BADGE, the
juveniles will be listed in the Petitioner is listed as a contact for the
following juveniles section.

» If the juvenile for whom the support is being sought is listed in the
Petitioner is listed as a contact for the following juveniles section, (i)
select a juvenile, and the row will be highlighted in blue, (ii) click the
Copy Selected Juvenile button, and the information will auto-populate
into the fields, and (iii) select the juvenile’s relationship to the respondent
from the Relationship to Respondent drop-down menu.

a. For example, if the respondent is the male juvenile’s father, you
would select “Son” as the relationship to the respondent.

» If the juvenile should be summoned to court, click the Person to be
summoned? checkbox.
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If the

petitioner's ii.

information
needs to be
added to the
Support
Person
Information
section, click
the Paste
Petitioners
Information
hyperlink and

the information iv.

will auto-
populate at the
bottom of the
screen.

If the petitioner
is not listed as a
contact for
juveniles in
BADGE, the
Petitioner is
listed as a
contact for the
following
juveniles
section will be
blank and the
Copy Selected
Juvenile button

will not be V.
accessible.

Vi.

Vii.

viii.

If the petitioner is not listed as a contact for any juveniles in BADGE, or if the
juvenile for whom the support is being sought is not listed in the Petitioner
is listed as a contact for the following juveniles section, (i) type in the
Last Name, (ii) select a suffix from the drop-down menu, and type in the (iii)
First Name, (iv) Middle Name, (v) Soc. Sec. #, and (vi) Date of Birth. The
Age (YY-MM) will auto-populate based on the Date of Birth. (vii) Select the
juvenile’s relationship to the respondent from the Relationship to
Respondent drop-down menu.
1. If the juvenile should be summoned to court, click the Person to be
summoned? checkbox.
Click the Ok button and you will return to the SP-Part 3 tab. The juvenile for
whom the support is being sought will appear in the That the respondent
has alegal duty to provide support and maintenance for the following
persons section.

5! Support Petition

Peiton for Support {Civ) - Intake Case Number (ICN):
veo sca

Petitioner and Respondent Information | Support Petiion (SF)-Part 2| P -Patt 3 | SP - Part 4 | SP - Part 5

3. That the alegal dutyto th
Summoned? Name SsN D0B
Add

Relationship to Respandert

other address
4. Division of Chid Suppor (DCSE) © s / O isnct  invoived inthis case.
5. That support of the persans who are the subject(s) of this petion is a subject of confroversy or requires detemination because:

erificate, registration or ciher authorization to engage in a profession, business, irade, occupation, or recreational
ied by the Commomweakth of Virginia is held by
TYPEOF LICENSE

AGENCY GRANTING LICENSE LICENSE #

If you need to add another juvenile, (i) click the Add button and (ii) repeat
the steps above.

In order to edit an existing juvenile, (i) select a juvenile, and the row will be
highlighted in blue, (ii) click the Edit button, and the Edit Information for
Supported Person screen will appear, (iii) edit the information, and (iv) click
the Ok button when the edits are completed.

In order to delete a juvenile from the That the respondent has a legal duty
to provide support and maintenance for the following persons section,
(i) select a juvenile, and the row will be highlighted in blue, and (ii) click the
Delete button.

Click all the options that apply to the petitioner. If the selected options
require additional information, add the information at this time.

d. SP-Part4 Tab

Revised: 7/2019

a2 Support Petition

Peiition for Support {Civl) - Intake Case Number (ICN):
vee sc#

fomation | Support Peliton (SF)- Per 2 | SP - Part 3| SP -Part 4
rily in effect against Respondert. ) Yes © No aste Pettioner’s Name

State Expiration Date

The pefitioner therefore prays that proper process be issued directing the respondent
to appear and answer this petition in Courl, and that the Court

A. [C] Make a finding in ts Orderthat the Respondert is the parent of the children named in this petiion fpatemity has not been
previously estabiished).

Mother's: Name SSN Maiden Neme
Respondents: Name ssN

B. [] Order the Respondert to fumish support as follows:

Combined chid and spousal support in the amount of per

Delete View / Pirt

(i) Click the option that applies to the petitioner at the top of the screen and
(if) check all the options that apply to the petitioner. If the selected options
require additional information, add the information at this time.
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e. SP-Part5Tab

a2l Support Petition

oo =

Petition for Support (Cwil - Intake Case: Number (CN:
Vo sc#

Peitioner and Respondent Information | Support Peiion (SP) - Part 2 | SP -Part 3 | SP -Part 4| SP-Part 5 h
B. Order the Respondent to fumish support as follows {Continued from Part 4)

Support for a chid wh rely and pemanently mentally or physically disabled. and such disabilty edsted prior to
the chid reaching the orthe age of 191 the chid was a fulkime high school student, not sefsupporting
and living inthe hame of the parent seeking ar receiving chid suppor; ) unable to ive ndependently and support
himsef and fi)residing inthe home of the parent sesking support.

Support for a parent in necsssitous cicumstances

in the amount of per as detemined by the cout

C. Enter an order or requine the Respondent to enter into an agreement creating a wage assignment orincome deductionto
enforce any rders enered in the case as the responding court deems approprite.

D. Order that all payments be made (7 directly tothe payee / () to orthrough the VA DSS or its contractors /. N/A

E. [ Provide inthe order that Respondert fumish healh insurence coverage. indluding dertal and vision care coverage.
available. for the dependents and for deiveny of the documerts necessany for the use of such coverage to the dependents

F. [[] Provide inthe order that the cost of an necessory
for each chid who is the sublect of the oblgation in proportion to their gross incomes

G. [7] Require the Respondent to post a perfommance bond

Peitioner further requests the granting of such other and further reicf as the lan provides

or dental expenses

Delete View / Print

i. (i) Click the option that applies to the petitioner at the top of the screen and
(ii) click all the options that apply to the petitioner. If the selected options
require additional information, add the information at this time.

.
f.

a2/ Support Petition

==

Peiion for Suppert (Civi) - Intake Case Number (CN):
vee sc#

Fetitioner and Respondent Infomation | Support Petition (SF) -Part 2| SP -Pat 3 | SP-Pan 4 [ SP -Fat 5

3. That the respondent has a legal duy to provide support and maintenance for the following persons

Summoned? Name SSN DOB Relationship to Respondent

whoresides at ) petiioner’s address (! other address
4. Division of Child Support Erforcement (OCSE) (0 is /(O isnot  involved in this case.
5. That support of the persons whe are the subject(s) of this peftion is a subject of controversy or reqires detemmination because:

[THE PETITIONER ALLEGES THAT THE RESPONDENT HAS ADUTY TO SUPPORT HERCHILD(REN) AND THE =

PETITIONER REQUESTS THAT A PROPER AMOUNT OF SUPPORT BE DETERMINED AND THE RESPONDENT BE

ORDERED TO PAY SUCH AMOUNT PURSUANT TO §16.1-241(A 3) OF THE 1350 CODE OF VIRGINIA AS AMENDED. ™
6. Alicense. cetficate, registration or other aLthonzation to engage in a profession, business. trade, occupation, of recreational

activity issued by the Commornweath of Virgnia is held by
TYPE OF LICENSE

AGENCY GRANTING LICENSE LICENSE #
[ Respondent

[ Pettioner

Save

Delete View / Print

Type the petitioner’s additional requests in the textbox.
Click the Save button and the SC # will auto-populate.

In order to edit an existing petition, (i) click the Edit button, (ii) edit the

information, and (iii) click the Save button when the edits are completed.

Printing the

same petition

multiple times .
will not change 1.
the SC#.

In order to delete the petition, click the Delete button, and the Please Confirm
Delete Operation screen will appear. If you delete the petition, you will return to
the Custody Petition tab in the Domestic Relations Intake screen.

a2 Support Petition

oo =

51 Virginia Department Of Juvenile Justice

Peiion for Support (Civi) - Intake Case Number (CN):
vee sc#

In order to view or print the Petition for Support (Civil) related to the intake
case, click the View/Print button, and the complete petition
this screen, you can view, print, or save the petition.

will appear. From

1 of 2 b B %

Fetioner and Respondent Information | Support Petiion (SF) -Part 2| SP-Pat3 | SP-Pat 4 | SP-Fat 5

PETITION FOR SUPPORT (CIVIL)

3. That the respondent has a legal duyto provide support and maitenance for the following persons

£ Virginia

- | 100% - Find

V. CODE §§ 16.1-241(4) (3), 16.1-278.15, 20-38

Summaned? Name SsN DOB Relationship to Respondent
[Cadd |
Edit
Dekets

who resides at () petiioners address ) ofher address

4 Division of Chid Support Enforcement (DCSE) () is /() isnot  involved n this case.

5. That support of the persons whe are the subject(s) of tis petiion s a subject of controversy or requires detemination because:

Drivers License No.and State _

activity issued by the Commenweath of Virginia s held by
TYPE OF LICENSE

[C] Respondent

[C] Petttioner

[THE PETITIONER ALLEGES THAT THE RESPONDENT HAS ADUTY TO SUPPORT HERCHILDREN) AND THE =
PETITIONER REQUESTS THAT A PROPER AMOUNT OF SUPPORT BE DETERMINED AND THE RESPONDENT BE
/ORDERED TO PAY SUCH AMOUNT PURSLIANT TO §16.1-241(A3) OF THE 1350 CODE OF VIRGINIA AS AMENDED. ~

6. Alisense, certficate, registration or other authorization to engage in a profession. business, trade, occupation, o recreational T

Telephone No. (5)

Date of Bith _05/0;

AGENCY GRANTING LICENSE LICENSE #

Delete

The undersigned Petitioner respectfully represents to the Court

J-

Intake screen, click the Close button.

Revised: 7/2019

The petitioner's information in the above box is provided on a separate sheet
‘petitioner alleges that the petitionet s at sisk of physical or emotional ham from the other party

Next
CASENO.
DCSEDDNO. _

Alexandria Juvenile and Domestic Relations District Court

Drivers License No. and State

Telephone No. (B) _

Date of Birth 05/02/1981

In order to exit the Support Petition screen and return to the Domestic Relations

27|Page



Multiple VCC’s
can be added
toa
petition/order.

Click the Find
button if you
would like to
select a
protective
order-related
offense without
entering any
information into
the search
fields.

The following
VCCs require
the petitioner or
respondent to
be UNDER the
age of 18: PRT-
3861-J9, PRT-
3862-J9, and
PRT-3863-J9. If
the petitioner or
respondent is
over the age of
18, or if their
age is not
provided, a
warning will
appear.

Multiple VCC’s
can be added to
a petition/order.
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3. Add Protective Order Button

a. Click the Add Protective Order button and the Protective Order tab will appear. The
Offense Date will auto-populate to the current date. If you would like to change the date,
select the date from the calendar screen.

7 = -
= Domestic Relations Intake ===
o [ s mmﬁ
Chaged Ofemse nfomain

Offorse
Date

WCCCode  fpioge  Offense Descruton

Clorse o Retneved
PM Decsen % bythe ST

Panaky Modfier

Offense Decision

i. (i) Click the Find VCC button and the Search Offense screen will appear. You can
search for an offense by Statute, VCC, Heading, Sub-Heading, or Description. The
Use Wildcard?* checkbox will be selected automatically. If you do not want to use the
wildcard function, uncheck this box. (ii) Click the Find button and a list of VCC’s and
offense decisions will be generated which meet the search criteria. (iii) Select a VCC,
and the row will be highlighted in blue, (iv) click the Ok button, and you will return to the

Protection Order tab.

= Search Offense

Offense Search Crteda
Sahse.

Headng
S Heading
Descrition

Saarch Flosuls

vee 7 Use Viidcard 7

VCC Cade Sate

M1 1612791
1612531
WWe 161253

PRTS0GOMI 1921528
PRTS061MI  |1921529
PRTS062M1  |19215210

Offense Descroiin
Stalking with rtend ta cause fiear, assauit or iy
VIOLATION OF A PROTECTIVE ORDER. FAMILY ABUSE

Selected CHerne Detais
Headng
Sub Headng

[ om ]

b. (i) Select the Offense Decision from the drop-down menu, (i) click the Save button, and
the saved information will appear in the Charged Offense Information section.

5= Domestic Relations Intake

= 3 Domestic Relations Intake

Intake Case | Narative | Custody Pettion | Support Petiion | Protective Order

Intake Case | Narative | Custody Petiion | Support Pettion | Protective Order

Charged Offense Infomation

Oflense  VGCCode e Offense Descrintion PN D

Retrieved
ision 0 by the SC

Offense
VCCCode et

g';inse Offense Description

Offense. Retrieved
PM Decion 0 bythe SC

Selected Offense Defails
Offerse Date  03/12/2019  ~

VCCCode  STK2108M1 Statute [ 18.2:60.3(4)
Headng [ STALKING

Subheading

Description | Stalking with intent to cause fear, assaut or injury

Judge Ordered Detertion

Selected Offense Detait
Add New Ofiense Offense Dt
VOC Code Statute
Heading
Subheading
Desciiption
Penaky Modiie Judge Ordered Detertion
Offense Decision
[ B | [ Deete | [ FiePetiion

Add New Cffense

Add Custody Afidavit

c. Add New Offense Button

i The Add New Offense button will not be accessible from this screen.

d. Add Custody Affidavit Button

i. Click the Add Custody Affidavit button and the Custody Affidavit tab will appear.

Revised: 7/2019
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For the
Subscribed
and sworn
before me on,
the petitioner
raises his/her
right hand and
swears and
affirms that all
the provided
information is
accurate.

For the Time
Resided
textbox, specify
the unit of time.
For example, 6
weeks, 11
months, 2.5
years, etc.

If the juvenile
resides with
both parents,
type “Both” into
the First
textbox and
“Parents” in the
Last textbox.
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o Dometc Rahons ke = o Domeste Reatons riabe =

4
[ Inigke Case | Narlive | Custody Peifon | Suppart Pelion | Protecive Order 1| [inteke Case | Narative | Custody Pettion | Support Peton | Proteciive Ordr | Custody Afidavt _7
Charged Offense Ifomation Custody Afidavis Atiached to the iske Case
4

Cffense Offense Retrieved
VCCCode  yyrive  Offense Desciption PV Decson %0 bythe SC J|| | Afidavi#  Crids Name Child's Curent Address

Offense
Date
c .. ! | | _|§_&u|]

et

e e h

Judge Ordered Detention

Delete File Peiion

ii. Click the Add button and the Custody Affidavit screen will appear. This screen consists
of the Affidavit Data, Address Information, and Affidavit Data (continue) tabs. The
petitioner and respondent names will auto-populate into the affidavit.

[ o Custody Affidavit ==

w Affidavit Data | Address Information | Affidavit Data (continue) |
CUSTODY AFFIDAVIT

e Paste Juvenie’s Name

I, affart, state th under ozth
7] Certain information hiss been omitted from this fom and submited under seal because | allege that the heath, sefety or Iberty of
apaty ardized by disclosure. Another paty may request that a hearing be held to detemine whether this

informati d

1. The chid presertiy resides at Paste Juvenie’s

‘The child commenced residing there on [0 and has resided there cortiniously to this date.

Subseribed and swom before me on - Intake Case Number (ICN)

iii.  Click the (i) Paste Juvenile’s Name and (ii) Paste Juvenile’s Address hyperlinks, and
the information will auto-populate.

iv.  If the adult’s and/or juvenile’s information needs to remain confidential, click the
checkbox.

v. Select the The child commenced residing there on date from the calendar screen.

vi.  The Subscribed and sworn before me on date will auto-populate to the current date.
If you would like to change the date, select the date from the calendar screen. The time
will auto-populate to the time the Custody Affidavit screen was opened. If you would like
to change the time, click the time, and the time fields will be highlighted in blue, and
type in the hour and minutes of the time the petitioner is sworn before you. The Intake
Case Number (ICN) field will auto-populate to the assigned ICN.

vii.  Address Information Tab

a2 Custody Affidavit (==

Address Information | Afidavi Data (continue)

e places where and persans with whom this chid has ived during the Iast five (5) years:

Time Resided Fom  To Chids Address Ferson Resided with

Time Resided: Person wih Whom Child Resided
From To Name: First Last
Address Whers Chid Resided Curent Address cof Person with Whom Chid Resided
Address: Address
Cay: State: Cy: Stete:
Add Edt Delete

1. If the juvenile has not lived at the current address for at least five years, (i) click the
Add button, (ii) type the time the child lived at the address in the Time Resided
textbox, (iii) select the date the juvenile started residing at the address from the

Revised: 7/2019 29|Page



BADGE Manual

From calendar screen, and (iv) select the date the juvenile stopped residing at the
address from the To calendar screen.

2. Type the Address Where Child Resided. If the juvenile lived at the petitioner’s
current address, click the Paste Petitioner’s Address hyperlink, or if the juvenile
lived at the respondent’s current address, click the Paste Respondent’s Address
hyperlink, and the address information will auto-populate.

3. Type the (i) First and (ii) Last name of the person with whom the juvenile resided.
4. Type the Current Address of Person with Whom Child Resided. If the juvenile
resides with the petitioner at the current address, click the Paste Petitioner’s
Address hyperlink, or if the juvenile resides with the respondent at the current
address, click the Paste Respondent’s Address hyperlink, and the address

information will auto-populate.

5. (i) Click the Done button when the information is complete. (ii) Continue to add all
the addresses where the child lived over the past five years until all the information
is completed.

6. In order to edit existing address information, (i) select an address, and the row will
be highlighted in blue, (ii) click the Edit button, and the fields at the bottom of the
screen will become accessible, (iii) edit the information, and (iv) click the Done
button when the edits are completed.

7. In order to delete address information, (i) select an address, and the row will be
highlighted in blue, and (ii) click the Delete button.

viii.  Affidavit Data (continue) Tab

82/ Custody Affidavit ==

Afidavit Data | Address Infomation | Afidavt Data (cortinue)

orin any cther capacity in any ofher ligation (court
procesding) concermin g custody of ate o forsign country. f yes. complete below:
a. Name of Court and State our ch ltgation aceured

41 do© dorot o
Imited o custody. vistation, patemiy. support

ourtry in which proceeding is pending:

b. Attach 2 copy of al pleacings fied inthe liigation

b. Does this person have physical custody ofthe chid?:  Yes No
. State why you beieve this person claims to have custody/vistation rights ta the child

1. (i) Select all the options that apply to the petitioner. If the selected options require
additional information, add the information at this time. (ii) Click the Save button and
you will return to the Custody Affidavit tab. The custody affidavit will be displayed in
the Custody Affidavits Attached to the Intake Case section. The information
entered will auto-populate into the custody affidavit form.

a2/ Custody Affidavit == == Domestic Relations Intake ==
Afiidavt. Data | Address Information | Afidavit Data (continue) Irtake Case | Narstive | Custody Peition | Support Petiion | Protective Order | Custody Affidavt |

31 have ave 5. orin any ofher Gapaty in any other tigation (Gout Custody Affidavits Attached to the Intake Case
procesding) conceming custor State o foreign country. I yes, complete below:

& Name of Cout and State ountry inwhich tigation occured: il g Chid's Hame, Chid's Cument Address
e ; I E——
Tigaton

d. #4tach a copy of al pleadings and Ordersfied n this tigation

ding, including but not

n of any proceeding that could affect this
G

pdd | [ Em | [ coy | [ Deete | [ ViewPum

‘custody of this chid o
a. Name and address

b. Does this person have physical custody of the chid?: ~ Yes No
. State why you believe this person claims to have custody/vistation rights ta the child

ix. In order to edit an existing custody affidavit, (i) select a custody affidavit, and the row
will be highlighted in blue, (ii) click the Edit button, and the Custody Affidavit screen will
appear, (iii) edit the information, and (iv) click the Save button when the edits are
completed.
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a5 Domestic Relations Intake

o) Custody Affidavit

Intake Case | Namatve | Custody Pettion | Support Pettion | Protective Order | Custody Afidav |

Custody Afidavits Attached tothe Intake Case

Afiidavit #  Child's Name: Child's Curent Address

E‘ B | [ Coy | [ Delte | [ Viewrint

Affidavit Data | Address Information | Affidavit Data (continue)

CUSTODY AFFIDAVIT
hre. Paste Juvenie's Ham
csnANE
I, [TEST. TEST the undersigned affert, sate the folowing rfomation under oath
[ Cettain information hizs ben omited from this form and submitted under seal because | allege that the heath, safety or bty of
 party or chid would be jeopardized by disclosure. Another party may request thal a hearing be held to detemnine whether this

information should be disclosed.

1. The chid presently resides at Paste Juvenle’s Address

The child commenced residing there on (D" and has resided there cortiniously to this date.

Subscribed and swom before me on ~ Intake Case Number {ICN)

In order to copy an existing custody affidavit, (i) select a custody affidavit, and the row

will be highlighted in blue, (ii) click the Copy button, and the Select Custody Affidavit
Number screen will appear, (iii) ensure the Affidavit # matches the affidavit you wish to
copy, (iv) click the Ok button, and the Custody Affidavit screen will appear, (v) edit the
information, and (vi) click the Save button when the edits are completed. The copied
affidavit with the new information will appear in the Custody Affidavits Attached to

o Custody Affidavit

e

1. The chid presently resides at:

‘The chid commenced residing there on

Subscibed and swom before me on -

CUSTODY AFFIDAVIT

Paste Juvenie's Name

Paste Juvenie’s Address

[ and has resided there cotiniouslyto this date

Intake Case Number (CN}

‘

In order to delete an existing custody affidavit, (i) select a custody affidavit, and the row

will be highlighted in blue, (ii) click the Delete button, and the Please Confirm Delete

X.

the Intake Case section.

Select Custody Affidavit Number
Custody Affidavit Mumber
[ o« | [ cancel |

Xi.

Operation screen will appear.
Xii.

In order to view or print the custody affidavit(s) related to the intake case, (i) select a

custody affidavit, and the row will be highlighted in blue, (ii) click the View/Print button,
and the completed custody affidavit will appear. From this screen, you can view, print,

or save the custody affidavit.

o Domestic Relations Intake =
Intoke Case | Namative | Custody Pettion | Support Peiion | Protecive Order | Custody Afidavt |
Custody Affidavts Attachedto the ntake Case
Afidovi #__ Chids Neme Chids Curont Address

ra_ ] [ em | [cw | [osee | [vewrm )

e. Edit Button

4. Virginia Department Of huvenile Justice

TIREIELL . o oicrgsimtcosininimjesrmminie somiti i st

L TESTTEST

o child would be jeopardized by disclosure. Anothes party may request that a heasing be held 1o
be disclosed.

i. (i) Select an offense, and the row will be highlighted in blue, (ii) click the Edit button, (iii)
edit the information, and (iv) click the Save button when the edits are completed.

Revised: 7/2019
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Once you click
the Yes button,
the petition is
sent to the

Supreme Court.

You cannot
make any
changes to the
petition. If there
is an error, you
will need to
create a new
petition and
must contact
the Supreme
Court to inform
them of the
mistake. You
will need to
provide the
Supreme Court
with the original
and new SC#.

If the petitioner
is under the
age of 18, the
Petitioner’s
Next Friend
and/or
Petitioner’s
Guardian
information
MUST be
provided.
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o= Domestic Relations Intake =5 u5' Domestic Relations Intake =)

Nanctive | Custody Peilion | Support Petition | Protective Order

Charged Cffense Irfomation

Intzke Case | Namative [ Custody Pettion | Suppart Pettion | Protective Order Intake Case

Charged Offense Information

Offense

Offense Offense Retrieved Cffense Offense Retrieved
Date el il it M Decsion ** bythe SC Dete Number  Offense Description M Decion 0 bythe SC

c .| | |8/ & |

VCC Code

Selected Offense Detals
Offense Date  03/13/2013 v

e STK2109M1 [Find VCCCode |  State [18.260.3(%)

Heading |STALKING

Add New Offense

‘Add Custody Afidavit

Add New Offense

VCC Code Statute
Heading
Subheading
Descrption

Penay Modfier

Offense Pecision
[ Ea

f. Delete Button
i. (i) Select an offense, and the row will be highlighted in blue, and (ii) click the Delete
button.
g. File Petition Button
i. Click the File Petition button and the Check Information Before Continuing screen will
appear. You CANNOT make any edits once a petition is filed. If you need to add another
offense, affidavit, or order at this time, click the No button.

Staking with intent to cause fear, assault orinjury.

Judge Ordered Detertion Judge Ordered Detention

] [ Delete | [ FiePettion

Check Information Before Continuing =
Please be aware that after saving petition you will
l % not be able to edit selected offense’s information

Offense Date: 07/27/2016
WCC Code: PRT-3833-19

Would you like to continue?

Ves No

1. If the information is complete, click the Yes button, and the Petition for Protective
Order — Family Abuse screen will appear. This screen consists of the Petitioner
Information, Respondent Information, Protective Order, and Protective Order
(continue) tabs.

-

T/ et for Proectve Ontes-Family Abuse =
Pt i Ptscis O Fanky Ao i Com s 3
e u

gt st | rtatns O | ottt i

i

ou e Mershal [TT10 nisuss bt b

a. Petitioner Information Tab

i.  The Petitioner information will auto-populate. In order to view or edit the
petitioner’s information, click the View/Edit Petitioner button, and the Adult
Information screen will appear.

ii.  If the petitioner is under the age of 18, the Petitioner’s Next Friend and
Petitioner’s Guardian sections will be accessible. If the petitioner is over
the age of 18, the Petitioner’s Next Friend and Petitioner’s Guardian
sections will not be accessible.

1. Add Button
a. Click the Add button. You can search for Petitioner’s Next Friend or
Petitioner’s Guardian by Adult Number, Caseload Number, or by
an Advance Search. If the search does not return the adult, and you
have ensured that an adult record does not exist, proceed with
adding a new adult by selecting the Add Adult option.

Revised: 7/2019 32|Page



BADGE Manual

[ o for rotectin e - Faity Abuss |
Pettion for Prowsctie Osser (Famdy Atose) - itaks Cas: Mumber 0CN)
"

Swee . A Com

#& Refer to petitioners Information on how to search/add for an adult.

i. View Button
1. Click the View button and the petitioner’s Adult Information screen will
appear. Click the Edit Adult Info button in order to edit existing
information and the Edit Information screen will appear.
i. Clear Button
1. Click the Clear button to remove the selected petitioner’s information
from the fields.
b. Respondent Information Tab

=2 Petiion o Protective Order - Femily Abuse

o

S ./ P Cose

i.  The Respondent information will auto-populate. In order to view or edit the
respondent’s information, click the View/Edit Respondent button, and the
Adult Information screen will appear.

ii. If the respondent is under the age of 18, the Respondent’s Guardian
section will be accessible. If the respondent is over the age of 18, the
Respondent’s Guardian section will not be accessible.

ii.  Add Button
1. Click the Add button. You can search for a Respondent’s Guardian by

Adult Number, Caseload Number, or by an Advance Search. If the
search does not return the adult, and you have ensured that an adult
record does not exist, proceed with adding a new adult by selecting the
Add Adult option.

S ./ P Cose

#& Refer to the Petitioners Information section on how to search and add an adult.
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iv.  View Button
1. Click the View button and the respondent’s Adult Information screen will
appear. Click the Edit Adult Info button in order to edit existing
information. The Edit Information screen will appear.
v. Clear Button
1. Click the Clear button to remove the selected respondent’s information
from the fields.
c. Protective Order Tab

o Petition for Protective Order - Famiy Abuse |

i. (i) Click the options that apply to the petitioner. If the selected option requires
additional information, add the information at this time. (ii) Click the checkbox
next to each option that applied to the petitioner. If the selected options
require additional information, add the information at this time.

d. Protective Order (continue) Tab

= Pation forProwctive Order - Fomly At =]
Pt o Prtaciv Ot ey Ao v Case Wt (CHL
e L]

Puttisras nfomaton | Aespinden iomascn | Proecivs Orsss | Frbecive Ordes ortne
Grrang he o ey Pt snd dere
e

- Rispordierefram ey || mgurmg thl the Remordit et rcramar by sanvicie i e

i.  Click all the options that apply to the petitioner. If the selected options
require additional information, add the information at this time.
ii.  The Petition Date will auto-populate to the current date. If you would like to
change the date, select the date from the calendar screen.
iii. The Worker Name will auto-populate to the name of the employee entering
in the petition information.
iv.  Click the Save button and the SC # will auto-populate.

{2 Petiton for rotectiee Order - Famiy Abuse =
P for Frctecive Oner ey Pun)- Ve Cone Nerbor
e E

Pettones éomatin | Fesgandent fomasen| Frsecave Orcr | roectve Orde certus)
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the Petitioner’s
information and
the petitioner
must be under
the age of 18 in
order to create
an abortion
petition.
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e. In order to edit an existing petition, (i) click the Edit button, (ii) edit the
information, and (iii) click the Save button when the edits are completed.

f. In order to delete an existing petition, click the Delete button.

g. In order to view or print the petition, click the View/Print button, and the
complete petition will appear. From this screen, you can view, print, or save the
petition.

(7 oo o e e Py e ] 7 Vs eparment O e ke
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h. In order to exit the Petition screen and return to the Domestic Relations Intake
screen, click the Close button.
4, Add Abortion Petition Button

a. Click the Add Abortion Petition button and the Abortion Petition tab will appear.

] Pesse

95 Domestic Relations Intake

Intake Case | Namatve | Abotion Petion
Charped Offenise Irfomation

Offense
Date

Offerne Retreved
VCCCode e Offense Descrition 0 phes

M Decoon

Selected Offerse Detois
Offanaa Date -
CC Code Find VCC Code | Stane
Headng
Subheadng
Descrption |PETITION FILED FOR JUDICIAL AUTHORIZATION OF AN
Pernaty Modéer Ordered D

ffense Decson (02 Petion ed -

Save Cancel

b. The Offense Date, VCC, Statute, Heading, Subheading, Description, and Offense
Decision fields will auto-populate.

c. If you need to change the Offense Decision, (i) select the Offense Decision from the
drop-down menu, (ii) click the Save button, and the saved information will appear in the
Charged Offense Information section.

5./ Damestic Relstions Intske 5./ Domestic Relations Intake ==
Intake Case | Namative | Aboreon Pestion ke Case | Namative | Aoomon Pettion
Charged Oficnee ifomation [ ———
Offense . Offerse o Offerse Retreved Offerae e Offerse Offerse Retnaved
Dain VCCCode i Offense Desciption PM Deon " bythe SC Deter VCCCode gyt Offense Descriplion PM ecisen %0 bythe SC

Selected CFierue Detals Selected Offerse Detais
Offense Date - Adkd Haw Offeniss Offense Date
VOC Code Find VCCCods | Statuts VEC Code Satte
Haadng Haading
Subheadng Subhsadng
Descrption Descrption

Penaty Moder hudge Ordsred Detart Panzty Modfier

Offanae Decagn (02 Fetion Fed - Ofienss Decision
‘ [ s Cancel | [ e= Deietz View Petison

d. In order to edit an existing offense, (i) select an offense, and the row will be highlighted in
blue, (ii) click the Edit button, (iii) edit the information, and (iv) click the Save button when
the edits are completed.
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5 Bormetic elsons ke =] [ Domestic Relations Intake =]l
Irtake Case | Namative Aooroen Pettion Intake Case Aborion Petiion.
Charged Offense Infommation Charged Offense iformation.

Selected Ofiense Detais —
Ofense Date ki New Offense ffenae Date - Ac Hew Offerse
VEC Code Sanse | VOC Code [Fnd VCCCode | Satute
Hesdng Headng |
Subhaadng Subheadng |
Descrion Descronon |
Fenaly Modfer Jucige Ordered Detertion Fenaty Modfier <] [7] dudge Ordered Detention
Offense Offense Deson || 02 - Petiion Fled -
[ e | [ Feen | [

e. Delete Button
i. (i) Select an offense, and the row will be highlighted in blue, and (ii) click the Delete
button.
f. View Petition Button
i.  Click the View Petition button and the Abortion Petition Preview screen will appear. If
you would like the petitioner’'s phone number listed on the petition, click the Yes button.
If you would like the petitioner’s phone number to be kept private, click the No button.

a2 Domesti Relations Intoke
[ sk Cos | Narati | Aot Pesn |

Charged Offerse information

Selected Ofme Deials Abortion Petition Preview @
Offense Date. Add New Offense
VCE Cote Saute |
- Would you like to show ph b etition?
¥ phone number on a petition?
Deacription
Femaky Modier Judge Ondared Detertion
Offense Decision
boe (Vo e - ves | [ mo

ii.  The completed petition will appear.
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Filedby: [ ] Petitioner with ntake Officer
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5. Narrative Tab
a. Click the Narrative tab.
o e e e @ ForJuverile © For Respondent
Pt
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The notes in
the Narrative
tab MUST be
thorough.
Include detailed
information
about the
intake, such as
direct
statements or
observations.
These notes
will be used for
future reference
by other case
workers or
supervisors
and/or may be
used in court.

Notes must be
fact-based
statements
ONLY.

When creating
a new
delinquent
intake, you
must enter the
juvenile’s
information
because all
related Juvenile
Delinquent/Stat
us Intake
actions being
with the filing of
a petition
against a
juvenile.

BADGE Manual

b. The For Juvenile screen will be selected automatically, (i) select the ICN associated with
the opened intake case, and the row will be highlighted in blue, (ii) click the Edit button, and
the Selected Intake Case Narrative textbox will become accessible, (iii) type a detailed
description of the intake, and (iv) click the Save button when the notes are complete.

52 Domestic Relations Intake

=

52 Domestic Relations Intake.

=

O For Respondent

Intake Case | Namative

Intake Case Narative History

@ For Juvenie For Respondent

=
Intake Case Namative History
© For luvenie
IcN FIPS Worker Neme

Date Opened  Date Closed | +

IcN FIPS

Workser Name

Date Opened DateClosed | »

Selected Intake Case Namative

Selected Intake Case Namative

c. (i) Select the For Respondent option, (ii) select the ICN associated with the opened intake
case, and the row will be highlighted in blue, (iii) click the Edit button, and the Selected
Intake Case Narrative textbox will become accessible, (iv) type a detailed description of

the intake, and (v) click the Save button when the notes are complete.

g Domestic Relations Intake

=

Intake Case | Namstive

Inteke Case Narative Hisiory

@ For duvenie

IcN FIPS

Viorker Name:

Date Opened  Date Closed

Selected Intake Case Namative

Juvenile Delinquent / Status Intake

From the Juvenile Delinquent/Status Intake screen, you can create a new juvenile intake and file

court summons and bench warrants.

a2/ Juvenile Delinquent/Status Intake

=

Intakce Case | Namative

Pettioners Information
Urknown?  SSN Name

Urknown?
Juvenie’s information
SsN Name
Juvenie Number Do
Intake Case Number (ICN):
Cout District
Open Date Time
Case Type

Relationship

Worker

Add

Add | [ View

Add Cear

Age (Years - Months)

FIPS
Close Date

Petitioner Type

(Petiionerto Juvenie)

Keyed By

Gear

Cear

Edit Intake Case Copy Intake Delete Intake
Info Case Case

View / Pt View Supreme
Intake Report Court Detaiis

Ofiense Htory.
‘Summary Report

[ Add duvenite Inicke |

[ Add Court Summons_|

[ Add Bench Warrent |

Intake Case Tab
1. Petitioner’s Information

a. Click the Add button and the Adult Search screen will appear. This screen consists of three
adult search options. If the search does not return the adult, and you have ensured that an
adult record does not exist, proceed with adding a new adult.
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55! Juvenile Delinguent/Status Intske

rtskce Cose | Namative

Fetbienars bemebicn
Unknown?  S5M Hame: E

Aeverie's Ifommaion
55N Name s | [view | [Gear
Aaverile Number DOB g (Yemrs - Months)

Intake Case Number (ICN): 'ﬂf Adult Search @

:::.: . Tme 2 :m::f @ Adult Number [ ]

— S —— ) Cassiod umber

Worker Keyed By () Advance Search

Sa Eappisks Cancel O LES | [E===—= © Add ik
s B Do
. i. Adult Number Button
If the adult is . . .. . . .
not found a 1. (i) Click the Adult Number button, (ii) type in the Adult Number, (iii) click the Find
message will button, and the Adult Information screen will appear, (iv) review the Adult
ahppear advising Information screen to ensure the correct adult is found, and the adult’s information
ﬁniihaerf no will auto-populate into the fields, (v) click the Close button, and you will return to the
' Intake Case tab.
"4 Adult Search == — o
(@ Adult Number maton | pckmes / Phcres / Eme | Erplcymert ommetn | Aewocsied bursdes

If the adult is © Cascload Murber o [ o -
not found, a ) Advancs Search R o
message will ) Add Aduit B—
appear advising Find
that there are ==
no matches.

#® Refer to the Juvenile & Adult Information Screens User Manual on how to navigate the Adult Information screen.

ii. Caseload Number Button
1. (i) Click the Caseload Number button, (ii) type in the Caseload Number, (iii) click
the Find button, and the Adult Information screen will appear, (iv) review the Adult
Information screen to ensure the correct adult is found, and the adult’s information
will auto-populate into the fields, (v) click the Close button, and you will return to the
Intake Case tab.

[E===n ="

e

Bt Ak
b

#ge [ems - Mersts) PreFace
Sedd

"4 Adult Search =

(1 Adult Number e/ Prores / Enal | Employmert bomation | Asmoccted arrdea

Ganetsc Sax

@) Cassload Number

) Advance Search

(7 Add Adult

# Refer to the Juvenile & Adult Information Screens User Manual on how to navigate the Adult Information screen.

iii. Advance Search Button

1. Click the Advance Search button and the fields at the bottom of the screen will
appear.
7 Adul Search ===

Lozt Hame. Use Widzart
Hame Suffc

Frt Name. Use Vidcard
nchude Abomatve Spuings

Date of Bty MMDDAYYY)
nchuda moceda that have i vatues for suhx and DOB

GeneticSex o M (| Mas ) Femie

Sireet Adbess {Full o Pasial)
oy 2P Code
s Low Enforcament Officar (LEOI?  LED Badge #
Phons. Home, Work. or Cel)
Find A2 weh Open Workdoad

s ] [ Coxt
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Conduct an
Advance
Search 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.

If the intake
officer did not
indicate that the
adult is an LEO,
you will not find
the adult using
this option. It is
best to search
for the officer
by name and
the City, if
known.

In order to clear
all the
information in
the search
fields, click the
Clear All
button.

If the adult is
not found, a
message will
appear advising
that there are
no matches.

© Add Adult will

create a new
adult record
with a unique
Adult Number.
All information
pertaining to
this adult will
be found under
the assigned
adult number.
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wnN

10.
11.

12.
13.
14.
15.
16.

17.

Type the Last Name.

Click the Use Wildcard checkbox and the advance search will match any character
or sequence of characters that you put in the Last Name field.

Click the Name Suffix checkbox in order to select a suffix from the drop-down
menu.

Type the First Name.

Click the Use Wildcard checkbox and the advance search will match any character
or sequence of characters that you put in the First Name field.

Click the Include records that have no values for suffix and DOB checkbox and
the search results will generate a list of names which meet the search criteria, even
if the adult entry does not list the date of birth or suffix.

You can search for an adult by including the Date of Birth ONLY. If you do not
know the date of birth, click the Include records that have no values for suffix
and DOB checkbox.

Select the Genetic Sex by clicking All, Male, or Female.

Search using the adult’s Social Security Number by typing it into the SSN textbox.
Search using the adult’s full or partial address by typing it into the Street Address
textbox.

Search using the adult’s city by typing it into the City textbox.

Search using the adult’s zip code by typing it into the ZIP Code textbox.

If you are searching for a law enforcement officer, (i) click the checkbox next to the
Is Law Enforcement Officer (LEO)? option, and the LEO Badge # textbox will
become accessible, and (i) type in the LEO Badge #.

Search using the adult’'s home, work, or cell phone number by typing it into the
Phone textbox.

In order to include adults with open workloads in the search results, click the Find
Adults with Open Workload checkbox.

Click the Find button and any records matching the criteria entered will appear in
the Search Results screen.

- Seanh Rl =

Adult Search

&3

! Mo matches. Please change your criteria,

OK

OR e

a. If the Search Results screen consists of multiple results and you are unsure of
which adult is the one you are searching for, (i) select an adult, and the row will
be highlighted in blue, (ii) click the View Info button, and the Adult Information
screen will appear WITHOUT auto-populating the information into the fields. (iii)
Review the Adult Information screen to ensure the correct adult is selected, and
when you find the correct adult, (iv) exit the Adult Information screen, (v) click
the Select button, and the adult’s information will auto-populate into the fields.

b. If you are sure of which adult is the one you are searching for, (i) select an
adult’s name, and the row will be highlighted in blue, (ii) click the Select button,
and the Adult Information screen will appear, and the adult’s information will
auto-populate into the fields, (iii) review the Adult Information screen to ensure
the correct adult is selected, (iv) click the Close button, and you will return to the
Intake Case tab.

#® Refer to the Juvenile & Adult Information Screens User Manuall on how to navigate the Adult Information

screen.
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Type the Zip
Code and click
the Find City
by Zip Code
button. The
City/Town and
State fields will
auto-populate
for Virginia zip
codes. Out-of-
state
information will
need to be
entered
manually.

The adult’s
address may
need to remain
confidential if a
Protective
Order already
exists.

For a new
respondent, you
can click the
Paste
Petitioner’s
button and the
petitioner’'s
Address, Zip
Code,
City/Town, and
State will auto-
populate to the
respondent’s
fields.

BADGE Manual

iv. Add Adult Button

1.

If the search does not return the adult, and you have ensured that an adult record
does not exist, proceed with adding a new adult. Click the Add Adult button and the
fields at the bottom of the screen will appear.

"l Adut Search

Adult Number
Caseload Number
Advance Search

@ Add Aduk

Name Suffic

(MM/DDAYYYY)

Date of Bith

a. Type in the Last Name.

b. Click the Name Suffix checkbox in order to select a suffix from the drop-down
menu.

c. Type in the (i) First Name and (ii) Date of Birth, and (iii) click the Add button.

d. If the system finds possible matches, the Add New Adult screen will appear.

Add New Adult P

@) System hasfound pessible matches with the information you have
) entered

Tt is advised that you review all possible matches. Would you like to
search for these matches?

Ves No

i.  If you would like to review the possible matches, click the Yes button, and
you will return to the Advance Search button in the Adult Search screen.
The Last Name, Suffix (if applicable), First Name, and Date of Birth
information will auto-populate into the Advance Search fields.

¥ Refer to the Advance Search section on how to conduct an Advance Search.

Revised: 7/2019

i. If you have already conducted an Advance Search, and did not find the
correct adult, click the No button, and the Information for New Adult screen
will appear.

e. If the system does not find any possible matches, the Information for New Adult
screen will appear. This screen consists of the Name/Address Information,
General Information, and Employment Information tabs.

i.  Name/Address Information Tab
1. The Last Name, Suffix (if applicable), First Name, and Date of Birth

information will auto-populate into the Information for New Adult fields

from the Add Adult button fields. (i) Type the Middle Name and (ii)

select the Genetic Sex.

a. If the adult is deceased, (i) click the Is Deceased?* checkbox, and
the Approx. Date field will become accessible, and (ii) type in the
approximate death date.

2. Type in the (i) Address and (ii) Zip Code, (iii) click the Find City by Zip

Code button, and the City/Town, and State fields will auto-populate.

a. If the adult is deceased, “Deceased” will auto-populate into the
Address and City/Town fields.

3. If the adult’'s address needs to remain confidential, click the Is Address

Confidential?* checkbox.

4. If the adult’s address is unknown, click the Paste Unknown hyperlink,
and “Unknown” will auto-populate into the Address, City/Town, and

State fields.
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codes. Out-of-
state
information will
need to be
entered
manually.

BADGE Manual

Revised: 7/2019

= Please Enter ALL Available Information for Mew Adult

d

Mame/Addess fomalion | Generl kfmmetion | Emplaymert infomaion
At Hame Bk Addrosa
Laat Mo Address
S . 5, . etc) [Neme =
First Mame: 2 Code Find Cay by Zp Cade
Midde Hame Gity/Town
Genetic Sex ) Ml ) Femse () Urknown Sme Lk

B b Deceased?* W Is Address Corfidertal? *

Al Fickda in Bold Ar: Mandatory

General Information Tab

1. The Date of Birth will auto-populate from the Adult Search screen. If the
Date of Birth is not listed, type it in at this time. The Age (YY-MM) will
auto-populate based on the Date of Birth. Select the (i) Race and (ii)
Height from the drop-down menus. The first Height drop-down menu is
for the height in feet and the second Height drop-down menu is for the
remaining height in inches. (iii) Type in the adult’'s approximate Weight
(in pounds), (iii) select the Marital Status from the drop-down menu, and
(iv) type in the adult’s Driver’s Lic. #.

2. (i) Type in the adult’'s Social Sec. #. If the adult is a U.S. Citizen, click
the Is Adult U.S. Citizen?* checkbox. Select the (ii) Ethnicity, (iii) Eye
Color, and (iv) Hair Color from the drop-down menus. If you work at the
Arlington CSU, type in the Docket #. If the adult has a driver’s license,
type in the state abbreviation for the State Issued Driver’s License
field, or select the state’s name from the drop-down menu.

3. Type in the adult’s (i) Home Phone, (ii) Cell Phone, and (iii) E-mail
address.

8 Please Enter ALL Available Information for New Aduft [==)

Mame/Adcfess Infomation | General Information | Employment Information

Adult Information

Date of Bith Age (Y- M) Ssh Is Adut U.S. Ciizen?

Race [Unknown ~]  Ehnicity (Hispanic/Latino?) -
Height [ v)' [ v Weight Eye Color [Unknewn | HairColor [Unknawn +
Mertal Stetus [ Unknown - Docket # for Aington CSL)

Divers Lic. # State lssued Driver's License

Adult Phone/Emal
Home Phane Cell Phone: Emal

“ @Ye e B tioown

Employment Information Tab

1. (i) Select the adult's employment status from the Status drop-down
menu, and type in the selected status’ (ii) Approx. Date, (iii) Employer
name, and (iv) Job Title. If you are searching for an LEO, click the
checkbox next to the Is Adult Law Enforcement Officer?* option, and
the Law Enforcement Officer Badge Number textbox will become
accessible, and type in the officer's badge number.

2. Type in the adult’'s employment (i) Address and (ii) Zip Code, (iii) click
the Find City by Zip Code button, and the City/Town and State
information will auto-populate. Type in the adult’s work (iv) Phone
number and (v) Phone Extension (if applicable).

3. If the adult works from home, click the Same as Home hyperlink, and the
Address, Zip Code, City/Town, and State information will auto-
populate.

o5/ Please Enter AL Available Information for New Adult =]

afion | Employmert Infomation

‘Aduk Employer Address / Phene Number
Address

Zp Code Find City by Zp Code:

City/Town
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Unlike domestic
relations
intakes,
respondents
are not required
for a juvenile
intake.
Petitioners are
pursuing the
court to settle a
matter against

a juvenile;
therefore, the
Respondent’s
Information
section is
inaccessible.
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4. (i) Click the Save button, and the Adult Information screen will appear,
and (ii) review the Adult Information screen to ensure the information is
correct. The adult’s information will auto-populate into the fields. (iii) Click
the Close button and you will return to the Intake Case tab.

b. View Button

i.  Click the View button and the petitioner’'s Adult Information screen will appear. Click the
Edit Adult Info button to edit existing information, and the Edit Information screen will

appear.

c. Clear Button

5. uvensle Delinquent/Status Intske

itake Case | Namative
Patnianer’ Irfomation
5N

Juvenies fomason

EED Hame

Auvenie Number o8
Intake: Case Number (ICN): 3487728

Cout Ditict

Open Date

- Tme

| iPettionerto Aovarie)
Keyed By

Cancel

o -

Clear
Ao (tears - Marthe)

FIPS
Cose Date.
=| Petitioner Type

Mandatory fislds displayed in bold

Add Coun Summons

Add Bench Warant

i.  Click the Clear button to remove the selected petitioner’s information from the fields.

2. Respondent’s Information

5. uvensle Delinquent/Status Intske

itake Case | Namative
Patnianer’ Irfomation
EEN

Juvenies fomason
EED Hame

Auvenie Number o8

Intake: Case Number (ICN): 3487728

Coun Disrct

id | [ew | [Cear

Clear

Ao (tears - Marthe)

-

a. The Respondent’s Information section will not be accessible.

3. Juvenile’s Information

a. Click the Add button and the Find Juvenile screen will appear. This screen consists of
multiple juvenile search options.

5 Find Juvenile

Fred doverie | Dvect Care Pogulanon | Deterson Popuiation | Add Avene
Seachby

@ Javerde Humber

0C Number

(Full o Partin)

(Home. Cal. or Work]

#® Refer to the Login & Search User Manual on how to search for a juvenile.

b.

If the search does not return the juvenile, and you have ensured that a juvenile record does

not exist, proceed with adding a new juvenile by clicking the Add Juvenile tab.
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= Add huvenile

=

Find dsvere

Last Name
Name Suffc
First Name

Date of B Age (Y-MM)

o i [P o e F
Please enter juvenile's legal name (d® nat

use nicknames) and date of birth, if known
(Fequired]

(Fecuinad]
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The address
should reflect
the juvenile’s
current home
address. If the
juvenile is
committed to
DJJ or resides
in a group
home or other
facility, make a
note of their

current location.

Type the Zip
Code and click
the Find City
by Zip Code
button. The
City/Town,
State, and
Juvenile FIPS
of Residence
fields will auto-
populate for
Virginia zip
codes. Out-of-
state
information will
need to be
entered
manually.

Use the Paste
Unknown
hyperlink if the
juvenile if the
juvenile will not
provide his/her
name or
address but
need to be
detained.
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i.  Typeinthe Last Name.
ii. Click the Name Suffix checkbox in order to select a suffix from the drop-down menu.
iii.  Type in the (i) First Name and (ii) Date of Birth, and the Age (YY-MM) will auto-
populate based on the Date of Birth, and (iii) click the Add button.
iv.  If the system finds possible matches, the System has located X possible match(es)
screen will appear.

Revised: 7/2019
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If the Search Results screen consists of multiple results and you are unsure of
which juvenile is the one you are searching for, (i) select a juvenile, and the row will
be highlighted in blue, (ii) click the View Info button, and the Juvenile Information
screen will appear WITHOUT auto-populating the information into the Juvenile’s
Information fields. (iii) Review the Juvenile Information screen to ensure the correct
juvenile is selected. When you find the correct juvenile, (iv) exit the Juvenile
Information screen, (v) click the Select button, and the juvenile’s information will
auto-populate into the Juvenile’s Information fields.

If you are sure of which juvenile is the one you are searching for, (i) select a

juvenile, and the row will be highlighted in blue, (i) click the Select button, and the

Juvenile Information screen will appear, and the juvenile’s information will auto-

populate into the Juvenile’s Information fields. (iii) Review the Juvenile Information

screen to ensure the correct juvenile is selected. (iv) Click the Close button and you
will return to the Intake Case tab.

If the search does not return the juvenile, and you have ensured that a juvenile

record does not exist, proceed with adding a new juvenile by clicking the Add New

button. The Information for New Juvenile screen will appear.

a. If the system does not find any possible matches, the Information for New
Juvenile screen will appear. This screen consists of the Name/Address
Information, General Information, and Birth/Family/Alien Information tabs.

i. Name/Address Information Tab

1. The Last Name, Suffix (if applicable), First Name, and Date of Birth
information will auto-populate into the Information for Juvenile screen. (i)
Type in the Middle Name and (ii) select the Genetic Sex.

2. Type in the (i) Address and (ii) Zip Code, (iii) click the Find City by Zip
Code button, and the City/Town, State, and Juvenile FIPS of
Residence fields will auto-populate.

3. If the juvenile’s address is the same as the petitioner’s address, click the
Paste Petitioner’s hyperlink, and the Juvenile Address fields will auto-
populate to the petitioner’s address.

4. |If the juvenile’s address is the same as the respondent’s address, click
the Paste Respondent’s hyperlink, and the Juvenile Address fields will
auto-populate to the respondent’s address.

5. If the juvenile’s address is unknown, click the Paste Unknown hyperlink,
and the Address, City/Town, and State fields will auto-populate to
“Unknown.”
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ii. General Information Tab

1. (i) Type in the juvenile’s Social Sec. #. If the juvenile has submitted a
DNA sample, click the Is DNA Taken?* checkbox. Select the juvenile’s
(i) Race and (iii) Ethnicity from the drop-down menus. (iv) Select the
Height from the drop-down menus. The first Height drop-down menu is
for the height in feet and the second Height drop-down menu is for the
remaining height in inches. (v) Type in the juvenile’s approximate Weight
(in pounds), select the (vi) Eye Color and (vii) Hair Color from the drop-
down menus, (viii) type in the juvenile’s School name, and (ix) select the
juvenile’s Grade from the drop-down menu. If you work at the Arlington
CSU, type in the Arlington CSU Social File #.

2. If the juvenile has a driver’s license, or any government-issued
identification card, select the type of identification from the Type drop-
down menu.

a. Ifthe juvenile has an Id Card, type in the (i) License # and (ii) state
abbreviation for the State Issued field. You can also select the
state’s name from the drop-down menu.

b.  If the juvenile has a Full driver’s license or Learner’s permit, (i)
select the Status from the drop-down menu, and type in the (ii)
License # and (iii) state abbreviation for the State Issued field. You
can also select the state’s name from the drop-down menu.

3. Type in the juvenile’s (i) Home Phone, (ii) Cell Phone, (iii) Work Phone,
(iv) Extension, and (v) E-mail address, if applicable.

a Please Enter ALL Available Information for New Juvenile ==

ress Informtion | General Infomation | Biry Family/Alien Infor

Race |Unknown ]

Ethnicity(Hispanic/Latino?)

“«

Heght [ v]" [ ~]" weight

Color: Eyes [Unknown v |  Hair [Unknown +]  Juvenie Phone/Emai

School Home Phone Cell Phone
Grade | Unknown v]  Work Phone Etertion
Adington CSU Social e # Email

< @Yes 1N @] tekrown

iii. Birth/Family/Alien Information Tab
1. The Date of Birth will auto-populate from the initial Juvenile Search
screen. If the Date of Birth is not listed, type it in at this time. The Age

(YY-MM) will auto-populate based on the Date of Birth. (i) Type in the

state abbreviation for the State of Birth field. You can also select the

state’s name from the drop-down menu. (ii) Type in the Birth Country
and (iii) select the Birth Verification from the drop-down menu.

a. If the juvenile’s birth certificate is used for Birth Verification, type in
the Birth Certif. #. If the birth certificate number is unknown, click the
Unknown hyperlink, and it will auto-populate to “Unknown.”

2. (i) Type in the juvenile’s Mother’s Maiden Name, and select the (ii)

Annual Family Income and (iii) Living with from the drop-down menus.

3. The juvenile’s alien Status will auto-select “No.” If the juvenile is an
alien, select “Yes”, and type in the juvenile’s Immigration # and

Citizenship. If the juvenile is a suspected alien, select “Suspected”, and

type in the juvenile’s Immigration # and Citizenship.

5/ Please Enter ALL Available Information for New Adult (=)

Name/Address nformation | Genersl rfomstin | Bith/Famiy/ Xen rfcmnaton
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For Intakes
completed by
the After-Hours
Intake Unit, the
Court District
field will need to
be manually
selected from
the drop-down
menu.

For Case Type,
if you select 07
-Diversion or
14- Pending for
the intake
disposition, the
close date will
not auto-
populate until a
final disposition
is entered.

Case Typeisa
mandatory field.
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4. (i) Click the Save button, and the Juvenile Information screen will
appear, and (ii) review the Juvenile Information screen to ensure the
information is correct. The juvenile’s information will auto-populate into
the Juvenile’s Information fields. (iii) Click the Close button and you
will return to the Intake Case tab.

c. View Button
i.  Click the View button and the Juvenile Information screen will appear.

a2 Juvenile Delinquent/Status Intske = w T

Anerée vhemmen,

Aeverde Name

Date o Bt g (Years - Morth) e
Race / Bbvicly
Resdert o et Sex

Asvenie's Informaiion
== e fod | Qiew) fo/Face Shee | Asee.| Case Workens | 10 Marks | Deterton rfo | et |Faml | Accees oo
Arversle Humber [ Age (Years - Morths

Intake Case Number (ICN] Vo Changs
Cout Ditict FPS Pt Aena
Open Date - Tme : Ccse Date
Case Type =] Petitioner Type.
Fecnzhe =] ettt v Mandatory felds diaplayed in bakd

Worker Keyed By
Save S - Cancel

P duvenie bizke 20 Count Susmens Add Bench Wenant o

¥ Refer to the Juvenile & Adult Information Screens User Manual on how to navigate the Juvenile Information
screen.

d. Clear Button
i.  Click the Clear button to remove the selected juvenile’s information from the fields.

47 havenile Delimquent/Status Intake =3

Juvenie’s informtion
EE Name fad | [Miew | [Cear
Auverile Number DoB Age (Vears - Morths

Coun Dutnct APs
Open Date - Tme : Clcse Date
Case Type -] Petitioner Type

Fetaticrshp =] (Peteonerto dvente Mandatory ficlds desplayed in bokd

Worker Kayed By

Intake Case Number (ICN)
a. The Intake Case Number (ICN) will auto-generate an assigned number after you save the
intake.
b. Court District
i.  The name of the Court Service Unit will auto-populate into the field.
c. FIPS
i. Selectthe FIPS from the drop-down menu. The selected FIPS should represent the
locality the offense occurred in or be based on which FIPS has jurisdiction over the
case.
d. Open Date
i.  The Open Date will auto-populate to the current date. If you would like to change the
date, select the date from the calendar screen.
e. Time
i.  The Time will auto-populate to the time when the intake screen was opened. If you
would like to change the time, highlight the hour, minutes, or seconds fields, and click
the up or down arrows until the correct time is displayed OR highlight the hour, minutes,
or seconds fields and type in the new time.
f. Close Date
i.  The Close Date will auto-populate when a final disposition is selected.
g. Case Type
i.  Selectthe Case Type from the drop-down menu.
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Petitioner
Typeisa

mandatory field.

In order to copy
an intake case,
you MUST
have an
existing
Juvenile Intake,
Court
Summons,
Bench
Warrants,
Detention
Orders, and/or
Shelter Care
Orders.
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h. Petitioner Type

i. Selectthe Petitioner Type from the drop-down menu.
i. Relationship

i.  The Relationship will auto-populate to None. If you would like the change the

relationship, select the Relationship the petitioner has to the juvenile from the drop-
down menu.

J. Worker

i.  The Worker will auto-populate to the name of the person creating the intake.
k. Keyed By

i. The Keyed By will auto-populate to the name of the person entering the intake
information into BADGE.

‘a2 huvenile DelinquentStatus Intake

ke Case | Narsaiive duveie biske
Fetbeners bieraten

sSH Hame cd | [vew | [Gear

Auverie’s Infomator
SSH Hame d | [vew | [Cear
Aaverie Number

o8 Age (Years - Merthe)

Intake Case Number (ICN) 3487728
Cout Dt FIPS
Open Dale *  Time Close Date
Case Type | Petiioner Type -
Fesonzhe - Petmonerto venie) Mandatory fields displayed in bold
Worker Keyed By

Save Cancel

Add duvenie rtske o

d Court Summans Adid Bench Wamant

I. Click the Save button and the Intake Case Number will generate. The Narrative tab will

appear, all of the buttons at the bottom of the screen will become accessible, and the Add
Juvenile Intake, Add Court Summons, and Add Bench Warrant buttons will appear.

o2 Juvenile Delinquent/Status Intake

=

iake Case | Narsaiive duverie biske
Fetbeners bieraten
nown?  SSH Hame d | [ Mew | [Gear

Auverie’s Infomator
ssH Hame
D08 Age (Yesrs - Macthe)
Intake Case Number (ICN): 3487728
Cout Dietrct

d | [vew | [Cear
Adavenile Numbes

FIPS

Clase Date

Open Date - Time

Cane Type = Petitioner Type

Relsicashio = (Pettionerto duvensie)

Save Copy btske Cancel e Rt
Aid davenie rtake
—_

Acid Cout Summons

Mandatory felds displayed in bold

Acid Bench Wamant
—

Intake Action Buttons

Once you save the information in the Intake Case tab, the buttons at the bottom of the screen will
become accessible.

o2 Juvenile Delinquent/Status Intake

=

Fiske Care | Namgtive duerie kickz
Pettioners biomation

ssn Hame 2od | [Mew | [Cioar

d | [vew | [Cear

Adavenile Numbes

008 Age (Yaars - Morthe)
Intake Case Mumber (ICN): 487728

Cout Disrict FIPS
Open Date ~ Time Close Date
Case Trpe = Petiioner Type
Feacnng | (Petiorer o duvenie) Marulatory lields displayed in bold
Worker

1. Edit Intake Case Info Button

a. (i) Click the Edit Intake Case Info button, (ii) edit the information, and (iii) click the Save
button when the edits are completed.
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2.

The Delete
Intake Case
button should
not be used in
lieu of editing
incorrect
information.

The amount of

information 3.

found on the
Supreme Court
Details screen 4
may vary
depending on

the court of 5.

jurisdiction.

Multiple VCC'’s
can be added to
a petition/order.

Click the Find
button if you
would like to
search for an

offense without 7,

entering any
information into
the search
fields.
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Copy Intake Case Button

a. (i) Click the Copy Intake Case button and the Copy Juvenile Delinqguent/Status Intake
Case screen will appear. The checkmark(s) will auto-populate based on the EXISTING
intake document associated with the intake. If multiple documents exist, all the documents
will be selected automatically. You can deselect any document that you do not want to
copy. You MUST select at least one document to copy. (ii) Click the Save button.

a-) Copy Domestic Relations Itake Case - ICN:

Original Pettioner

Pettioner Name

Respondent Name

sILEl [
zzz@

Juvenile Name

Custody Affidav (CA)  Protective Order (PO)

Pelitions Filed CA Recorded Offense Recorded PO Fled

Copy Intake Case 22
Respondent’ Information

Unknown?  SSN Neme:

View | [ Gear

Juvenile's Information
Y Name

"Q' Please select at least one document type to copy.

Juvenie Number DoB Age (Years - Morths)

Check Al Documents You Want to Copy.

Custody Petiions Custody Mfidavis

Protective Order

-

Delete Intake Case Button

a. Click the Delete Intake Case button and the Delete Intake Case screen will appear.

View/ Print Intake Report

a. Click the View/Print Intake Report button and the CSU Intake — Reports screen will
appeatr.

View Supreme Court Details

a. Click the View Supreme Court Details button and the Supreme Court Details screen will
appear. If there is no information entered by the Supreme Court, the Supreme Court Details
screen with a message will appear.

T4 Supreme Court Detail =5 |
Petarac Respondsrt
| o x

Juvenie DOB:

Infarmation from the Supreme Court must be verified for accuracy

SC Case Number Sanse

|| | Dffere o Peze 1) | Ofense nfa Page 2) | Licer ko | FinesAtomen s Bor | Heamgs

Supreme 0 Name: Supeema 0 008 Supreme Court Details 2
et Heasng Dete
Lo Heasing Dt N
'0' Mo data found for this case
Concted ss A7 T

Offense History Summary Report

a. Click the Offense History Summary Report button and the CSU Intake — Reports screen
will appear.

Add Juvenile Intake Button

a. (i) Click the Add Juvenile Intake button, and the Juvenile Intake tab will appear, and (ii)
select the Offense Date from the calendar screen.

o/ Juvenile Delinquent/Status Intake =

Intake Case | Narative | duvenie Intake
rged Oftense Infomation

Offense fense. fense. rioves
A VCCCode  HE0%E  Offense Description pu Sfenee o ool

Seected Offnse Detais
Oferse Dt 5]

VCC Code: Find WCCCode |~ Statite

Add New Offense

Judge Ordered Detertion
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When you
select a VCC, a
summary of the
charge will be
displayed at the
bottom of the
screen. If the
Notify
School?* field
is checked, the
juvenile’s
school must be
notified via a
school
notification
letter.

A Detention
Order button
will appear if
you select
Offense
Decision 03 -
Petition/Detent
ion Order Filed
orl3-
Detention
Order Only.

A Shelter Care
Order button
will appear if
you select
Offense
Decision 11 -
Petition/Shelte
r Care Filed or
12 — Shelter
Care Only.

A Detention
Order button
will appear if
you click the
Judge
Ordered
Detention
checkbox.

Some fields in
the DAI Scores
tab will auto-
populate.

Check all the
auto-populated
fields to ensure
the correct
criteria are
being used to
calculate the
DAI’s total
score.
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i. (i) Click the Find VCC button and the Search Offense screen will appear. You can
search for an offense by Statute, VCC, Heading, Sub-Heading, or Description. The
Use Wildcard?* checkbox will be selected automatically. If you do not want to use the
wildcard function, uncheck this box. (ii) Click the Find button and a list of VCC’s and
Offense Decisions will be generated which meet the search criteria. (iii) Select a VCC,
and the row will be highlighted in blue, (iv) click the Ok button, and you will return to the

Juvenile Intake tab.

7] Use Wideand ™

~

CHarse Description

Selocted Offense Detals

Subs Heading

Nty School

b. Select the (i) Penalty Modifier, if applicable, and (ii) Offense Decision from the drop-down

menus, (iii) click the Save button, and the saved information will appear in the Charged

Offense Information section.

a5' Juvenile Delinquent/Status Intake

<! Juvenile Delinquent/Status Intake

Charged Offense Information

Offense

Offense Retrieved
Number  Ofense Descrption M Decion %0 bythe SC

o) Add New Offense
VCC Code Statute

Heading

Subheadng

Description

Ofiense Decision | -]

VCC Code

Heading
Subheading
Desciption

Penalty Modfer

Offense Decision

Add New Offense
Statute Detention Assessment

[ Judge Ordered Detertion

[ Em

] [ coy | [ Dele

] [ Fil Pettion

c. Add New Offense Button

i.  If another offense needs to be added to the petitioner/order, (i) click the Add New
Offense button, and the Selected Offense Details fields will become accessible, and
(i) repeat the steps above to add another offense.

a5 Juvenile Delinquent/Status Intake

)

Intake Case | Namative | Juvenie Intake

Charged Offense Information

Oﬂens Retrey

e
VCC Code son 90 bythe SC

ﬁ'u':ﬁ Offense Description PM (o

nse

[ Judge Ordered Detertion

) [ comy | [ Delte | [ FiePettion |

Add New Offense h

Statute

[7] Judge Ordered Detertion

a' Juvenile Delinquent/Status Intake ==
Charged Offene Infomation
Dfense  veCCode M Ofense Descrtion PM preee s Petlevd
Add New Offense

d. Detention Assessment Button

i Click the Detention Assessment button, and the Detention Assessment screen will
appear. This screen consists of the DAI Scores and Overrides tabs. The Worker Name
field will auto-populate. The DAI Date field will auto-populate to the current date, but

Revised: 7/2019
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If the juvenile is

being charged you can change the date from the calendar screen. The DAI# is a system generated
with multiple number and will be assigned after you have the completed DAI.

offenses, use

the most T e D = TR =
serious offense ey i e Due < e

in the Most —l S e -

Serious e —— T T = i
Alleged 2 et o el i
Offense ) .
section. In

addition, you —

cannot combine
the scores for
multiple

offenses. == — Actsal Decision | Recommendation: et e P —

ige Ordered Detertion TOTALSCORE [ Ascfl | indicaled Decision: |Aelease

Cases that are

dismissed by i. DAI Scores Tab

tshuigg:sr;jﬂer 1. Most Serious Alleged Offense

completion of a. This field will auto-populate. If this field does not auto-populate, or needs to be
ordered changed for accuracy, reference the most serious offense listed in the current
conditions referral in order to select the appropriate category from the drop-down menu.
should NOT 2. Additional Charges in this Referral

E,?iuonrted in the a. This field will auto-populate. If this field does not auto-populate, or needs to be
Adjudications changed for accuracy, select the appropriate option from the drop-down menu.
of Guilt Use the referral complaint form/probable cause statement to determine the
section. appropriate category.

3. Prior Adjudications of Guilt (includes continued adjudication with “evidence
sufficient to finding of guilt”)

a. (i) Select the appropriate option from the drop-down menu, including
deferred/withheld findings or cases where there is evidence sufficient to a
finding of guilt, and (ii) review the Offense History screen to determine prior
court adjudications. If the Court Adjudication column is blank, review the
Caseload Management record (refer to the Contacts tab and the Running

Do NOT include Records Notes) to determine if the case was dismissed after successful
any offenses with completion of court conditions.

a deferred finding

in the Petitions 2 Refer to the Offense History Screen User Manual on how to navigate the Offense History screen.
Pending & Refer to the Caseload Management Module User Manual on how to navigate the Contacts tab.

Adjudication or

Disposition field. 4. Petitions Pending Adjudication or Disposition (exclude deferred

adjudications)

The Failure to a. (i) Select the appropriate option from the drop-down menu and (ii) review the
ﬁgegigg"ulﬁrseg Offense History screen to determine prior court adjudications. If the Court
Adjudication column is blank, review the Caseload Management record (refer

within the past 12

months. to the Contacts tab and the Running Records Notes) to determine if the case

was continued for the disposition. The notes should specify if the case has been
adjudicated or is pending adjudication.

¥ Refer to the Offense History Screen User Manual on how to navigate the Offense History screen.
¥ Refer to the Caseload Management Module User Manual on how to navigate the Contacts tab.

5. Supervision Status
a. This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, review the Caseload Management module to check the
status of the juvenile, and select the appropriate option from the drop-down
menu.
6. History of Failure to Appear (within past 12 months)
a. This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, review the Offense History screen, and select the
appropriate option from the drop-down menu.
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7. History of Escape/Runaways (within past 12 months)
a. This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, review the Offense History screen, and select the
appropriate option from the drop-down menu.

The escape/
runaway

incident MUST Tmm — — -
have occurred e
within the past ‘ R ——
12 months. .
Click the Auto * et e i e o
Fill button to N
auto-populate g
some of the
fields.
8. Total Score
a. The total score will calculate based on the selected options.
9. Indicated Decision
a. The Indicated Decision is based on the DAI Total Score. The Indicated
Decision will be Release, Detention Alternative, or Secure Detention.

ii.  Overrides Tab -
ONLY an
Aggravating
factor or a
Mitigating H'
factor can be et ettt
added to a DA, _
but not both. L S W
Select the
MOST serious 1. Mandatory Overrides (Juvenile Must Be Detained)
?fc%?vﬁ?ngy a. (i) Click the appropriate checkbox, if any, and (i) provide a detailed description
apply,to the of why the mandatory override was selected in the Comment box. If a
juvenile. Mandatory Override is selected, regardless of the Indicated Decision, the

juvenile must be detained.

In order to use 2. Discretionary Override
Sﬁrﬁﬂﬁn o a. Aggravating factors (override to more restrictive placement than indicated by
Provideg guidelines) or Mitigating factors (override to less restrictive placement than
Appropriate indicated by guidelines)
Supervision or i. (i) Select Aggravating factors or Mitigating factors, (ii) click the Add
Parent Unable button, and the Factor drop-down menu will become accessible, (iii) select
X’pg;g‘é‘ﬁaete the most applicable Factor from the drop-down menu, (iv) provide a brief
Supervision, rational in the Narrative box, and (v) click the Done button. The information
the incident will save as a new Discretionary Override entry.
must rise to the ii. Edit Button
level where a 1. (i) Click the Edit button, and the Factor and Narrative boxes will
Eg”rf;z'gtw";'t'g become accessible, (i) edit the information, and (iii) click the Done
CPS for child button when the edits are completed.
neglect or ili. Delete Button
abandonment. 1. Click the Delete button and the discretionary override will be removed.
é\oﬁ;faim b. Approved local graduated sanction for probation/parole violation
MUST be made i. (i) Click the Approved local graduated sanction for probation/parole
prior to violation checkbox and (ii) provide a brief description in the Justification
completing the box.
DAI.
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the Narrative . . .
box may auto- iv.  Actual Decision/Recommendation

populate based 1. (i) Consider the Indicated Decision and the selected override, if any, (ii) select
on the Factor Release, Alternative, or Secure Detention, and (iii) click the Save button. The
selected. DAI# field will auto-populate.

If Local Court

- ' . Detention Assessment T
POIICy IS ‘Woker Name. DAl Date: - DA Worker Nama O Diate: - D
= =

selected as the e -
mandatory My el Mt B Ot P
override, Fv -
provide a brief gt . - B o e e e it
narrative [ e = [ —
indicating which | S ‘
court policy was P
applied. I R P ——

‘ Actual Degjsion | Recommendation: Roease Atemative ‘Secum Deterton Actual Decision | Recommendation: Fiiear Abamative ‘Secue Detertion)

Q sene] [oom ] C ] oo e

v.  Edit Button
1. (i) Click the Edit button, (ii) edit the information in the DAI Scores tab or the
Overrides tab, and (iii) click the Save button when the edits are completed.
vi.  Close Button
1. Click the Close button and you will return to the Detention Assessment tab on the
Juvenile Delinquent/Status Intake screen.
vii.  Print Button
1. Click the Print button and the completed DAI will appear.

a Virginia Department of Juvenile Justice

1 of 1 @ | B =~ | 100% - Find | Next

Virginia Department of Juvenile Justice
Detention Assessment Instrument Report

Juvenile Number: 00B:
Worker Name: csu#
DA

persons.
felony narcotics distribution.

2
=3 7
Category E: Other Class 1 3 0
2
! ]
b
K
‘
2
1 0
T
ns)
;
% o
Viii. Detention Assessment Tab
o Juvenile Delinquent/Status Intake =

ive [ davenie btoke De«emuaw«eumem_—

DADate  Folow-Up? DAIScore  Indicated Decision Worker Name

Actual Decision

Mandatory Ovemides {uvenie Must Be Detained)
e Comment

r per DJJ Procedure 3471
pplicable policy)

Discretionary Overide
1. Aggravaing factors (ovenide to more restriciive placement than indicated by guidelines)
2] 2. Migating factors (ovemide to less resticive placement than indicated by guidelines)

Factor Narative

[T 3. Approved local gradusted sanction for probation/parole violation
Justfication

Add ‘View/Edt Delete

1. Add Button
a. Click the Add button and the Detention Assessment screen will appear.

#® Refer to the Detention Assessment section on how to complete a Detention Assessment Instrument.
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2. View/Edit Button
a. (i) Select a DAI, and the row will be highlighted in blue, (i) click the View/Edit
button, and the Detention Assessment screen will appear.

[ Hovenie Definquert/Status Intake. = T 1
ok Case [ Naratve [ davenke ke | Oetertcn pesessmert | Wodeehame: owose|  owl
DA Date Followlp? DAl Scoe  Indcated Decision Actual Decsen Warker Name: o

DAY Scores | Ovamdes.

1. Mo Senous Alaged OFense
0 e
2. dduensl Crasges it Fefersl
O o s st ofeas O o sl curent ensss
Manydatory Overmdes Wuverdie Mt Be Detaned) . . i
.J 1. Use of fireamm n curert offense 0 Mo prior sdudicabions of ol
IE] 2 Escapec/AWOL/Abaconder per Dl Frocedue 471 . U
17 3. Locl cout polcy (ndcate sppicabie polcy) LT e —
Discrationary Ovemde 5 Supervaon S
[EiRl gudeines| More.
B2 . Hetory o Falre o Appear i past 12 moriba)
Factar [resree 0 Mo petmon omoreetertion aderfor FTA st 12 marehs
7. History of Escape/ Runsways it st 12 morths)
0 [No escapas or nnaways within past 12 morths
3 @ TOTAL SCORE Indicated Decision: | Release
dustfication
| Docision . Mamaive -

‘

# Refer to the Detention Assessment section on how to complete a Detention Assessment Instrument.

3. Delete Button
a. (i) Select a DAI, and the row will be highlighted in blue, (ii) click the Delete
button, and the Please Confirm Delete Operation screen will appear.
e. Detention Order Button
i.  Click the Detention Order button and the Detention Orders tab will appear.

Intake Case | Naalive | Asvenie irtoke Irtake Case | Normatve | duvenie intake Mmmﬂ\-
e Issued Served Withdrawn Detention Date: Frinted
Fetneved
O M@ Secure Detertons () Jsis  Offenses forths Deterton Order
Daie Served Daie Viehcawn
A N Oferse = L B
Deferéion Order / Capias Feaanis}
WCC Code Satute | Detertion Asssssment ] The ovesie is sllsged 1o have
Heatng = = commited zn et thet would be 8 feeny o Uai\mmememour:::ecb.aam
v on or parol when the
Subheading would heve boen a eony o Casn 1 mscmeancr § comted by an adul
Descrodon violated any f the provsons of §18.2308.7
B 5 AND there is clear orel corvincing evidenca that

the relesse of the paverile consifutes s clear snd substartis thvest 1o the person ox propery of lbers, o
Offense Docssion th relnssa. o tha 3 il i A rranars 2 Mase 2 s hatarwal themat 8 parine harm tn ik andi's i

Cea ] Cow | [owm ] Add Save Cancel View / Port

ii. (i) Select the Facility from the drop-down menu. The Date Issued field will auto-

In order to filter populate to the current date. If you would like to change the date, select the date from
the Facility . .
drop-down the calendar screen. The Date Served and Date Withdrawn will need to be entered
menu, select into BADGE if and when the detention order is served or withdrawn. (ii) Click all the
All, Secure Detention Order/Capias Reasons options that apply to the juvenile and (iii) click the
Detentions, or Save button.
Jails.
o2 uvenite Deinquent/Staus Intake a2 Juvenile Definquent/Staus Intake
| rtaks Case | Nawaive | duvenie intake | Detertion Orders | rtakn Case. | Nawative | Javenie intaks | Detertion Orders |
‘m A @ Securs Detertions. J*‘meshuhnamnms [pﬂ, M@ Secure Detertiona utl
Date lzsued . Dane Served - Du:mwu Date lssed - . Date Served E DMMM-WG
et _ : Yooy
e I = =t
...... I = o= =2 “.,.-ml. )

iii. Add Button
1. Click the Add button and the fields will become accessible.

¥ Refer to the Detention Order section on how to complete a Detention Order.
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iv. Edit Button

1. (i) Select a Detention Order, and the row will be highlighted in blue, (ii) click the Edit

button, (iii) edit the information, and (iv) click the Save button when the edits are
completed.

v. Delete Button
1. (i) Select a Detention Order, and the row will be highlighted in blue, (ii) click the
Delete button, and the Please Confirm Delete Operation screen will appear.
vi.  View/Print Button
1. (i) Select a Detention Order, and the row will be highlighted in blue, (ii) click the
View/Print button, and the completed detention order/capias will appear.

ks Case. | Mamativ [ bover reake | Deterton Ordrs |
M41 of1bb|e ERaT Find | Hest
o Sorved Wi oterton Uate Forted DETENTION ORDER / CAPIAS PURSUANT TO § 16.1-247(K) CaseNo.
Commonswealth of Vieginia Va. Code 5§ 16.1. 247(A £ D), 161248 1, 161 250F, 16.1.256 T

Alexandria Juvenie and Domestic Relaions District Coust

- - e e aan s BAICESRETGY
Detertion Orde irfomation

R P et e v
e s s ' R
pamase [ . '
Multiple VCC'’s e
can be added e e etstarssea e ey ims | e e R e e
toa B ﬁ“ e . P
petition/order. et e B
f. Shelter Care Order Button
i.  Click the Shelter Care Order button and the Shelter Care Orders tab will appear.

i {(u2 Juvenile Delinquent/Status Intake == o2 Juvenile Definquent/Status Intake =
In order to filter e Coe [Nare] e e | e - :
the Facility P
menu, select

‘Shelter Care Order information
All, o .,
Community N Cormety Yo Hn ) S acbon© Lon S Detorers
Selected Offense Detals Shetter Care Order Reasen (s}
Youth HomeS, Ofere e | [ Add New Ofense | 1 The ok i ehgbieforplaosment i a secure faciky; or
ode e B ™ ions of the court, intake magi = or
Shelter . e e B . — .
ey The chid does not consent fo retum home, or
FaCIlltIeS, or 1 S;::::::} Sk, Carn e h [Nsruwmprm person abie to pravide proper amve to
Less Secure f— ] bt Ot Dt Pttt et e s o
Detentions. S
Cen ) o] () (o) [vensem

ii. (i) Select the Facility from the drop-down menu, (ii) select all the Shelter Care Order
Reason(s) that apply to the juvenile, and (iii) click the Save button.

o0 Toversie Demquent/Sists ake a2/ Juvenile Delinguent/Status Intake =
Irtake Case | Narative | duveriie intake | Shelter Care Ordom Intake Case | Nastive [ duvenie itake | Sheter Cars Orders |
Shcker Coe & Dt Parted Focity Sheter Care ¥ Dave Prreed Fachky

b

‘Sheker Care Order ifomation
Faciity

Sheker Care Order kcmation

5] Facity

L @ Communty Youth Hames ‘Sheler Facifes. ) Less Securs Detertons
Shelter Care Order Reason(s)
[ The chid is shgbie for placement in a secure faciy. or
B ™ sions of the cout, intake
A
77 The chid doss net consent 1 retum homs; or

Srneker Care Crder Reasans - | Fesson Selected

7| The chid s sigbis for placement i & secure facity, o

naci i o I The chid has falled to adhere ta the directions of the court. iniake officer or magisirate while on condiional release or
2 o B8 L guardian

| The chid doss rot conesntto etum home: or

| Nt ‘ther pesson abie to pravide proper
s s o

[ 8 oo o et ot o b o e s o e g s

[ Mo vt or g oy chr o sie o o rope upereon o e seeme Gl
e 3 reasonable tme:

7] e s e or guarcin rfuses o pert he G a e ome and i v or siherperson wiling and ableta
provid proper wihina

‘ View £ ot [ = =) (o | [oewem]]

iil. Add Button
1. Click the Add button and the fields will become accessible.

% Refer to the Shelter Care Order section on how to complete a Shelter Care Order.
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Once you click
the Yes button,
the petition is
sent to the
Virginia
Supreme Court
and cannot
make any
changes to the
petition. If there
is an error, you
should create a
new petition
and must
contact the
Supreme Court
to inform them
of the mistake.
You will need to
provide the
Supreme Court
with the original
and new SC#.

The Copy
Offense Text
button is helpful
when entering
the same
Offense Text
for multiple
juveniles at the
same time. (i)
Click the Copy
Offense Text
button, (ii) type
the Offense
Number, and
(iii) click the Ok
button.
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Edit Button
1. (i) Select a Shelter Care Order,

iv.

and the row will be highlighted in blue, (i) click the

Edit button, (iii) edit the information, and (iv) click the Save button when the edits

are completed.
v. Delete Button
1. (i) Select a Shelter Care Order,

and the row will be highlighted in blue, (i) click the

Delete button, and the Please Confirm Delete Operation screen will appear.

View/Print Button
1. (i) Select a Shelter Care Order,

Vi.

and the row will be highlighted in blue, (i) click the

View/Print button, and the completed shelter care order will appear.

4 Juvanibe Dalinquent/Status Intake

=

Intaks Case | Nawsiive | dovenie Fiske | Sheker Care Orders

SheterCoe & Date Prrted Fachy

Sheker Care Order bfcrmation

Faciiy

Sheker Care Orcder Reasans - | Resson Sefecied
The chid s sighie o plscemert i & saeuse facity,or
The chid has faled to adheretathe drections of the cour, take oficer ormagrate whis on condeonal misase; or
The chif parert. guardian or ather persan e o provide supervision carnat be reached whn & ressensble ime.cr
The child does not consent to retum home; or

Nesther e chid’s parent or guardian nor sy ofher persan sk 10 provids proper supervision can amive 1o sssume Custady
wihin 2 roasoniable ime or

The chid's parert or guardian refuses fo permit the: chid o rebum home and no relative or other parson wiling and sble to
provide proper withina

Ca ] Ca ||||'} =y

g. Edit Button
i. (i) Select an offense, and the row will
edit the information, and (iv) click the

{# Juvenile Delinquent/Status Intake

4= Virginia Department Of Juvenile Justice

1 of2 b M @ |- | 100% - Find | Next
SHELTER CARE ORDER casexo.
VA CODE ANN. §§ 16.1-274(D), 16.1-248.1, 16.1-249. 16.1-252, 16.1-256, 16.1-

Inre:

To be completed ONLY if petition or warant is not attached to this order.

UNKNOWN, UNKNOWN,

wammant filed conceming the juvenile that the juvenile may come within the purview of the
s District Court Law, and it further appears that the welfare of the juvenile requires that his custody be
in that

be highlighted in blue, (ii) click the Edit button, (iii)
Save button when the edits are completed.

Dar™  WCCode g Offense Dascroton M

by the 5C

Decsion ¥

= 5./ Jurverite Delinquent,Status Intake
ke Case | Namative | Juvenie izke ke Case | Namative | Juvenie kizko
Charged Offrse Infomation Crarged OFaras Ifomaton
Offense Offense. Retneved Offenee

Offenss . Oferss 1 Pl
el VOCCods Offense Descrion L o g

Seiected Dffense Detais
Offense Date | Add Hew Offenes |
VOC Cade | Detention Assessment |
Hesdng
Subheadng
Descrpton
Penalty Modfier
Offense Deceon

=

Jusdge Ordered Datertion

Gy ] [ Dome

h. Copy Button

Selected Offense Detals
Offerse Date = Add New Oftense.
- [FrdVooe] Snse
Headin
S
.

Poraty Modfer [ =] ] dsge Ordered Detertion

Ofierae Decaion m
Sve | Cancel |

i. (i) Select an offense, and the row will be highlighted in blue, (ii) click the Copy button,
and a duplication of the selected offense will be created.

{ #2 Juvenile Delinquent/Status Intake

o Juvenile Delinquent/Status Intake

Inake Case | Namative | Juvenie hiske

Cherged Offerse Infomation

Intake Case | Namaova | Juvenie intake | Sheter Cars Orosrs

Charged Offense irfomation

Offense Offense
Date

VCCOode  pumies

o Ofrae o Reneved
M fecson %0 bythe SC

CFionse Descriion

Offenna Retn
L il

Mers  wocCade S Ofense Descrtion

Selected Ofense Detal
Offense Date [ Add Hew Offense |
VL Code: | Detention Assessment |
Hesdrg
Suthesdng
Desception
Panaty Modfer Juckge Grdered Detention

Offense Decacn

lll'}'—a—j e o

i. Delete Button

Selected Offense Detais

Céferse Date Offenae Requres Schaool Natfcation | Add New Ofierae
VCE Code Stanute | Detertion Assessment
Heading
Subheadng
Descrstion
Paaky Modtier g Ordered Desertion
Offense Decision
Ex Copy (_oelete | [ Fle Fettion

i. (i) Select an offense, and the row will be highlighted in blue, and (ii) click the Delete

button.
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Printing the
same petition
multiple times
will not change
the SC #.

Multiple VCC'’s
can be added
toa
petition/order.

Click the Find
button if you
would like to
search for an
offense without
entering any
information into
the search
fields.

When you
select a VCC, a
summary of the
charge will be
displayed at the
bottom of the
screen. If the
Notify
School?* field
is checked, the
juvenile’s
school must be
notified via a
school
notification
letter.
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j- File Petition Button
i.  Click the File Petition button and the Check Information Before Continuing screen will
appear. You CANNOT make any edits once a petition is filed. If you need to add
another offense, affidavit, or order, click the No button.

1.

CheckInformation Before Continuing =
Please be aware that after saving petition you will
B\ ot be able to edit selected offense’s information.

Offense Date: 09/28/2016
WCC Code: NAR-3045-F3

‘Would you like to continue?

Yes No

If the information is complete, click the Yes button, and the Petition screen will

appear.
o Petiion =)
s
Chid Held in Custody? Yes No @ N/A
Place of Detenton o SheferGare | No Selecion Vias Made -]
Taken inte Custody: Date 0 Time
Placed in Detention or Sheter Care: Date O Time

a. All the information in the Juvenile Intake and Offense Information sections will
auto-populate.

b. The Petition Date and Time field will auto-populate to the date and time the
Petition screen was opened. If you would like to change the date, select the date
from the calendar screen. If you would like to change the time, highlight the
hour, minutes, or seconds fields, and click the up or down arrows until the
correct time is displayed OR highlight the hour, minutes, or seconds fields, and
type in the new time.

c. The Offense Text field will auto-populate standard language for the selected
offense. You can edit the information in the Offense Text textbox.

d. If the detention-related questions do not apply, leave the fields blank.

e. If the juvenile’s information needs to remain confidential, click the Do not print
juvenile’s address and phone checkbox.

f. If the adult’s information needs to remain confidential, click the Do not print

confidential adult address and phone checkbox. This feature will ONLY work
if the Is Address Confidential?* checkbox is selected on the Adult Information
screen.

# Refer to the Petitioners Information section on how to navigate the Adult Information screen.

Revised: 7/2019

g.
h.

Click the Save button and the SC # field will auto-populate.

In order to edit the petition, (i) click the Edit button, (ii) edit the information, and
(iii) click the Save button once the edits are completed.

In order to delete the petition, click the Delete button, and the Please Confirm
Delete Operation screen will appear. If you delete the petition, you will return to
the Juvenile Delinquent/Status custody Petition tab in the Juvenile
Delinquent/Status screen.

In order to view or print the petition, click the View/Print button, and the
completed petition will appear.
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S N —
Juverile Intake - Intake Case Number (ICN}:
et Jurveni’s Name DoB LI~ " A T e
Pettioner’s Name T s
Offense Information
Offense Date: VCC Code 1 Statute Offense Number
Description
Petition Infommation
Petition: Date Time Juvenile’s Age at the Date of Petition (Years - Months)
Offense Text | Copy Offense Text HEOFER
SHE DID ON OR ABOUT 02/04/2019 UNLAWFULLY (OFFENSE DETAIL), IN VIOLATION OF §18.2-308.2:3(J) OF THE
1950 CODE OF VIRGINIA AS AMENDED.
Child Held in Custody? | Yes No © N/A
Place of Detention or Sheter Care Mo Selection Was Made il ELEFHONE NO
Taken into Custody: Date Time one
Piaced in Detention or Sheter Care: Date Time o
k. In order to exit the Petition screen and return to the Juvenile Delinquent/Status

Intake screen, click the Close button.

8. Add Court Summons Button

a. (i) Click the Add Court

Summons button, and the Court Summons tab will appear, and (ii)

select the Offense Date from the calendar screen. The SC # field will auto-generate after
you save the completed Court Summons.

52/ Juvenile Delinquent/Status Intake =
i Narstive Cout Summons
Charged Offense nformation
Offense Offense Of etricv
= VCCCode  [Hiere®  Offense Desciption [t Ll briat=d

Selected Offense Details

LE) sc# Add New Offense
VEC Codk (Find VCCCode | Stetute
Heading
Subheading
Descripta
Penaty Modier | - Judge Ordered Detertion
Offensse Decision ( -
E Cancel

i. (i) Click the Find VCC button and the Search Offense screen will appear. You can
search for an offense by Statute, VCC, Heading, Sub-Heading, or Description. The
Use Wildcard?* checkbox will be selected automatically. If you do not want to use the
wildcard function, uncheck this box. (ii) Click the Find button and a list of VCC’s and
Offense Decisions will be generated which meet the search criteria. (iii) Select a VCC,
and the row will be highlighted in blue, (iv) click the Ok button, and you will return to the

Court Summons tab

=

Search Offense

Offense Search Ciiteria
Statute

Heading

Sub Heading

Selected Offense Detais
Headng Notfy School?*
Sub Heading

- [¥] Yes [0 No

b. Select the (i) Penalty Modifier, if applicable, and (ii) Offense Decision from the drop-down
menus, (iii) click the Save button, and the saved information will appear in the Charged
Offense Information section.

Revised: 7/2019
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A Shelter Care

a2 Juvenile Delinquent/Status Intake. = a2l Juvenile Delinquent/Status Intake ==

Order bUtton ||| | Intake Case Nsmwem‘ Intake Case | Narative | Juvenile Intake ShaﬂaﬂarEOydeﬁ‘CNRS\.lmmons
will appear if Craed Otese ramaton Crrsed Oferse fermsion
you select D veECde (R Ofen Desrton P Gl D hrhese R e —
Offense O 10
Decision 12 —
Shelter Care
Onl y. se‘ec:)i:?nojewbﬂ sce Add New Offense SE‘EL;ZST:EEDE‘E‘IE scu

VEC Code Statute VCC Code Statits
A Detention Sb: j j -
Order button Descrtion
will appear if et [ ) it " e [ st Ot et
you select ‘ =
Offense
Decision 13 -
g?é‘irr“g’n”ly c. Add New Offense Button

' i.  If another offense needs to be added to the petitioner/order, (i) click the Add New

A Detention Offense button, and the Selected Offense Details fields will become accessible, and
Order button (ii) repeat the steps above to add another offense.
will appear if
you CIiCk the 85 Juvenile Delinquent/Status Intake = a2 Juvenile Delinquent/Status Intake ==
JUdge Ordered Court Summens Intake Case | Narative | Coutt Summons
Deten tl 0 n Charged Offense Information Charged Offense Information
CheckbOX. o VCCCode  1EM%®  Offense Desorption pu e g sm Oflerse  voCCode ™™ Offense Description P Mense 1o g::h

Some fields in
the DAI Scores
tab will auto-
populate.

Check all the
auto-populated
fields to ensure
the correct
criteria are
being used to
calculate the

DATI’s total I,

score.

The escape/
runaway incident
MUST have
occurred within
the past 12
months.

Click the Auto
Fill button to
auto-populate
some of the
fields.

e

"
se Detai Selected Offense Detalls
e sc# # Offense Date (] sc# Add New Offense
o Statute VCC Code Statute
Headng
Subheadng

.
e[ =) [ dudse Ot Dt

Offense Decision Cffense Decision [ -

Penity Modfier [ Judge Ordered Detention Per

d. Detention Assessment Button

Click the Detention Assessment button, and the Detention Assessment screen will
appear. The Worker Name field will auto-populate. The DAI Date field will auto-
populate to the current date, but you can change the date from the calendar screen.
The DAI# is a system generated number and will be assigned after you save the
completed DAI.

o2 Juvenile Delinquent/Status Intake = o Detention Assessment =]

Warker Name: . DAl Date: ~ DA

Followp: [
DA Scores | Overides

1. Most Serious Aleged Offense

=)

3. Prior Adudications of Guit (ncludes with "svidence sufficient to finding of quit')

=)

2. Addiional Charges inthis Referral

D 4. Pettions Pending Adiudication or Dispostion (exclude deferred adjudications)

Selected Offense Details -
Offense Date sci Add New Cffense 5 Suuw[mn Status ]
Detention Asscssaert 6. History of Fallre to Appear fnithin past 12 marths)

Heading B
Subheading 7. History o Escape/ Funaays thin psst 12morths)

Desciption )

Penaty Modfier [T Judge Ordered Detention TOTAL SCORE [ AtoFil Indicated Decision: |Release
Offense Decsion
Actual Decision | Recommendation: ) Atemative Secure Detenion |
[ see | - Pt

DAI Scores Tab
1. Most Serious Alleged Offense
a. This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, reference the most serious offense listed in the current
referral in order to select the appropriate category from the drop-down menu.
2. Additional Charges in this Referral
a. This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, select the appropriate option from the drop-down menu.
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Use the referral complaint form/probable cause statement to determine the
appropriate category.
3. Prior Adjudications of Guilt (includes continued adjudication with “evidence
sufficient to finding of guilt”)

If the juvenile is a. (i) Select the appropriate option from the drop-down menu, including
being charged deferred/withheld findings or cases where there is evidence sufficient to a
with multiple finding of guilt, and (ii) review the Offense History screen to determine prior
offenses, use court adjudications. If the Court Adjudication column is blank, review the
the most .
serious offense Caseload Management record (refer to the Contacts tab and the Running
in the Most Records Notes) to determine if the case was dismissed after successful
Serious completion of court conditions.
Alleged
Offense #® Refer to the Offense History Screen User Manual on how to navigate the Offense History screen.
section. In ¥ Refer to the Caseload Management Module User Manual on how to navigate the Contacts tab.
iggggnéoynﬂléme 4, Pe'titic_)ns 'Pending Adjudication or Disposition (exclude deferred
the scores for adjudications)
multiple a. (i) Select the appropriate option from the drop-down menu and (ii) review the
offenses. Offense History screen to determine prior court adjudications. If the Court
Cases that are Adjudication column is blank, review the Caseload Management record. If a
dismissed by CSU is completing a social history, you may see notes for an Investigation for
the court after Report in the Contacts tab indicating a case is continued for the disposition. The
successful case notes should specify if the case has been adjudicated or is pending
completion of adjudication.
ordered
conditions ¥ Refer to the Offense History Screen User Manual on how to navigate the Offense History screen.
should NOT #® Refer to the Caseload Management Module User Manual on how to navigate the Contacts tab.
counted in the o
Prior 5. Supervision Status
Adjudications a. This field will auto-populate. If this field does not auto-populate, or needs to be
g;gi‘;'rit changed for accuracy, review the Caseload Management module to check the
' status of the juvenile, and select the appropriate option from the drop-down
Do NOT include menu.
any offenses 6. History of Failure to Appear (within past 12 months)
with a deferred a. This field will auto-populate. If this field does not auto-populate, or needs to be
gré?i'tni%r']”sthe changed for accuracy, review the Offense History screen, and select the
Pending appropriate option from the drop-down menu.
Adjudication 7. History of Escape/Runaways (within past 12 months)
or Disposition a. This field will auto-populate. If this field does not auto-populate, or needs to be
field. changed for accuracy, review the Offense History screen, and select the
appropriate option from the drop-down menu. The escape/runaway incident
must have occurred within the past 12 months.
o3 Detention p— =
The Failure to @ e emmnturns 5
Appear MUST 3 portesndoa : =1
h ave occurred a Pe\man‘s Pending Adiudication o Disposition (exclude defered adjudications) 5
within the past > e sas |
12 months. 6 Hmmy‘mFaﬂuremr"&vpear\wnhmpas\12mamhs) ‘
( )
TOTAL SCORE [ AoFl ] Indicated Decision: | Release
Ammec.s.mm. e |

8. Total Score
a. The total score will calculate based on the selected options.
9. Indicated Decision
a. The Indicated Decision is based on the DAI Total Score. The Indicated
Decision will be Release, Detention Alternative, or Secure Detention.
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iii. Overrides Tab

oy e ==
ONLY an — — —
Aggravating
factor or a -
Mitigating s

factor can be
added to a DA,
but not both.

Select the L
MOST serious

aggravating

factor, if any
apply to the

juvenile.

3. Appraved local graduated sanclion for proiaionparcie viclation

Austhcation

Actual Decision / Recommendation: Reiease Arematve Secure Detention

Save | Cose

1. Mandatory Overrides (Juvenile Must Be Detained)

In order to use a. (i) Click the appropriate checkbox, if any, and (ii) provide a detailed description

Parent . .
Uﬁ:,a?”ng to of why the mandatory override was selected in the Comment box. If a
Provide Mandatory Override is selected, regardless of the Indicated Decision, the

Appropriate
Supervision or
Parent Unable

juvenile must be detained.
2. Discretionary Override
a. Aggravating factors (override to more restrictive placement than indicated by

to Provide AR - . . .

Appropriate guidelines) or Mitigating factors (override to less restrictive placement than
Supervision, indicated by guidelines)

the incident i

(i) Select Aggravating factors or Mitigating factors, (ii) click the Add
button, and the Factor drop-down menu will become accessible, (iii) select
the most applicable Factor from the drop-down menu, (iv) provide a brief

must rise to the
level where a

Emi'gtwviv{ﬁ rational in the Narrative box, and (v) click the Done button. The information
CPS for child will save as a new Discretionary Override entry.

”Eg'edﬂ or . ii. Edit Button

Aopg o 1. (i) Click the Edit button, and the Factor and Narrative boxes will
complaint become accessible, (i) edit the information, and (jii) click the Done
MUST be made button when the edits are completed.

prior to - ii.  Delete Button

E?Ar?pletmg the 1. Click the Delete button and the discretionary override will be removed.

b. Approved local graduated sanction for probation/parole violation
i. (i) Click the Approved local graduated sanction for probation/parole
violation checkbox and (ii) provide a brief description in the Justification
box.
c. Actual Decision/Recommendation
i. (i) Consider the Indicated Decision and the selected override, if any, (ii)
select Release, Alternative, or Secure Detention, and (iii) click the Save
button. The DAI# field will auto-populate.

= =/ Detention Assessment ==

Information in
the Narrative
box may auto-
populate based
on the Factor
selected.

DAIDate: - oam Worker Name: DAl Date: DA

Folow-up:

DAl Scores | Ovemides

Must Be Detained)

Commert;
DJJ Procedure 9471
icable polcy)

5
e

Discretionary Overide
1. Aggravating factors (overide to more restictive placement than indicated by quidelines) 1

(overide

by guidelines)

2. Mitigating factors (ovemide to less restictive placement than indicated by guidelines) 2. Mitigating factors (overnde to less restrictive placement than indicated by guidelines)

Type Factor Narrative

Type  Factor Narsiive Add

If Local Court B

Policy is e
selected as the
mandatory
override,
provide a brief
narrative
indicating which

court policy was

applied.

3

Factor

Narrative

for

Justfication

Factor | Other Aggravating

Namative |,

3. Approved local graduated sanction for probation/parole violation

Justfication
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iv.  Edit Button
1. (i) Click the Edit button, (ii) edit the information in the DAI Scores tab or the
Overrides tab, and (iii) click the Save button when the edits are completed.
v. Close Button
1. Click the Close button and you will return to the Detention Assessment tab on the
Juvenile Delinquent/Status Intake screen.
vi.  Print Button
1. Click the Print button and the completed DAI report will appear.

5 Viginia Department of uvendle hustice =@ =
1 of 1 P RO mE- | o - Find | N
Virginia Depantment of Juvenile Justice
Detention Assessment Instrument Report
Juvenite Name: Juvenile Wumber: ooB:
ic Intske Date: Worker Name: csu:
Completed as Follaw-up fon callniake): oAk
score
12
o
L
]

Vii. Detention Assessment Button

DADste  Folow-Up? DAIScore Incicated Decision  Actual Decision Worker Name

Mandatory Overides (Juvenile Must Be Detained)
[] 1. Use of fiream in cumert offense

[F] 2. Escapee/AWOL/ nder per D1 Procedure 3471
[] 3. Local court policy lindicate appiicable policy)

Commert

] 3. Approved local graduated sanction for probation /parole vielation

Justfication |

Add View/Edi Delete

1. Add Button
a. Click the Add button and the Detention Assessment screen will appear.

#® Refer to the Detention Assessment section on how to complete a Detention Assessment Instrument.

2. View/Edit Button
a. (i) Select a DAI, and the row will be highlighted in blue, (ii) click the View/Edit
button, and the Detention Assessment screen will appear.

a Juvenile Definquent/Status Intake = =2/ Detention Assessment ==
Intake Case | Namative | Court Summons | Detention Assessment Worker Name: . DAl Date: ~ DAI#:

Followup: [
Follow-Up? DAl Score Indicated Decision  Actual Decision e
DAI Scores [Overides
1. Most Serous Aleged Offense

2. Addtionsl Charges inthis Referal

MDarvdalu o ie Must Be Detained) Comment 3. Prior Adiudications of with " finding of k")

1.U s -]
E : E“‘“M‘W“?U‘ ) onder = D:‘J P”“:“’“’e wn 4, Peiions Pending Adjudicalon or Disposfion (exclude deferred adudications)

cal court polcy fndicate applicable policy) [l Bl

Discretionary Overmids 5. Supenision Siaus
1. Aggravating factors fovemide to mere restricive placement than ndicated by guidslines) =
] 2. Mitigating factors overide to less restictive placement than indicated by guidelnes) 6. History of Faure to Appesr i past 12 morths)

Factor Narrative 2
7. Hisory o Escape/ unaways fitin past 12months)
[0 B
| ToraLscore Indicated Decision: | Release

[7] 3. Approved local graduated sanction for probation /parole violation

dusicaton | | Actual becision /Recommendation: * Aeose ) Atematve. ) Soore Detertion |
[ aa ] (CView/Ede_| [ Delte ] Pirt

® Refer to the Detention Assessment section on how to complete a Detention Assessment Instrument.
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Multiple VCC'’s
can be added
toa
petition/order.

In order to filter
the Facility
drop-down
menu, select
All, Secure
Detentions, or
Jails.
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3. Delete Button

a. (i) Select a DAI, and the row will be highlighted in blue, (i) click the Delete
button, and the Please Confirm Delete Operation screen will appear.

Viii. Detention Order Button

1. Click the Detention Order button and the Detention Orders tab will appear.

"o Juvenile Delinguent/Status Intake

=)

5 Juvenile Delinquent/Status Intake

=)

Intake Case | Narative | Cout Summons

Intake Case | Narative | Gourt Summons | Detertion Orders

Charged Offenss Infornation

VeCCode % Ofiansc Descrption

= -
M Deciion 10 byth

Offe
Date er
I N 1

Offense Reti

7] Judge Ordered Detention

Served Withdrann

Issued
> |

Detertion Date: Frinted

Detention Order Information

Facily O Al ) Secure Detertions () Jais  Offenses forthis Detertion Order

Date lssued

Date Wihdrawn

a. (i) Select the Facility from the drop-down menu. The Date Issued field will auto-
populate to the current date. If you would like to change the date, select the date
from the calendar screen. The Date Served and Date Withdrawn will be
entered into BADGE if and when the detention order is served or withdrawn. (ii)
Select all the Detention Order/Capias Reasons that apply to the juvenile and
(iii) click the Save button.

a=/ Juvenile Delinquent/Ststus Intake

Intake Case | Namtive | Coust Summens | Detertion Orders |

Issued Served Withdrawn

» I

Detention Date

Frinted

a5/ Juvenile Delinquent/Status Intake

ntake Case | Namative | Cout Summons | Detention Orders |

Served Withdrawn

Issued
I

Detertion Date Piinted

Detertion Order Information

Facilty Al D Seoure Detertions ©) Jais

Ofienses for this Detention Crder

Date lssued

Detertion Order Information

Facity Offenses for this Detention Order
Chesterfield Detertion

o

Date lssued

Date Withdrwn

nstitutes 3 clear and substantial threat o the person or property of others; o

[ Ei ] [ Deee | [\/‘lew/an]l

o Ve e

2. Add Button

a. Click the Add button and the fields will become accessible.

¥ Refer to the Detention Order section on how to complete a Detention Order.

3. Edit Button

a. (i) Select a Detention Order, and the row will be highlighted in blue, (i) click the
Edit button, (iii) edit the information, and (iv) click the Save button when the

edits are completed.

4. Delete Button

a. (i) Select a Detention Order, and the row will be highlighted in blue, (ii) click the
Delete button, and the Please Confirm Delete Operation screen will appear.

5. View/Print Button

a. (i) Select a Detention Order, and the row will be highlighted in blue, (i) click the
View/Print button, and the completed detention order/capias will appear.
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Multiple VCC'’s
can be added
toa
petition/order.

In order to filter
the Facility
drop-down
menu, select
All,
Community
Youth Homes,
Shelter
Facilities, or
Less Secure
Detentions.
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[ Juvenile Definquent/Status Intake

itk Case: | Mavative | Coust Summrs | Detenton Ordors |

lamed Served Detertion Dete. Frinted

Detertion Ordes ifomation
Facity
Chestedieid Datertion
Date ued Date Served Date Wehdrawn

Detertion Order / Cagias Reseons - 1 Reaton Setected

[1 The juvenie is alaged to have
7] commited an act thet woud be & feory or Class | misdemeanour # committed by sl

m probation or parcle whan
Class 1 misdemeance f adit

1 volated any of the peovisions of §18.2:30 7
AND there s slesr and convincing svidence that-

s radane o tha s i 44 romeset 3 Aase

[w ] &)

iX. Shelter Care Order Button

I i—
F 1 of1 b M |* e 0% ] Find | Met

DETENTION ORDER / CAPIAS PURSUANT TO § 16.1-247(K) CaseMo.

Commommealsh of Vieginia Va. Code §§ 16.1-247(A £ D), 16.1-248 1, 16 1230 F, 16.1.256
Tuvenile and Domestic Relations District Court
Inre
REACARAT AL
- B
Total charges = 1

4746779 CON-3280-59 | VIOLENCE, THREATS TO JUDGE, JUROR, WITNESS, COURT OFFICER
B ERREEh T TRARCR MG TR % AT AT T

Othae Prting s Posvions Chargi,
To be completed ONLY # petition is not sttached to this order.

UNENOWN, DNENOWY,

N
It sppears from the petition

the Juvele and
Demestic Larw, and it fsther y
assumed by the Cour, in ihat there

walfare of

javenie alleged in the pe

1. Click the Shelter Care Order button and the Shelter Care Orders tab will appear.

=

[Z] Judge Ontered Detertion

Incake Case | Namatwve | Cout Summans | Shefer Cara Orters -
Sneher Care & Date Preted Faciy N
‘Shelter Care Order Information
Facity [ -
=k Communty Youth Homes  ©) Sheter Faciies  ©) Lesa Secure Detentions

Shelter Core Order Ressen(s)
77 The chisds elgibl for placement in a secure facilty or
71 The chid has fabed to adhers to the direcsons of the cout, make oficer or magistrats whis on condtional reease: or

SR b provide

77 The chid dose nt consent ta retum home, o

B s aonei .

[ to permt other pemon wiing and able
A Save Cancel ‘View / Pk

a. (i) Select the Facility from the drop-down menu, (ii) select all the Shelter Care
Order Reason(s) that apply to the juvenile, and (iii) click the Save button.

o iStatus ntake [ Javenite Delinquent/Status Intake =]
Irtake Case: | Nartve | Cour Summons | Shelter Care Orce | | Intakn Case: | Naratia | Cout Summona | Sheber Care Crcers |
Shelter Care 2 Date Printed Facikty Sheler Care & Date Prnted Facity
v v
Shete Care Order fomation Shekar Cars Ordor rfomation
Faclty [ - Facity
M D) Communty Youh Homes € Shekar Facites ) Less Secure Detertons
Sheter Care O Ressanis) Sheker Care Order leascns - 1 Rieason Selectad
77 The chid s sigble for pacsment n a securs Faciy. o ) The chid  sigbie for piacemart n  secure faciy: or
1 Th chid has e to adhas o th drections of e cout. ntaka offcar or magirats whis on canditional esass: or 7] The chid hae fesdto o o
[ The chid's parert, person or B s ‘person o rmached wihin a reasonable time: or
7 T chid doss not consent to retum home; ar 7] The chid does not consent o retum home: or
[a] ‘any other persan able to provide ‘mhmimmmmmnmmﬂmw&mmwmmmﬂﬂw
within a reasanable time: or ‘within & ressonsbie tme, or
[a] 10 perme the chid e ‘mmimummnnmmmmmmmmmwmwmmmm
~ provide proper i | within & and. can be’
‘ Csw ] [Comed ] [vew/fm [ | O ) Do | lwewem ]

2. Add Button
a.

Click the Add button and the fields will become accessible.

# Refer to the Shelter Care Order section on how to complete a Shelter Care Order.

3. Edit Button

a. (i) Select a Shelter Care Order, and the row will be highlighted in blue, (ii) click
the Edit button, (iii) edit the information, and (iv) click the Save button when the

edits are completed.
4. Delete Button

a. (i) Select a Shelter Care Order, and the row will be highlighted in blue, (ii) click
the Delete button, and the Please Confirm Delete Operation screen will appear.

5. View/Print Button

a. (i) Select a Shelter Care Order, and the row will be highlighted in blue, (ii) click
the View/Print button, and the completed shelter care order will appear.
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1 os2b M

5 Juvenile Delinquent/Status Intake & Virginia Depstment OF Juvenile hustice.
Fre
Intake Case | Narave | Cout Summana | Sheber Care Orders - L.
W 00 - -y ™

Sheter Care & Dale Prted Facity

Sheter Care Order irfomation

Faciey

To be completed ONLY # petition or warrant is ot stiached to this order

UNKNOWY, UNKNOWN,
Sheter Care Order Feasons - 1 Reason Selected

The chik is ehgble for lacement in a secure faclty: or S sy o ononoeonenesesesesesosoiosososicicecacoio
The chid has falec o adhare o the drections of he coust, inteke oficeror magidrate whis on condiionsl relsase. or x 3 ;
The chid parre, ‘Daricn able to provide auparvison carno be reachad wehn

The chid does nct consent o retum home: o

Nether the chids ardhan ner any olier person able (o provide proper supervision can anve 1o assume custody
wh e

purvies of the
andit PP welfare custody be

The childs parent
pravide proper supeny

refuses 1o pemit the chid ta retum home and no relative or fhar perbon wiling and able 1o
care can belocsted wifin & reasansbie tme

Add [ e Vew / Pert |
e. Edit Button

i. (i) Select an offense, and the row will be highlighted in blue, (ii) click the Edit button, (iii)
edit the information, and (iv) click the Save button when the edits are completed.

immediately assumed by the Court, in that

52/ Juvenile Delinguent/Status Intake = a2 Juvenile Delinquent/Status Intake ==
Intake Case | Naative | Court Summons. —
Multiple VCC'’s CrarpedOfers forson Craged Ofese rforszion
can be added to e WCCCode e Offense Desaption M e 0 per Ofenss  weccose T Offenss Descrption P Ol w0 pen
™ — - ]
a petition/order.
|
" : :
Selected Offense Details Selected Offense Details
Offznse Date sca Offense Date: =] scu Add New Cffense
VCC Code Staiute OC Cods Statute
Heading Heading
Subheading Subheading
Description Description
Penaity Modier [T Judge Ordered Detention Penatty Modiier S [ Judge Ordered Detention
Offense Decision Offense Decisio [ v
Click the Find f. Delete Button
button if you i. (i) Select an offense, and the row will be highlighted in blue, and (ii) click the Delete
would like to button

search for an
offense without 9. Add Bench Warrant Button

entering any a. (i) Click the Add Bench Warrant button, and the Bench Warrant tab will appear, and (ii)

information into select the Offense Date from the calendar screen.

the search

fields. (a2 havenie Definquent/Ststus Inake ) =

When you -

selecta VCC, a = o S

summary of the

charge will be

displayed at the Sdncid s D : .

bottom of the R 04 e Oferee

screen. If the B

Notify .

School?* field or-::’::d: [ - mwmanml

is checked, the — —

juvenile’s

school must be

noﬁf'eld via a i. (i) Click the Find VCC button and the Search Offense screen will appear. You can

S oation search for an offense by Statute, VCC, Heading, Sub-Heading, or Description. The

letter. Use Wildcard?* checkbox will be selected automatically. If you do not want to use the
wildcard function, uncheck this box. (ii) Click the Find button and a list of VCC’s and

A Shelter Care Offense Decisions will be generated which meet the search criteria. (iii) Select a VCC,

Order button and the row will be highlighted in blue, (iv) click the Ok button, and you will return to the

will appear if Juvenile Intake tab.

you select

Offense

Decision 12 —
Shelter Care
Only.
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Offense Search Cteria
Statute. vee Use Widcard?*

Selected Offense Detais
Heading | [] Netfy School?
Sub Heading |

G O Co )

b. Select the (i) Penalty Modifier, if applicable, and (ii) Offense Decision from the drop-down
menus, (iii) click the Save button, and the saved information will appear in the Charged
Offense Information section.

[ niahe Case | Narmiva | Sench Warert | [ ke Case | Narsite | Bench Wart |
A Detention T R Nm!zirj;dmzenselrfuma\-un e — Cherged Offense Ifornation
Order button Date. Number Decision bythe SC
will appear if
you select
Offense Selected Offe Detail Selected Offense Details
DeCiSiOn 13 - Oﬁen::?]s:le H sc | Add New Offense Offense Date | scu Add New Offense
Detention V(;CC:de | Find VCC Code | Statte | vt;ce::: ‘!— Statute Detention Assesament
Ord er Only ‘ SUMZ;::Z [ Subheading |
Description | Desciption |
. Penalty Modfier +| [ Judge Ondered Detention Penay Modfier | [ Judge Ordered Detertion
A Detent|0n oms:ygww [ - Oﬁens:yDeqsmn [ e
Order button *
will appear if
you click the
Judge Ordered c. Add New Offense Button
Eﬁ;ggé‘é’xn i.  If another offense needs to be added to the petitioner/order, (i) click the Add New
' Offense button, and the Selected Offense Details fields will become accessible, and
Some fields in (i) repeat the steps above to add another offense.
the DAI Scores
tab will auto- [T = o el Delaen St ok =
popu|ate_ Intake Csse | Narative | Bench Warrart e — nioke Gase | Naraiive | Bench Warrart p—
s Descriptic Numb’; Offense Description
Check all the

auto-populated
fields to ensure
the correct

. X Selected Offense Detais ‘Selected Offense Detals

criteria are Offense Date sc# | mh ] Offense Date = sc# | [ Add New Offense |
being Used to vecCose | Statute [ Detention Asssssment | VCC Code Find VCC Code | Stae |

Heading | | Heading |
calculate the Sthesing | st |
DAI’s total st | Descrton |

Penaky Modfier | Judge Ordered Detertion Pecaly Modfier [ ] Judge Ordered Detertion
score. Offense Deciion | Offense Decison | -]
e )

If the juvenile is
being charged

Wfifth multiple d. Detention Assessment Button

?heenmS:;’ e i.  Click the Detention Assessment button, and the Detention Assessment screen will

serious offense appear. The Worker Name field will auto-populate. The DAI Date field will auto-

in the Most populate to the current date, but you can change the date from the calendar screen.

Spoous The DAI# is a system generated number and will be assigned after you save the
ege

Offense completed DAI.

section. In

addition, you

cannot combine
the scores for
multiple
offenses.
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Cases that are
dismissed by
the court after
successful
completion of
ordered
conditions
should NOT
counted in the
Prior
Adjudications
of Guilt
section.

Do NOT include
any offenses
with a deferred
finding in the
Petitions
Pending
Adjudication
or Disposition
field.

The Failure to
Appear and
escape/
runaway MUST
have occurred
within the past
12 months.
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a2/ Detention Assessment =

Worker Name: DAI Date: v DA
Folowp:
DAl Scares | Ovemides
1. Most Serious Aleged Offense

2. Addtional Charges in this Refeml

3. Prior Adjudications of Guit fncludes continued adiudications with “vidence sufficient to finding of quit”)

4. Pettions Pendng Adjudication or Dispostion (exclude

5. Supenvision Status

6. Hstory of Failne to Appear fwithin past 12months)

7. Histoy of Escape/ Runaways within past 12 morths)

TOTAL SCORE | _Auto fil Indicated Decision: |Release

Actual Decision / Recommendation: Release Mtemative Secure Detertion ‘

ii. DAI Scores Tab
1. Most Serious Alleged Offense

a. This field will auto-populate. If this field does not auto-populate, or needs to be

changed for accuracy, reference the most serious offense listed in the current
referral in order to select the appropriate category from the drop-down menu.

2. Additional Charges in this Referral

a. This field will auto-populate. If this field does not auto-populate, or needs to be

changed for accuracy, select the appropriate option from the drop-down menu.
Use the referral complaint form/probable cause statement to determine the
appropriate category.

3. Prior Adjudications of Guilt (includes continued adjudication with “evidence

sufficient to finding of guilt”)
a. (i) Select the appropriate option from the drop-down menu, including

deferred/withheld findings or cases where there is evidence sufficient to a
finding of guilt, and (ii) review the Offense History screen to determine prior
court adjudications. If the Court Adjudication column is blank, review the
Caseload Management record (refer to the Contacts tab and the Running
Records Notes) to determine if the case was dismissed after successful
completion of court conditions.

# Refer to the Offense History Screen User Manual on how to navigate the Offense History screen.
¥ Refer to the Caseload Management Module User Manual on how to navigate the Contacts tab.

4. Petitions Pending Adjudication or Disposition (exclude deferred

adjudications)
a. (i) Select the appropriate option from the drop-down menu and (i) review the

Offense History screen to determine prior court adjudications. If the Court
Adjudication column is blank, review the Caseload Management record (refer
to the Contacts tab and the Running Records Notes) to determine if the case
was continued for the disposition. The notes should specify if the case has been
adjudicated or is pending adjudication.

#® Refer to the Offense History Screen User Manual on how to navigate the Offense History screen.
¥ Refer to the Caseload Management Module User Manual on how to navigate the Contacts tab.

5. Supervision Status

a. This field will auto-populate. If this field does not auto-populate, or needs to be

changed for accuracy, review the Caseload Management module to check the
status of the juvenile, and select the appropriate option from the drop-down
menu.

6. History of Failure to Appear (within past 12 months)

a. This field will auto-populate. If this field does not auto-populate, or needs to be

changed for accuracy, review the Offense History screen, and select the
appropriate option from the drop-down menu. The Failure to Appear must have
occurred within the past 12 months.

7. History of Escape/Runaways (within past 12 months)
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The escape/
runaway
incident MUST
have occurred
within the past
12 months.

Click the Auto
Fill button to
auto-populate
some of the
fields.

ONLY an
Aggravating
factor or a
Mitigating
factor can be
added to a DA,
but not both.

Select the most
serious
aggravating
factor, if any
apply to the
juvenile.

In order to use
Parent
Unwilling to
Provide
Appropriate
Supervision
the incident
must rise to the
level where a
complaint will
be made with
CPS for child
neglect or
abandonment.
A CPS
complaint
MUST be made
prior to
completing the
DAI.

Information in
the Narrative
box may auto-
populate based
on the Factor
selected.

If Local Court
Policy is
selected as the
mandatory
override,
provide a brief
narrative
indicating which
court policy was
applied.
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a. This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, review the Offense History screen, and select the
appropriate option from the drop-down menu. The escape/runaway incident
must have occurred within the past 12 months.

==

donce wfliciet to indig of gt

8. Total Score
a. The total score will calculate based on the selected options.
9. Indicated Decision
a. The Indicated Decision is based on the DAI Total Score. The Indicated
Decision will be Release, Detention Alternative, or Secure Detention.
iii. Overrides Tab

Actual Decision | Recommendation: Felesse Az Secure Datertion

Seve Gose

1. Mandatory Overrides (Juvenile Must Be Detained)

a. (i) Click the appropriate checkbox, if any, and (ii) provide a detailed description
of why the mandatory override was selected in the Comment box. If a
Mandatory Override is selected, regardless of the Indicated Decision, the
juvenile must be detained.

2. Discretionary Override

a. Aggravating factors (override to more restrictive placement than indicated
by guidelines) or Mitigating factors (override to less restrictive placement than
indicated by guidelines)

i. (i) Select Aggravating factors or Mitigating factors, (ii) click the Add
button, and the Factor drop-down menu will become accessible, (iii) select
the most applicable Factor from the drop-down menu, (iv) provide a brief
rational in the Narrative box, and (v) click the Done button. The information
will save as a new Discretionary Override entry.

ii. Edit Button
1. (i) Click the Edit button, and the Factor and Narrative boxes will

become accessible, (ii) edit the information, and (iii) click the Done
button when the edits are completed.

iii. Delete Button
1. Click the Delete button and the discretionary override will be removed.

b. Approved local graduated sanction for probation/parole violation
i. (i) Click the Approved local graduated sanction for probation/parole

violation checkbox and (ii) provide a brief description in the Justification
box.
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3. Actual Decision/Recommendation
a. (i) Consider the Indicated Decision and the selected override, if any, (ii) select
Release, Alternative, or Secure Detention, and (iii) click the Save button. The
DAI# field will auto-populate.

== Detention Assessment "o Detention Assessment =
Warkee Name DA Dae v e oo e DA Dete: DAz
Fodowsp Folowp.
DAl Scores | Ovenides DAl Scarss | Ovemdes
Mty Orvemces (hevele Must B Detaned) Mendetey Oversds srenle M Be D)
1. Use of fream in cument offense. Comment: 1. Use of frsam in curent cffense. Cemment

2 Escapes/ ANOL/Absconder per D) Procedure $471 2 Excapes/AWOL/Abacondar per D) Procadurs 471
2 Local oy Indicate appicable polcy) 3, Loca court pabcy frdcate appicatle potcy)
Dscretionary Ovende Discestinary Overide
1. Aguravating factor [vemsde o mors ressctve plscement than e sted by guideines) @1 leveride t asines)
2 Mngating factors fovemde 1 @ 2. Misgatng factors fovertide 0 ess resticiive placemert than rndcated by gudeines)

Type  Factor Narstive Add Typs Factor Varative
Delete

Factor Factor | huvende Has Sinficant Substance Abuss Froblem
Narative Namres |Auvenie was by andno beds
are inmeciatsly avallable
3. Aoproved local oraduated sanction for probationpane violsien 2 sancton
dutbemen Justhoznon

Actuai I Recommendation: . Aemae Secure Deteréen Actual Decision | Recommendation: Risase Stemaee Secure Detarton
[ e | [ Com | Fort Iax [ [ |

4. Edit Button
a. (i) Click the Edit button, (ii) edit the information in the DAI Scores tab or the
Overrides tab, and (iii) click the Save button when the edits are completed.
5. Close Button
a. Click the Close button and you will return to the Detention Assessment tab on
the Juvenile Delinguent/Status Intake screen.
6. Print Button
a. Click the Print button and the completed DAI report will appear.

8 Virginia Department of Juvenile Justice [=)=][=]
1 of1 ® & Eae- | 100% 5 Find | Net
Virginia Department of Juvenile Justice E
Detention Assessment Instrument Report
Juvenile Name: Juvenile Number: DoB:
ich Intake Date: Worker Hame: csus:
Completed as Follow-up (o cal Intake): Daiz:
scor
1
2
:
3 12
2
3
2
1
0 0
5
s
3
2
1 0
ING ADJUDICATION OR DISP de deferred adjudications)
ne nding o &
Two or more pending for oth <
One pending peitonicispositon for an ofher offens 2 . <
a2l Juvenile Delinquent/Status Intake ) ==
ive | duvenie intake | Detention Assessment

DADate  Folow-Up? DAIScore Indicated Decision  Actual Decision Worker Name

Mandatory Ovemides (luvenile Must Be Detained)

[ 1. Use of firearm in cument offense.

] 2. Escapee/AWOL/Absconder per DJJ Procedure 471
[7] 3. Local cout policy (indicate applicable policy)

Comment

Discretionary Overide
1. Aggravaing factors
[7] 2 Miigating fact

ss v
Factor Narative

placement than indicated by guideines)
e

[T 3. Approved local gradusted sanction for probation/parole violation
Justfication

Add ‘View/Edt Delete

1. Add Button
a. Click the Add button and the Detention Assessment screen will appear.

#® Refer to the Detention Assessment section on how to complete a Detention Assessment Instrument.
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2. View/Edit Button
a. (i) Select a DAI, and the row will be highlighted in blue, (i) click the View/Edit
button, and the Detention Assessment screen will appear.

o) Juvenile Delinquent/Status Intske s [y —
. Juvenile Delinquent/Status Intok = =

Follow-Up? DAIScore Indicated Decision  Actual Decision

Commert 3 Pror Adudcatons of GultInchudes cortinusd sdhudcations wih “svidence wflcsnttfindn of gt )
4 Deasticn s
[ =
5 Supervison Situs
indicated by guidelines) o | -
by guidelnes) & Hsoya i past 12 monthe)
o | -

7 Fistory of Escape/ ey it s 12 mths)
o |

TOTAL SCORE | AmFd Indicated Decision: | Release

Actual Decision | Recommendation: ~ Felense | Haemative | Secum Deserson,

e ] ([DvienvEa ] [ sane] ey =

¥ Refer to the Detention Assessment section on how to edit or print the completed Detention Assessment
Instrument.

3. Delete Button
a. (i) Select a DAI, and the row will be highlighted in blue, (i) click the Delete
button, and the Please Confirm Delete Operation screen will appear.
e. Detention Order Button
i.  Click the Detention Order button and the Detention Orders tab will appear.

Ermr= ey oo G et | o M“L-i

Issued Served Withdmwn Detertion Date Printed

In order to filter —

the FaCl'lty [Fau\rly © Al O Securs Detertions ©) Aaui ] enseuwms Detertion Order

drop-down —

menu, select -

All, Secure H

Detentions, or

Jails. T

ad | ;:’ ] [Ccamcel ] [ viewspmnt \‘WM“

ii. (i) Select the Facility from the drop-down menu. The Date Issued field will auto-
populate to the current date. If you would like to change the date, select the date from
the calendar screen. The Date Served and Date Withdrawn will be entered into
BADGE if and when the detention order is served or withdrawn. (ii) Select all the
Detention Order/Capias Reasons that apply to the juvenile and (iii) click the Save

e T ]
a2 Juvenile Delinquent/Status Intake = a2/ Juvenile Delinquent/Status Intake
Intake Case | Namative | Juvenie Intake | Detertion Orders | [ Intake Case | Naraiive [ Juvenie ntake | Detention Orders |
Issusd Served Wighcirawn Detention Date Printed Issued Served Wihdrawn Detertion Date: Printed
Detertion Order Information Detention Order Ifomnation
Faciity © Al O Secure Detertions (©) Jails  Offenses for this Detertion Order Facilty Offenses for this Detertion Order
f |
Date Wihcrawn

Date lssued Date Served Date Withdrawn Date Issued

antia] threat to the perso

propety of cthers: or

 clear and substantial threat to the person or property of others: or

Deklo View / Prirt

] [Gancel | [View/Pmt |

iii. Add Button
1. Click the Add button and the fields will become accessible.

¥ Refer to the Detention Order section on how to complete a Detention Order.

Revised: 7/2019 68|Page



Multiple VCC'’s
can be added
toa
petition/order.

In order to filter
the Facility
drop-down
menu, select
All,
Community
Youth Homes,
Shelter
Facilities, or
Less Secure
Detentions.

BADGE Manual

iv. Edit Button

1. (i) Select a Detention Order, and the row will be highlighted in blue, (ii) click the Edit
button, (iii) edit the information, and (iv) click the Save button when the edits are

completed.
v. Delete Button

1. (i) Select a Detention Order, and the row will be highlighted in blue, (ii) click the
Delete button, and the Please Confirm Delete Operation screen will appear.

Vi. View/Print Button

1. (i) Select a Detention Order, and the row will be highlighted in blue, (ii) click the
View/Print button, and the completed detention order/capias will appear.

o/ Juvenile Delinquent/Status Intake
Intake Case | Namative [ Juvenie Intakse | Detertion Orders |
Issued Served Vithdram Detertion Date Frrted
Detertion Order nfomtion
Offenses for tis Detertion Order
Date Withdrawn

f. Shelter Care Order Button

M 41 ofl b M |« @ |- | 100% - Find | Next
DETENTION ORDER / CAPIAS PURSUANT TO § 16.1-247(K) CaseNo.
Commonwealth of Virginia Va. Code §§ 16.1247(A & D), 161248 1, 161250 F, 160256 77

777777777777777777777777777777777777777777777777777777 Alexandria Juvenile and Domestic Relations District Court

Total charges =1

i.  Click the Shelter Care Order button and the Shelter Care Orders tab will appear.

R e e

Delinquent/Status Intake =
—— o T |

[e—
by the SC L

Sheher Care 2 Dete Prted Fookty

Sheter Care Order informaton
Fooly | ]
M @ Communty Yo Homes ) SheterFackoss ) Lexs Socus Detertarns
Sheter Care Ondr sssont)
] Toe chid s shgbls forpacemart i a securs facy: o
[ia] 3 oft o

[ The chid's paren. guardan o céher person able {0 provide supervision cannat be reached wihin a easanabie fme; or
7] The chid does ot consant to retum home. or

B ‘upesvision can amve
wihin a reascrable time. or

B pemit pes ndstieto

ii. (i) Select the Facility from the drop-down menu, (ii) select all the Shelter Care Order
Reason(s) that apply to the juvenile, and (iii) click the Save button.

o Juvenie Definquent/Status ntake = = Juvenile Delinquent/Status Intake. E

ke Case | Narative | Bench Viamant | Sheter Caro Orders | ntake Case | Namative | Bench Wamart | Sheter Care Orders. |

ShelerCoe#l Dete Prrded Facity ShelorCac 8 Dete Frined Focily
v 5
Sheter Care Order ncrmaticn Sheler Care e fomation

Facity | - Facity

M ® CommntyYountomes © SheterFocites () Less Secure Detorsons

Shaler Care Orter Rsascnie) Shater Care Order Rassons - 1 Rasson Selcted
7] The chi s shobiefor iacemert i 8 secure facky; o ] e chl i choble foriacemert i  secur fockey. cr
e o the cout, ke e whia cn ondionsi relsaes o

B guardan

7] The chid does ot consent ta retum home. or

5] Netherthe chid's parert or guaran nor any obher
within a reasoniable time: or

o

E adhere to

releaseor
8 The chibd s, guschin o off s bl 5 i S pésviskin osrwio b il i B st o
[ The chid doss not Gorsert to retum home: or

o rebuem homs and

rwﬂm-mmmw

%) S o st e v 2 o b s : s Y i e s v 0 o W s e s atiets
‘ Save Cancel Vew / Part | B | G | | Deme [ View P | |
ii.  Add Button

1. Click the Add button and the fields will become accessible.

# Refer to the Shelter Care Order section on how to complete a Shelter Care Order.

Revised: 7/2019

69|Page



BADGE Manual

iv.  Edit Button
1. (i) Select a Shelter Care Order, and the row will be highlighted in blue, (i) click the
Edit button, (iii) edit the information, and (iv) click the Save button when the edits
are completed.
v. Delete Button
1. (i) Select a Shelter Care Order, and the row will be highlighted in blue, (i) click the
Delete button, and the Please Confirm Delete Operation screen will appear.
vi.  View/Print Button

1. (i) Select a Shelter Care Order, and the row will be highlighted in blue, (i) click the
View/Print button, and the completed shelter care order will appear.

# Juvenile Delinguent/Status Intake . a7 Virginia Department O Juvenile Justice
rtake Cae | amtve | Bench Wamre | Shetes Cars Orders
r R Facity 1 of 2 b M @ |- | 100% - Find | Next

L |
SHELTER CARE ORDER CASENO.
VA CODE ANK. §§ 16.1-274(D), 16.1-245.1, 16.1-246, 16.1-252, 16.1.256, 16.1-

‘Sheker Cave Order fomation I _ Alexandria Juvenile and Domestic Relations District Coust

Faciny Inre: TESTTE!

Sheher Care Order Ressons - 1 Resson Selected To be completsd ONLY # petition or warrant is not attached to this order.

1 The chid i ebghie forplacemert i o secure ookt or
UNKNOWN, UNKNOWN,

The chid s faled 1o achere o the dirsctions of the cout, ntake oficer or magirate whils on conditionsl eleaee: or
time or
exmme custedy
Total charges =
410 pomt the chid ta retum hame and no relative or iher person wiling and able to ORD-9994-M9 / LOITERING IN OR ARGUND PUBLIC
can b kocated witin & ressoniable e,
— a [Ty the peition g the juvenile that the 5 purview of the
— Juvenile 2nd Domestic Relations District Court Lasv, and it further appears that the welfare of the juvenile requires that his custody be

immediately assumed by the Court, in that

g. Edit Button
i. (i) Select an offense, and the row will be highlighted in blue, (ii) click the Edit button, (iii)
edit the information, and (iv) click the Save button when the edits are completed.

a2l Juvenile Delinquent/Status Intake =
a2l Juvenile Delinquent/Status Intake =
oke Case | Namive
Intake Case | Namative | Bench Warant
Cherged Offense Ifomati
Charged Offe Informati
O VCCode  Ofemse g Py Offense o Retioved Sroed Crense Tomaren
Date °de  Nurber Offense Descry =0 Decision bythe SC Offense  yoocoge  Ofense e 1 py Ofnse o
| NI o e = oo
Selected Offense Details Selected Offense Detail
Offense Dat R fickd New e Offense Dt scu Add New Ofiznse
VCC Cod Statute Detention Assessment VCE Codk Statute
Heading Heading
Subheading Subheading
Deseription Description
Penatty Modifier [T Judge Ordered Detention Penalty Modiier [ Judge Ordered Detention
Offense Decision Offense Decision ( -

The notes in the
Narrative tab
MUST be
thorough.
Include detailed
information
about the intake,
such as direct
statements or
observations.
These notes will
be used for
future reference
by other case
workers or
supervisors
and/or may be
used in court.

h. Delete Button
i. (i) Select an offense, and the row will be highlighted in blue, and (ii) click the Delete
button.
10. Narrative Tab
a. Click the Narrative tab.

[n:‘ Juyenile Delinquent/Status Intake

e Case Nartive Hitory.

© For duvenie For Respondent

I FIPS Worker Name Date Opened Date Closed | +

Selected Intake Case Narative

Notes must be
fact-based
statements
ONLY.
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The For Juvenile screen will be selected automatically, (i) select the ICN associated
with the opened intake case, and the row will be highlighted in blue, (i) click the Edit
button, and the Selected Intake Case Narrative textbox will become accessible, (ii)

type a detailed description of the intake, and (iv) click the Save button when the notes
are complete.

a5 Juv

le Delinquent/Status Intake

== a2/ Juvenile Delinquent/Status Intake ==
Narative | Bench Warrant Nartive |Bench Warant
Intake Case Narative History Intake Case Narative History
@ For Juvenile For Respondent @ ForJuvenie For Respondent
ICN FIPS Worker Name Date Opened  Date Closed | ICN FIPS.

Worker Name

et o w R

Date Cpened  Date Closed | =

b. The For Respondent screen will not be accessible.

Adult Criminal Intake
From the Adult Criminal Intake screen, you can only add an adult criminal intake.

a5 Adult Criminal Intake

=
Name Add

Adult criminal o .
intakes are
NOT COndUCted Add | [View | [Clear
at every CSU. Itk Case Number (ICN): Wil b assone afer saving

Court District FIPS

Open Date v  Time Close Date

B R —
Relationship (Pedionerto Juvenie)

Mandatory fields displayed in bold

Keyed By

Works
Copy Intake View / Prnt View Supreme | [ Offense History
1 e | [t | [ St

Intake Case Tab
1. Petitioner’s Information

a. Click the Add button and the Adult Search screen will appear. This screen consists of three

adult search options. If the search does not return the adult, and you have ensured that an
adult record does not exist, proceed with adding a new adult.

o= Adult Criminal Intake

Intake Case

Pettioners Information

==

[ Unknown?  SSN Name

Respondent’s Information

w | [Cear
7] Unknown? SN Name -
View lear

ad a
. : o= Adult Search =

Intake Case Number (ICN): Will be assigned after saving

Cout Distct FIPS

Open Date I = Close Date (@ Adult Number

Case Tyve +] Petitioner Type - .

( J [ () Caseload Number
Relstionstip (Pettionerto Juvenie) Mandatory fields displayed in bold
() Advance Search
Worker Keyed By [ Whiney M. Carter-Robarts
— Ty e View / Pt View Supreme | [ Offense History () Add Aduft
Case sk Report Cout Defals | | Summary Report
Find Close

i Adult Number Button

1. (i) Click the Adult Number button, (ii) type the Adult Number, (iii) click the Find
button, and the Adult Information screen will appear, (iv) review the Adult

Information screen to ensure the correct adult is found, and the adult’s information
Revised: 7/2019
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results, type
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will auto-populate into the fields, (v) click the Close button, and you will return to the
Intake Case tab.

Aok Hamsten
Kok Nunber S5H
Ak Nama eka
Tate of B
Fsce / Bbricey
is Deceosmd?

o2 Adult Search

A inomation | Addeees / Phones / Emal | Enployment Infoematon | Associsted buvenies
At Infomation

‘@ Adult Number
Caseload Number Heght T Ve Coor.Evee | Unknomn  Har | Unioms

Advance Search

Add Adutt

Stats Licerse: baued

¥ Refer to the Juvenile & Adult Information Screens User Manual on how to navigate the Adult Information screen.

ii. Caseload Number Button

1.

(i) Click the Caseload Number button, (ii) type the Caseload Number, (iii) click the
Find button, and the Adult Information screen will appear, (iv) review the Adult
Information screen to ensure the correct adult is found, and the adult’s information
will auto-populate into the fields, (v) click the Close button, and you will return to the
Intake Case tab.

== &

Py
Ak Hober ssh
Ak Ve e
Date o Bt

o5 Adult Search Race / Bivicty

s Decessma?
Adult Number

A inomation | Addeees / Phones / Emal | Enployment Infoematon | Associsted buvenies

@ Caseload Number

Advance Search
Add Adult

Stats Licerse: baued

#® Refer to the Juvenile & Adult Information Screens User Manual on how to navigate the Adult Information screen.

iii. Advance Search Button

1.

wnN

Revised: 7/2019

Click the Advance Search button and the fields at the bottom of the screen will
appear.

55/ Adult Search

Ackut Number
Caseload Number

© Advance Search
Add Adu

Last Name

=)

Use Widcard
Name Suffic
First Name: Use Widcard
Include Atemative Spelings

(MM/DD/YYYY)
Include records that have no values for suffx and DOB

Date of Bith

Genetic Sex @) Al Nisle Female
ssN
Sirest Address (Full or Partial)
Cay ZIP Code
Is Law Erforcement Officer (LEO)? | £0 Badge #
Phane {Home, Work, or Cell

Find Aduts with Open Workioad

Frd | [ Cose | [ Ceara |

Type the Last Name.

Click the Use Wildcard checkbox and the advance search will match any character
or sequence of characters that you put in the Last Name field.

Click the Name Suffix checkbox in order to select a suffix from the drop-down
menu.

Type the First Name.

Click the Use Wildcard checkbox and the advance search will match any character
or sequence of characters that you put in the First Name field.

Click the Include records that have no values for suffix and DOB checkbox and
the search results will generate a list of names which meet the search criteria, even
if the adult entry does not list the date of birth or suffix.
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In order to clear
all the
information in
the search
fields, click the
Clear All
button.

If the adult is
not found, a
message will
appear advising
that there are
no matches.

© Add Adult will

create a new
adult record
with a unique
Adult Number.
All information
pertaining to
this adult will be
found under the
assigned adult
number.
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8.

10.
11.

12.
13.
14.
15.
16.

17.

You can search for an adult by including the Date of Birth ONLY. If you do not
know the date of birth, click the Include records that have no values for suffix
and DOB checkbox.

Select the Genetic Sex by clicking All, Male, or Female.

Search using the adult’s Social Security Number by typing it into the SSN textbox.
Search using the adult’s full or partial address by typing it into the Street Address
textbox.

Search using the adult’s city by typing it into the City textbox.

Search using the adult’s zip code by typing it into the ZIP Code textbox.

If you are searching for a law enforcement officer, (i) click the checkbox next to the
Is Law Enforcement Officer (LEO)? option, and the LEO Badge # textbox will
become accessible, and (i) type in the LEO Badge #.

Search using the adult’s home, work, or cell phone number by typing it into the
Phone textbox.

In order to include adults with open workloads in the search results, click the Find
Adults with Open Workload checkbox.

Click the Find button and any records matching the criteria entered will appear in
the Search Results screen.

A SRl - =

Jaks Lo St Fontin: W tore a0 o Face oS
! ' | | | |

£

Adult Search

! Mo matches, Please change your criteria,

0K

e e |

OR =

a. If the Search Results screen consists of multiple results and you are unsure of
which adult is the one you are searching for, (i) select an adult, and the row will
be highlighted in blue, (ii) click the View Info button, and the Adult Information
screen will appear WITHOUT auto-populating the information into the fields. (iii)
Review the Adult Information screen to ensure the correct adult is selected, and
when you find the correct adult, (iv) exit the Adult Information screen, (v) click
the Select button, and the adult’s information will auto-populate into the fields.

b. If you are sure of which adult you are searching for, (i) select an adult’'s name,
and the

c. row will be highlighted in blue, (ii) click the Select button, and the Adult
Information screen will appear, and the adult’s information will auto-populate into
the fields, (iii) review the Adult Information screen to ensure the correct adult is
selected, (iv) click the Close button, and you will return to the Intake Case tab.

2 Refer to the Juvenile & Adult Information Screens User Manual on how to navigate the Adult Information screen.

iv.
1.

Revised: 7/2019

Add Adult Button

If the search does not return the adult, and you have ensured that an adult record
does not exist, proceed with adding a new adult. Click the Add Adult button and the
fields at the bottom of the screen will appear.

o' Adult Search

‘“

Aduit Number
Caseload Number
Advance Search

Add Adut

Date of Bith MM/DDAYYY)
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Type the Zip
Code and click
the Find City
by Zip Code
button. The
City/Town and
State fields will
auto-populate
for Virginia zip
codes. Out-of-
state
information will
need to be
entered
manually.

The adult’s
address may
need to remain
confidential if a
Protective
Order already
exists.

For a new
respondent,
you can click
the Paste
Petitioner’s
button and the
petitioner’'s
Address, Zip
Code,
City/Town, and
State will auto-
populate to the
respondent’s
fields.
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e o

Type the Last Name.
Click the Name Suffix checkbox in order to select a suffix from the drop-down

Type the (i) First Name and (ii) Date of Birth, and (iii) click the Add button.
If the system finds possible matches, the Add New Adult screen will appear.

Add New Adult 8

'.0.‘ System has found possible matches with the infarmation you have
' entered.
 ltis advised that you review all possible matches. Would you like to
search for these matches?

Yes No

If you would like to review the possible matches, click the Yes button, and
you will return to the Advance Search button in the Adult Search screen.
The Last Name, Suffix (if applicable), First Name, and Date of Birth
information will auto-populate into the Advance Search fields.

#& Refer to the Advance Search section on how to conduct an Advance Search.

Revised: 7/2019

e.

If you have already conducted an Advance Search, and did not find the
correct adult, click the No button, and the_Information for New Adult screen
will appear.
If the system does not find any possible matches, the Information for New Adult
screen will appear. This screen consists of the Name/Address Information,
General Information, and Employment Information tabs.
Name/Address Information Tab
1. The Last Name, Suffix (if applicable), First Name, and Date of Birth

information will auto-populate into the Information for New Adult fields

from the Add Adult button fields. (i) Type the Middle Name and (ii)

select the Genetic Sex.

a. If the adult is deceased, (i) click the Is Deceased?* checkbox, and
the Approx. Date field will become accessible, and (ii) type the
approximate death date.

Type the (i) Address and (ii) Zip Code, (iii) click the Find City by Zip

Code button, and the City/Town, and State fields will auto-populate.

a. If the adult is deceased, “Deceased” will auto-populate into the
Address and City/Town fields.

If the adult’s address needs to remain confidential, click the Is Address

Confidential?* checkbox.

If the adult’s address is unknown, click the Paste Unknown hyperlink,

and “Unknown” will auto-populate into the Address, City/Town, and

State fields.

o lesi Entes ALL Avaible Infrroaion for ew Adut =

Nama/Address Ifomaton | Geners! famation | Employment Infomsson
Adut Addess
Last Name Addrosa
S, 50, L IL 1, 1V, et} [Neme =
First Name 2p Cade Find Gty by Zp Code
Midde Name Gity/Town
Genetic: Sex () Mala ) Fordla () Unknown Sae|Lnknown
W s Decessed?” * Paile Wiknonn

Al Frskds in Bold Are Mandstory

Save Cancel

General Information Tab
1. The Date of Birth will auto-populate from the Adult Search screen. If the

Date of Birth is not listed, type it in at this time. The Age (YY-MM) will
auto-populate based on the Date of Birth field. Select the (i) Race and
(ii) Height from the drop-down menus. The first Height drop-down menu
is for the height in feet and the second Height drop-down menu is for the
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b. View Button

remaining height in inches. (iii) Type the adult’s approximate Weight (in
pounds), (iii) select the Marital Status from the drop-down menu, and
(iv) type the adult’s (iv) Driver’s Lic. #.

(i) Type the adult’s Social Sec. #. If the adult is a U.S. Citizen, click the
Is Adult U.S. Citizen?* checkbox. Select the (ii) Ethnicity, (iii) Eye
Color, and (iv) Hair Color from the drop-down menus. If you work at the
Arlington CSU, type the Docket #. If the adult has a driver’s license, type
the state abbreviation for the State Issued Driver’s License field, or
select the state’s name from the drop-down menu.

Type the adult’s (i) Home Phone, (ii) Cell Phone, and (iii) E-mail
address.

== Piease Ener ALL Avalble Information for Hew Agult =]

Heme,Ackbess bomation | Garwea! Ffomation, | Employmert rfomalior n
X Ifematon
Dt o B Age (Y- M ssn B s Ak US Clin?”
Race [Unknenn = Bihwicity (Hapanic/Laino?)
Hoght [ [ =] Ve Eye Coer [unknown. x| Har Color [ Liknown_=

for Adizan €51

Employment Tab
1. (i) Select the adult's employment status from the Status drop-down

menu, and type selected status’ (i) Approx. Date, (ii) Employer name,
and (iv) Job Title. If you are searching for an LEO, click the checkbox
next to the Is Adult Law Enforcement Officer?* option, and the Law
Enforcement Officer Badge Number textbox will become accessible,
and type the officer’'s badge number.

Type the adult’'s employment (i) Address and (ii) Zip Code, (iii) click the
Find City by Zip Code button, and the City/Town and State fields will
auto-populate. Type the adult’s work (iv) Phone number and (v) Phone
Extension (if applicable).

If the adult works from home, click the Same as Home hyperlink, and the
Address, Zip Code, City/Town, and State fields will auto-populate.

(i) Click the Save button, and the Adult Information screen will appear,
and (ii) review the Adult Information screen to ensure the information is
correct. The adult’s information will auto-populate into the fields. (iii) Click
the Close button and you will return to the Intake Case tab.

i.  Click the View button and the petitioner’s Adult Information screen will appear. Click the
Edit Adult Info button to edit existing information. The Edit Information screen will

appear.
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) Adult Criminal Intake ==
Name View | [ Clear
\dd Clear
Intake Case Number (ICN): Will be assigned after saving
Cout Disict FIPS
Open Date -~ Tme 0 Close Date
e P
Reltionstip (Pettionerto Jverde) Mandatory fields displayed in bold
Worker Keyed By
s: Copy Intake Ci View / Print View Supreme Offense History
Case Intake Report Court Detais Summary Report

c. Clear Button
i.  Click the Clear button to remove the selected petitioner’s information from the fields.

If the Petitioner L =
and
Respondent are [EyT———
the same B s
individual, click
the Get
Petitioner et Case Number CK): Wil be sssigned ser aving
. Court District FIPS

hyperllrlk_ and Open Date v Time B Close Date
the Petitioner’s S L N ——
Informatlon Relationship (Pettionesto Jovente) Mandatory fields displayed in bold
will auto- m

late i ] [ ) [ [ wenien, | Vo | [ Shemmtioy
populate into
the
respondent’s
fields.

2. Respondent’s Information
a. Click the Add button and the Adult Search screen will appear. This screen consists of
three adult search options. If the search does not return the adult, and you have ensured
that an adult record does not exist, proceed with adding a new adult.

o Adult Search [zl

@ Adult Mumber
(" Caseload Number
(1 Advance Search

() Add Adult

#® Refer to the Petitioners Information section on how to navigate the Adult Search screen.
b. View Button
i.  Click the View button and the respondent’s Adult Information screen will appear. Click
the Edit Adult Info button in order to edit existing information. The Edit Information
screen will appear.

a: Adult Criminal Intake =

Nare

ion
Ik View Clear
Respandert's Ifomation
[ Unknown?  SSN Neme View
Add | [View | Gar

Intake Case Number (ICN): Will be assigned after saving

Court District FIPS
Open Date v Time _ Close Date:
e [ ) e [ )
Relatansip (Pettonsrto doverie) Mandatory ficlds displayed in bold
Vo Keyed By
— Copy ke E— View / Prrt View Supreme | [ Offene Htory
Case Intake Report Court Detais Summary Report

c. Clear Button
i.  Click the Clear button to remove the selected respondent’s information from the fields.
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3.

4.
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Intskcn Case Number (ICN). Will be scsigned after saving

Case Type -
Mandatony fiekds dhaplayed in bold

Juvenile’s Information
a. The Juvenile’s Information section will not be accessible.
Intake Case Number (ICN)
a. The Intake Case Number (ICN) field will auto-generate an assigned number after you save
the intake.
b. Court District
i.  The name of the Court Service Unit will auto-populate into the field.
c. FIPS
i. Selectthe FIPS from the drop-down menu. The selected FIPS should represent the
locality the offense occurred in or be based on which FIPS has jurisdiction over the
case.
d. Open Date
i.  The Open Date field will auto-populate to the current date. If you would like to change
the date, select the date from the calendar screen.
e. Time
i.  The Time field will auto-populate to the time when the intake screen was opened. If you
would like to change the time, highlight the hour, minutes, or seconds fields, and click
the up or down arrows until the correct time is displayed OR highlight the hour, minutes,
or seconds fields and type in the new time.
f. Close Date
i.  The Close Date field will auto-populate when a final disposition is selected.
g. Case Type
i. Selectthe Case Type from the drop-down menu.
h. Petitioner Type
i. Select the Petitioner Type from the drop-down menu.
i. Relationship
i.  The Relationship field will auto-populate to None. If you would like the change the
relationship, select the Relationship the petitioner has to the juvenile from the drop-
down menu.
j. Worker
i.  The Worker field will auto-populate to the name of the person creating the intake.
k. Keyed By
i.  The Keyed By field will auto-populate to the name of the person entering the intake
information into BADGE.
I. Click the Save button and the Intake Case Number will generate. The Narrative tab will
appear, and all of the buttons at the bottom of the screen will become accessible, and the
Add Adult Criminal Intake button will appear.

4. Agult Criminal Intake =

-----

uuuuuu
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Intake Action Buttons
Once you save the information in the Intake Case tab, the buttons at the bottom of the screen will
become accessible.

) Adult Criminal Intake =

ntake Cabs | Nemative.
Pettcners iomaton
e ssh Hame add | [ [Cewr

Flespandent’s nformation
- ssh Hame add | [iew | | Ces

Irtekoe Caases Number (ICH): 3487731
Count Distrct FIPS
Open Date Time Cose Dete.
Case Trpe Petitioner Type
Relatonatip Pettonerto duvenie]

Werker Keyed By

Edé Intake Case Copy Féake Delete Intake View / Fot View Supreme
[ Case Case iske Repat Coun Detais

i
it
i

Add Ad Caminal Intake:

1. Edit Intake Case Info Button
a. (i) Click the Edit Intake Case Info button, (ii) edit the information, and (iii) click the Save
button when the edits are completed.
2. Copy Intake Case Button
a. The Copy Intake Case button will not be accessible.

The Delete
Intake Case 3. Delete Intake Case Button
button should a. Click the Delete Intake Case button and the Delete Intake Case screen will appear.
notbeusedin 4. View/ Print Intake Report
:fcuofrgi?'“”g a. Click the View/Print Intake Report button and the CSU Intake — Reports screen will
information. appear.
5. View Supreme Court Details

The amount of a. Click the View Supreme Court Details button and the Supreme Court Details screen will
information appear. If there is no information entered by the Supreme Court, the Supreme Court Details
found on the screen with a message will appear.
Supreme Court
Details screen = =~
may vary ’::: “‘Wm: s
depending on  temston e e Suprns Coun s vt for vy
the court of e —
jurisdiction.

- S mm::t:ﬂ:m Supremne Court Details =]

o \el Mo data found for this case
OR ook |

6. Offense History Summary Report
a. Click the Offense History Summary Report button and the CSU Intake — Reports screen
will appear.
Add New Buttons
At the bottom of the Intake Case tab, a button allows you to add a new adult criminal intake.

) Adult Criminal Intake =

Intskce Cavs | Narstive.
Petioner's knfomation
I SN Hame #dd | [view | | Cear
Fespondent’s iormation
no 55N Mame #dd | [iew | | Oear

Inteke Case Mumber (ICN): 3487731
Cout Dt AP
Open Date Time Close Date
Case Type Pelitioner Type

Casn Type
Ralaiiorahe e Marnatory fiedeln disglaped i bokd

Eck ruake Case | | Copy reake Delete Intake: View / Port View Supreme. | [ Offerae Htory
e Case Case Irtake Repod Ceurt Detais Summary Report

A Ackit Caminal ntake: -
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1. Add Adult Criminal Intake Button
a. (i) Click the Add Adult Criminal Intake button, and the Adult Criminal Intake tab will

Multiple VCC's appear, and (i) select the Offense Date from the calendar screen.
can be added
toa 5. Adult Criminal Intake
petition/order. P —— F
Click the Find
button if you
would like to St Dt
search for an e ) s
offense without o
entering any "
information into e
the search = =
fields.
Wren you i. (i) Click the Find VCC button and the Search Offense screen will appear. You can
an‘iﬁg:&/gﬁh: search for an offense by Statute, VCC, Heading, Sub-Heading, or Description. The
charge will be Use Wildcard?* checkbox will be selected automatically. If you do not want to use the
displayed at the wildcard function, uncheck this box. (ii) Click the Find button and a list of VCC’s and
bottom of the Offense Decisions will be generated which meet the search criteria. (iii) Select a VCC,
il“gﬁfe;- If the and the row will be highlighted in blue, (iv) click the Ok button, and you will return to the
School?* field Adult Criminal Intake tab.
is checked, the
school must be veo 7] U
notified via a .
school Gesctoton |
notification Seach ks
I et’[e r . VCC Code Statute Offense Description
Sele:: d?::ﬂse Detais ety St

b. (i) Select the Penalty Modifier from the drop-down menu, if applicable, and the Offense
Decision field will auto-populate, (ii) click the Save button, and the saved information will
appear in the Charged Offense Information section.

"o/ Adult CriminalIntake = Adult CriminalIntake =

Intake Cass | Naratve | Adut Caminal intake iiske Case | Namaiive | Acut Crmnal intakce:

Crarged CBense nfommation Chrarged Chense nfomation

Offerse Offense

i T — o Fecemed e L — o | S | Festoend

Tt Decn by the SC

Offense Dete Add New O erse.

(Fna VECCode | - Stanune VEC Cade Sishse

c. Add New Offense Button
i.  If another offense needs to be added to the petitioner/order, (i) click the Add New
Offense button, and the Selected Offense Details fields will become accessible, and
(ii) repeat the steps above to add another offense.
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will be used for
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Ofierse - Reteved
PM Decision %0 bythe SC

Stahute

Jusdge Ordersd Detention

VCCCode |
Headrg [
Subheading [
Descrpten |
Penaity Modeer |
Offense Decioen |

o] [ |

d. Edit Button
i. (i) Select an offense, and the row will be highlighted in blue, (ii) click the Edit button, (iii)
edit the information, and (iv) click the Save button when the edits are completed.

Intaks Case | Namativa | Adut Caminal irtaie:

& &=

Selected Offense Detals
Offense Date -

Add Hew Offerse

VCC Code St
Heading
Subheatng
Descrigtion
Fenaky Modfier | Judge Ordered Detertion
Offenss Decision [19.- Aduk Comingl ]
Save. Caneel.

e. Delete Button
i. (i) Select an offense, and the row will be highlighted in blue, and (ii) click the Delete
button.

future reference 2. Narrative Tab

by other case
workers or
supervisors
and/or may be
used in court.

Notes must be
fact-based
statements
ONLY.

a. Click the Narrative tab.

Cane Hamatve Hetory

For pverde.

Vioker Hame:

® For Repordert
Date Operad _Date Cosed

=] FPS

Selected Intake Cass Hamative

= e

b. The For Juvenile screen will not be accessible.

c. The For Respondent screen will be selected automatically, (i) select the ICN associated
with the opened intake case, and the row will be highlighted in blue, (ii) click the Edit
button, and the Selected Intake Case Narrative textbox will become accessible, (iii) type a
detailed description of the intake, and (iv) click the Save button when the notes are

complete.
(T ook ot = e ot |
ko Case | Hertve | [ ke Case| tarate |

rtskce Case Namtive Hislory ntake Cate Narabve Hatary
For Asvende

Virksr Name

@ For Aespordent For verile For Ssspordere

Date Opensd _Date Cosed =1 P Viodker Hame Dote Opened Dite caed.

Selected Inske Case Narsine Seiscted btaks Case Narativ
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CSU Intake Search
There are various methods to search for existing intakes. From the CSU Intake screen, (i) click the
Search menu.

= EV@

BADGE

CSU Intake Module

Every user accessing the system is bound by confidentiality rules. Do not access
| information on juveniles in which you do ot have a legitimate professional interest

1. Intakes by Juvenile
a. (i) Click the Search menu, (ii) select the Intakes By Juvenile option from the drop-down
menu, and the Eind Juvenile screen will appear, (iii) search for a juvenile, (iv) click the Find
button, and the Search Results screen will appear, (v) select a juvenile, and the row with be
highlighted in blue, (vi) click the Select button, and the Intake History screen will appear.

[ csuintake ol @
Fig [Search | Detention Dsta Reports Help m—f
Intai
R A (- F
DA [ )r J I o/ Find Juvenile ==
Find Juvenie | Direct Care Population | Detertion Population
Search by Use Widcard
N als © Juvenie Numbe o

CSU Intake Module verie Nurker e [lone
DC Number Use Wildeard
Inizke Case Number Include Atemative First Name Spelings
Caseload Number
Advance Search DOB ) Age
Previous Selections Street Address {Full or Partial)

ZIP Code {Home, Cell, or Work)
Juvenile Number | e
Find Juvenies with Commitment(s} to the State Clear Al
Every user accessing the system is bound by confidentisity rules. Do not agoess
i informaton on jovenes in which you do not have 3 legitimate professionsl interest Show Last Results Find
P

# Refer to the Login & Search User Manual on how to search for a juvenile.

2. Intakes by Petitioner
a. (i) Click the Search menu, (ii) select the Intakes By Petitioner option from the drop-down
menu, and the Adult Search screen will appear, (iii) search for an adult, (iv) click the Find
button, and the Search Results screen will appear, (v) select the adult’'s name, and the row
with be highlighted in blue, (vi) click the Select button, and the Intake History screen will
appear.

[ csutntake o &

File |Search| Detention Data Reports Help
BADGE

CSU Intake Module o= Adult Search =

@ Adutt Number

Caseload Number
Advance Search
Add Adult

Every user accessing the system is bound by confidentislity rules. Do not sccess [ Find ] | Close
juveniles ¥ not have a legiti ional i

B

¥ Refer to the Login & Search User Manual on how to search for an adult.

3. Intakes by Respondent
a. (i) Click the Search menu, (ii) select the Intakes By Respondent option from the drop-
down menu, and the Adult Search screen will appear, (iii) search for an adult, (iv) click the
Find button, and the Search Results screen will appear, (v) select the adult’s name, and the

Revised: 7/2019 8l|Page


http://www.djj.virginia.gov/pdf/admin/Info-Services/Login-Search.pdf
http://www.djj.virginia.gov/pdf/admin/Info-Services/Login-Search.pdf

BADGE Manual

row with be highlighted in blue, (vi) click the Select button, and the Intake History screen

will appear.
B
BADGE
CSU Intake Module a2 Adult Search (5]
@ Adull Number ]
Caseload Number
Advance Search
Add Adult
| < e Frd
# Refer to the Login & Search User Manual on how to search for an adult.
The Case
Number is 4. Intakes by Case Number
NOT the same a. (i) Click the Search menu, (ii) select the Intakes by Case Number option from the drop-
as the Juvenile down menu, and the Select Intake Case Number screen will appear, (iii) type the Intake
Number. . - ;
Case Number, (iv) click the Ok button, and the Intake screen will appear.

SRy

2
—~

CSU Intake Module Select Intake Case Number

Intake Case Number

ok | [ Ccancel

Every uer accessing the system s bound by confidentaliy rules. Do not access

o imdits

5. Intakes by Worker
a. (i) Click the Search menu, (ii) select the Intakes by Worker option from the drop-down
menu, and the Intake Cases for Specific User screen will appear. The Intake User field will
auto-populate to your name. The Changer User button allows you to search for another
worker’s intakes. Click the Change User button and enter the appropriate search criteria
into the Employee Search screen.

CUlntake - = == 7o Tntake Cases for Specified User T = |
=t Please Select Searching Crsin
Tenke: lhear [ 2 Changs Usee Statt Date -  Seach |
_ L. . End Date -
SADGE
- CN__ Date/Teme Opensd_FIPS _kavece Hame Pattonar Name.
CSU Intake Module
fvery user accesning the system 13 bound by confdenteifty rules. Do not access
fra, informasin on povanies -
b. Change User Button
o' Employee Search @
Last Name | Use Wildcard
Name Suffoc  Hone
First Name Use Wildcard

7] Find Orly Cument Employees
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i
ii.
iii.
iv.
V.

Vi.

Vil.

viii.

6. For
a.

Type the Last Name.

Click the Use Wildcard checkbox and the employee search will match any character or
sequence of characters that you put in the Last Name field.

Click the Name Suffix checkbox in order to select a suffix from the drop-down menu.
Type the First Name.

Click the Use Wildcard checkbox and the employee search will match any character or
sequence of characters that you put in the First Name field.

The Find Only Current Employees checkbox will be selected automatically. If you
would like to include former employees in your search results, uncheck the Find Only
Current Employees checkbox.

Click the Find button and the Search Results screen will appear.

a5 Search Results - ==

(i) Select an employee’s name, and the row will be highlighted in blue, (ii) click the
Select button, and the Intake Cases for Specified User screen will appear. Select the
(iii) Start Date and (iv) End Date and (v) click the Search button. (vi) Select an intake
case, and the row will be highlighted in blue, (vii) click the View/Edit button, and the
Intake screen will appear.

VCC

(i) Click the Search menu, (ii) select the For VCC option from the drop-down menu, and the

Offense Code Browser screen will appear. From this screen, you can search for a specific
VCC based on Statute, VCC, Date Started, Heading, Sub Heading, and Description.
You can select the Include Expired VCC checkbox and/or the Use Wildcard checkbox.
(iii) Click the Find button.

CSUIrea
Fie |Semn

Sante vee Date Stated inciude Expred?
Haadng /] Use Widcand?"

WCCCode  Statite Offenise Dascrpticn Sted Expired

CSU Intake Module

M. Peniaty Max. Pensty DAl Scare Viokeet Felony ™ | | Motty Schoal 7

; Every uner accesung the system s bound by confelentaley rules. Do not access
i aformation on suvenies i which you o not have & legitmate professionsi interest

bt

Detention Data

This menu provides users with three different tools to assist with data cleaning and case

organiz

ation. From the CSU Intake screen, (i) click the Detention Data menu and (ii) select the

appropriate option.
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| Intake
n [DetentionData | Reports Felp
s i Detenton

CSU Intake Module

1. Assign Case Number to Juveniles in Detention
a. (i) Select the Assign Case Number to Juveniles in Detention option from the drop-down

menu, and the Assign Case Numbers to Juveniles in Detention screen will appear, select

the (ii) Detaining District and (iii) Detaining FIPS from the drop-down menus, and (iv) click

the Search button.

=loua

aign Caze Nurbers to Avenilez in Detention

=)

LG B

CSU Intake Module

Every user accessing the system is bound by confidentiaty ules. Do not access

o P

Datsneg FIPS. |41

-

The ged below
[ D

e ICH (Red).

Detertir Home:

SSH: [

b. The results list the detentions without an ICN in red, cases where the detention home has
not accepted an ICN in green, and current detention admissions in black.

C.

a2 Assign Case Numbers to Juveniles in Detention

e Es

Detaining Disret. [ Mevandsa (C5U)
Detaiing FIPS: [A1

-]
7] Comm ]

Homa has ot accentedthe

s ooe Genelic Sex Race

In order to assign a case number to a case without an ICN, (i) select a case, and the row
will be highlighted in blue, (i) type the Assigned Case Number next to the corresponding

intake, and (iii) click the Save button.

o= Assign Case Numbers to Juveniles in Detention

follo &

Detaining Distct: | Alexandra (CSU)

B

Detaining FIPS: (Al

<] [ Seach |

The gid below shows Detertions with
ICN (Green) and the curent Detention:

cases
).

whers the Detention Home has not accepted the

Case # Name
[LAST, FIRST MIDDLE NAME

LAST. FIRST MIDDLE NAME
LAST. FIRST MIDDLE NAME

44 | LAST. FIRST MIDDLE NAME

Detertion Home

SSN DOB
Address:

Date Admitied:

Date Released: Reason

Commerts:
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2. Track Outstanding Detention Orders
a. (i) Select the Track Outstanding Detention Orders option from the drop-down menu, and

the Outstanding Detention Orders screen will appear, select the (ii) Facility and (iii) FIPS
from the drop-down menus, and select the (iv) Issued Start Date and (v) Issued End Date
from the calendar screens. You can search by User by clicking the Change User button.

(vi) Click the Search button.

Facity: [ Aexandra (CSU) »] s [mn

Assign Case Number to Juveniles in Detention
Track Outstanding Detention Orders
Detaining Offense Issues

lssued Start Date: D+ lssued End Date: [E)

e (B Cronge e

The grid below shows Outstanding Detention Orders, and Orders Served within the past 30 days
D08 Name

lssued

duv 3 ICN

# Refer to the Change User section on how to use the Change User button.
b. The results will show outstanding detention orders and orders served within the past 30

days.
Feilty: [ ~| FiPs: (A -
lssued Sttt Date: ~~ [J~ lssued End Date: £33
- F.r
The gid bek i , and O " ey

Date Withdrawn: -B Date Served: A

[soe | [om | [ omicvcommmoo |

If the juvenile is served the detention order, but is not taken to detention, (i) select a
juvenile, and the row will be highlighted in blue, (ii) select the Date Served from the
calendar screen, and (iii) click the Save button.

If the intake officer decides to withdraw the detention order, (i) select a juvenile, and the
row will be highlighted in blue, (ii) select the Date Withdrawn from the calendar screen,

and (iii) click the Save button.

3. Detaining Offense Issues
a. (ii) Select the Detaining Offense Issues option from the drop-down menu, and the

Detaining Offense Issues screen will appear, select the (ii) Fiscal Year and (iii) Facility
from the drop-down menus, and (iv) click the Search button.
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b. The results will show missing offense issues, hon-secure DAl issues, and missing DAI
issues, if any issues exist.

B e e -
Pt | ol ] L=

aTse

ke Det -—
CSU FPS  Ssqence

c. In order the review an intake case with a detaining offense issue, (i) select an intake case,
and the row will be highlighted in blue, (i) click the Get Selected Intake button, and the
selected intake will appear.
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Reports

This menu provides users with various reports on different levels. From the CSU Intake Module
screen, (i) click the Reports menu, (ii) select a report, and the selected report will generate

" Colintake
Fle Searc Report ] He

Regional Reports Menu

[ csUmtake o )|

Every us g Do not access

o

1. Intake Complaints by Penalty Class and District
a. The Intake Complaints By Penalty Class And District report lists the district, felony,
misdemeanor, special penalty, juvenile and domestic relations, local ordinance, traffic,
unassigned DYFS, and attempts information. (i) Click the Reports menu, (ii) click the
Regional Reports Menu, (iii) select the Intakes by Penalty Class And District option
from the drop-down menu, and the CSU Intake — Reports screen will appear, select the (iv)
Start Date and (v) End Date from the calendar screens, (vi) select the Region Code from
the drop-down menu, (vii) click the Generate Report button, and the report will appear.
2. Intake Complaints by District and Disposition
a. The Intake Complaints By District and Intake Disposition report lists number of intake
complaints for each Offense Decision by district. (i) Click the Reports menu, (i) click the
Regional Reports Menu, (iii) select the Intakes by District and Disposition option from
the drop-down menu, and the CSU Intake — Reports screen will appear, select the (iv) Start
Date and (v) End Date from the calendar screens, (vi) select the Region Code from the
drop-down menu, (vii) click the Generate Report button, and the report will appear.
3. Intake Complaints by Heading and Resolution Status
a. The Intake Complaints By Heading And Resolution Status report lists the VCC
Heading, referred to court, detention orders, diverted, and other information. (i) Click the
Reports menu, (ii) click the Regional Reports Menu, (iii) select the Intakes by Heading
and Resolution Status option from the drop-down menu, and the CSU Intake — Reports
screen will appear, select the (iv) Start Date and (v) End Date from the calendar screens,
(vi) select the Region Code from the drop-down menu, (vii) click the Generate Report
button, and the report will appear.
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District Reports Menu

CSUlntake ol @ )|
File Search Detention Data [F

Every user accessing the system is bound by confidentialiy rules. Do not access
Juvensies i interest

1. Intake Complaints by Penalty Class and Disposition
a. The Intake Complaints By Penalty Class and Intake Disposition report lists the number
of intake complaints for each penalty class and Offense Decision. (i) Click the Reports
menu, (ii) click the District Reports Menu, (iii) select the Intakes by Penalty Class and
Disposition option from the drop-down menu, and the CSU Intake — Reports screen will
appear, select the (iv) Start Date and (v) End Date from the calendar screens, (vi) select
the District Code from the drop-down menu, (vii) click the Generate Report button, and
the report will appear.
2. Intake Complaints by Worker and Disposition
a. The Intake Complaints By Worker and Intake Disposition report lists the worker name
and the number of intake complaints for each Offense Decision. (i) Click the Reports menu,
(ii) click the District Reports Menu, (iii) select the Intakes by Worker and Disposition
option from the drop-down menu, and the CSU Intake — Reports screen will appear, select
the (iv) Start Date and (v) End Date from the calendar screens, (vi) select the District
Code from the drop-down menu, (vii) click the Generate Report button, and the report will
appear.
3. Intake Cases by Worker and Petition Type
a. The Intake Cases by Worker and Petition Type report lists the worker and petition type
information. (i) Click the Reports menu, (ii) click the District Reports Menu, (iii) select the
Intakes Cases by Worker and Petition Type option from the drop-down menu, and the
CSU Intake — Reports screen will appear, select the (iv) Start Date and (v) End Date from
the calendar screens, (vi) select the District Code from the drop-down menu, (vii) click the
Generate Report button, and the report will appear.
4. Intake Cases by Worker
a. The Intake Cases by Worker report lists worker, domestic relations/child welfare, juvenile
(number of), and total (number) intake information. (i) Click the Reports menu, (ii) click the
Districts Reports Menu, (iii) select the Intake Cases by Worker option from the drop-
down menu, and the CSU Intake screen will appear, (iv) select the Start Date and (v) End
Date from the calendar screens, (vi) select the District Code from the drop-down menu,
(vii) click the Generate Report button, and the report will appear.
5. Intake Complaints by Heading and Resolution Status
a. The Intake Complaints By Heading And Resolution Status report lists the VCC
Heading, referred to court, detention orders, diverted, and other information. (i) Click the
Reports menu, (i) click the District Reports Menu, (iii) select the Intakes by Heading
and Resolution Status option from the drop-down menu, and the CSU Intake — Reports
screen will appear, select the (iv) Start Date and (v) End Date from the calendar screens,
(vi) select the District Code from the drop-down menu, (vii) click the Generate Report
button, and the report will appear.
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FIPS Code Reports Menu

CSUIntake ol B =
Fle Search Detention Data | Reports

Every user accessing the system is bound by confidentiality rules. Do not access
oveniles in 2 legitimate

=

s ihdmaduis

Total Intake Complaints
a.

The Total Intakes Complaints report lists the intake date, VCC, offense decision, total
count, attempts, and conspiracies information. (i) Click the Reports menu, (ii) click the FIPS
Code Reports Menu, (iii) select the Total Intake Complaints option from the drop-down
menu, and the CSU Intake — Reports screen will appear, (iv) select the Fips Code from the
drop-down menu, select the (v) Start Date and (vi) End Date from the calendar screens,
(vii) click the Generate Report button, and the report will appear.

Intake Complaints by Penalty Class and Disposition
a.

The Intake Complaints By Penalty Class and Intake Disposition report lists the number
of intake complaints for each penalty class and Offense Decision. (i) Click the Reports
menu, (ii) click the FIPS Code Reports Menu, (iii) select the Penalty Class and
Disposition option from the drop-down menu, and the CSU Intake — Reports screen will
appear, (iv) select the Fips Code from the drop-down menu, select the (v) Start Date and
(vi) End Date from the calendar screens, (vii) click the Generate Report button, and the
report will appear.

Intake Complaints by Work and Disposition
a.

The Intake Complaints By Worker and Intake Disposition report lists the worker name
and the number of intake complaints for each Offense Decision. (i) Click the Reports menu,
(i) click the FIPS Code Reports Menu, (iii) select the Intakes by Work and Disposition
option from the drop-down menu, and the CSU Intake — Reports screen will appear, (iv)
select the Fips Code from the drop-down menu, select the (v) Start Date and (vi) End
Date from the calendar screens, (vii) click the Generate Report button, and the report will
appear.

Intake Cases by Worker and Petition Type
a.

The Intake Cases by Worker and Petition Type report lists the worker and petition type
information. (i) Click the Reports menu, (ii) click the FIPS Code Reports Menu, (iii) select
the Intakes Cases by Worker and Petition Type option from the drop-down menu, and
the CSU Intake — Reports screen will appear, select the (iv) Start Date and (v) End Date
from the calendar screens, (vi) select the District Code from the drop-down menu, (vii)
click the Generate Report button, and the report will appear.

Intake Cases by Worker
a.

The Intake Cases by Worker report lists the worker, domestic relations/child welfare,
juvenile, and total intake information. (i) Click the Reports menu, (ii) click the FIPS Code
Reports Menu, (iii) select the Intakes Cases by Worker option from the drop-down menu,
and the CSU Intake — Reports screen will appear, select the (iv) Start Date and (v) End
Date from the calendar screens, (vi) select the District Code from the drop-down menu,
(vii) click the Generate Report button, and the report will appear.

Intake Complaints by Heading and Resolution Status
a.

The Intake Complaints By Heading And Resolution Status report lists the VCC
Heading, referred to court, detention order, diverted, and other information. (i) Click the
Reports menu, (i) click the FIPS Code Reports Menu, (iii) select Intakes by Heading and
Resolution Status option from the drop-down menu, and the CSU Intake — Reports screen
will appear, (iv) select the Fips Code from the drop-down menu, select the (v) Start Date
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and (vi) End Date from the calendar screens, (vii) click the Generate Report button, and
the report will appear.

School Notification Menu

Every user accessing the system is bound by confidentiality rules. Do not sceess
ation on juvenies in which you do not have 3 legitimate professional imerest.

1. Outstanding School Notifications

a.

=

The Outstanding School Notification Letters report lists the intake officer, ICN, intake
open date, the juvenile’s name, and code section information. (i) Click the Reports menu,
(ii) click the School Notification Menu, (iii) select the Outstanding School Notification
option from the drop-down menu, and the CSU Intake — Reports screen will appear, (iv)
select the Fips Code from the drop-down menu, and the Worker field will auto-populate. If
you would like to change the Worker, click the Change User button. If you would like to
search for all the workers at the CSU, click the All checkbox. (v) Click the Generate Report
button and the report will appear.

Refer to the Change User section on how to use the Change User button.

2. Print School Notification Letters

a.

=

The report lists the juvenile’s name, date of birth, address, name of the intake officer, FIPS
code, ICN, the charges, statue, and the petition date. (i) Click the Reports menu, (ii) click
the School Notification Menu, (iii) select the Print School Notification Letters option
from the drop-down menu, and the CSU Intake — Reports screen will appeatr, (iv) select the
Fips Code from the drop-down menu, and the Worker field will auto-populate. If you would
like to change the Worker, click the Change User button. If you would like to search for all
the workers at the CSU, click the All checkbox. (v) Click the Generate Report button and
the notification letters will appear.

Refer to the Change User section on how to use the Change User button.

3. Re-Print School Notification Letters

a.

iy

The report lists the juvenile’s name, date of birth, address, name of the intake officer, FIPS
code, ICN, the charges, statue, and the petition date. (i) Click the Reports menu, (ii) click
the School Notification Menu, (iii) select the Re-Print School Notification Letters option
from the drop-down menu, and the CSU Intake — Reports screen will appear, (iv) select the
Fips Code from the drop-down menu, (v) select the Date Printed from the calendar
screen, and the Worker field will auto-populate. If you would like to change the Worker,
click the Change User button. If you would like to search for all the workers at the CSU,
click the All checkbox. (vi) Click the Generate Report button and the notification letters will
appear.

Refer to the Change User section on how to use the Change User button.
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Closed Intake Log

stem is bound by confidentiaity rules. Do not access
vhich you do not have a fegitmate professional interest.

1. The Closed Intake Log report lists the worker name, intake number, name, Social Security
Number, birth date, race, genetic sex, closed date, offense code, offense decision, and case
type information. (i) Click the Reports menu, (ii) select the Closed Intake Log option from the
drop-down menu, and the CSU Intake — Reports screen will appear, (iii) select the Fips Code,
(iv) select the Closed Date from the calendar screen, (v) click the Generate Report button,
and the report will appear.

Open Intake Log

it

1. The Open Intake Log report lists the worker name, intake number, juvenile/respondent name,
Social Security Number, birth date, race, genetic sex, opened date, offense code, offense
decision, and case type information. (i) Click the Reports menu, (ii) select the Open Intake
Log option from the drop-down menu, and the CSU Intake — Reports screen will appear, (iii)
select the Fips Code, (iv) click the Generate Report button, and the report will appear.

Incomplete Intakes Over 1 week old

1. The Incomplete Intakes Over 1 week old report lists the case number, worker name, date
opened, and keyed by information. (i) Click the Reports menu, (ii) select the Incomplete
Intakes Over 1 week old option from the drop-down menu, and the CSU Intake — Reports

screen will appear, (iii) select the Fips Code, (iv) click the Generate Report button, and the
report will appear.
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Possible Duplicate Juveniles by DOB, Last First Name

ESHNC)

)

Every user accessing the system is bound by confi
information on juveniles in which you do not have » legitimate professional interest.

confidentiality rules. Do ot access

ot

1. The By Last Name, First Three Letters of First Name, Race, and Sex report lists the juvenile
number, birth date, name, race, genetic sex, processing locality, and worker name information.
(i) Click the Reports menu, (ii) select the Possible Duplicate Juveniles by DOB, Last First
Name option from the drop-down menu, and the CSU Intake — Reports screen will appear, (iii)
select the District Code, (iv) click the Generate Report button, and the report will appear.

Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex

[ csUintoke =)
as] be

2

1. The By Mother’s Maiden Name, Race, Sex, and DOB report lists the juvenile number, birth
date, mother’s maiden name, name, race, genetic sex, processing locality, worker name, and
date entered information. (i) Click the Reports menu, (ii) select the Possible Duplicate
Juveniles by Mother Maiden, DOB, Race, Sex option from the drop-down menu, and the
CSU Intake — Reports screen will appear, (iii) select the District Code, (iv) click the Generate
Report button, and the report will appear.

VCC Offense Summary

Every user accessing the system is bound by confidentality rules. Do not access.

informaton

kb

1. The VCC Offense Summary report lists the district, FIPS, VCC, description, delinquent count,
domestic count, and adult criminal count information. (i) Click the Reports menu, (ii) select the
VCC Offense Summary option from the drop-down menu, and the Intake Report Parameters
screen will appear, select the (iii) CSU and (iv) FIPS from the drop-down menus, select the (v)
Begin Date and (vi) End Date from the calendar screens, (vii) select the Sort by option from
the drop-down menu, (viii) click the Generate Report button, and the report will appear.
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Appendix A

Do NOT file a petition with an Unknown Petitioner. The petitioner is the individual filing the
complaint; therefore, the petitioner’s identity should be known.

You may save a petition with an Unknown Respondent, but it is highly recommended you
do NOT file a petition with an Unknown Respondent, as filed petitions cannot be updated.

When adding an “Unknown” individual to a petition:

1. If you do not know who the petitioner’s identity, click the Unknown checkbox and “UNKNOWN,
UNKNOWN?” will auto-populate into the Name field.

52 Juvenile Definquent/Status Intake ==

Intske Case Number (ICN). Wil be sssgned sfter saving

Court Distrct

a. You can also add an Unknown Adult by (i) clicking the Add button, and the Adult Search
screen will appear, (ii) click the Adult Number button, (iii) type “1” into the Adult Number
field, (iv) click the Find button, and you will return to the Intake Case tab, where the
Unknown? checkbox will have a checkmark in it, and “UNKNOWN, UNKNOWN” will auto-
populate into the respective Name field.

52 Juvenile Definquent/Status Intake ==}

Juverie Hamber 008 Age (Vears - Mortha)

intske Case Number (ICN): Wil be assigned sfter saving 52 Adult Search (=l
Cout D

© Adutt Number

Relatiorshio | None = Pettione o dovenie! Mandatory lields displayed in bold @ Emillns
Keyed By () Advance Search

— Cony ik o ow i | [ Now Sipom | [ s sy ) Add Adu

) ) (o

2. If you do not know the respondent’s identity, click the Unknown checkbox and “UNKNOWN,
UNKNOWN?” will auto-populate into the Name field.

D08 Age {Year - Morthe)

Intske Case Number (ICN). Wil be sssgned sfter saving

Court Distrct
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a. You can also add an Unknown Adult by (i) clicking the Add button, and the Adult Search
screen will appear, (ii) click the Adult Number button, (iii) type “1” into the Adult Number
field, (iv) click the Find button, and you will return to the Intake Case tab, where the
Unknown? checkbox will have a checkmark in it, and “UNKNOWN, UNKNOWN” will auto-
populate into the respective Name field.

" uveniie Delinquent/Status Intake =

) Hame ]
uuuuuu Murber o8 Age (Yaars - Morths)

Itk Case Buanber (CN): Wil be assioned sher saving a5/ Adult Search ==
Cout Dot nrs

Open Date v = Cose Dtz @ Adult Number |
Case Type ~| Petitioner Type ;
Aelsiaratis |None | Pettonerto dovenie Mendatory fields displayed in bold ) Cassload Number

pa—y ") Advance Search

) Add Adut

Sene Dy Gose

3. If you file a petition with unknown petitioner and/or respondent and you would like to change
the “UNKNOWN, UNKNOWN?” to a known adult, you must delete the petition and create a new
petition with the known adult’s information.

a2/ Juvenile Delinquent/Status Intake @'

Aavenie's bfemmation
ssH Name dd | | view | [Gea
Juverds Number D08 Aga (Years - Morth)
intake: Case: Number (ICN}. Wil be assigned alter saving
Cout Distnct FPs
Open Date v Tee + Close Diate
Case Type = Patitioner Type

Relatiorshio | None | (Pethionerto i) Mandaiory fields displayed in bold

a. Click the Delete Intake Case button and the Delete Intake Case screen will appear.

#& Refer to the Adding A New Intake section on how to add a new intake.

b. After you create a new petition, you must contact the Juvenile & Domestic Relations District
Court to inform them of the change. You will need to provide the court with the original and
new SCH#.

4. Once you know the identity of the unknown individual on a saved petition, search for the intake,
and the Intake History screen will appear.

o =

Juv tl E
BADGE
—

Serices History

L — T
CSU Intake Module glices
==

View Suprea
Gourt Details

i Euery urer accezing the system iz bound by confidentiaity rues. Do not access Refresh
i information on jovenies

#& Refer to the CSU Intake Search section on how to search for an intake.

a. (i) Select the appropriate intake, and the row will be highlighted in blue, (ii) click the
View/Edit Selected Intake, and the Select Intake Case Category screen will appear, (iii)
select an intake category, (iv) and click the Ok button, and the intake with appear.
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Tntske History ==
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b. (i) Click the Edit Intake Case Info button, (ii) click the Clear button, and the checkmark

from the Unknown? checkbox and the “UNKNOWN, UNKNOWN” from the Name field will
be cleared.

==

a Domestic Relations Intake
Namaiive | Custody Petiion
Nam Add
Nam Add a
Name Add Gear
0B Age (Years - Monihs)
Intake Case Number (ICN): 2262276
Cout Disrct FIPS
Open Date Time Close Date
Case Type Petitioner Type
Relationship (Pettirerto Juvenie)
Worker Keyed By
Edit niake Case | | Copy itake Delete Intake View / Prrt View Supreme | [ Offense Hstory
o Case Case Intake Report Cout Detais | | Summary Report
Add Custody Pettion Add Support Pettion Add Protective Order Add Aborton Pettion

c. (i) Click the Add button, and the Adult Search screen will appear. This screen consists of
three adult search options. If the search does not return the adult and you have ensured
that an adult record does not exist, proceed with adding a new adult.

==
Juvem\es\rﬂumz\:an . - S
Juvenile Number DOB Age (Years - Months)
I:::Dr;: umber (ICH): 2262276 APS o' Adult Search @
Open Date Time Close Date _ —_—
Cass Type Petitioner Type (@) Adutt Number
Relationship (Petioner to Juvenie) (") Caseload Number
Worker Keyed By ") Advance Search
e | [ o | [ | [ et | (it | (S @
Add Custody Petition Add Support Petition Add Protective Order Add Abortion Petition Find
#& Refer to the Intake Case Tab section on how to add an existing/new adult record to a domestic relations
intake.
¥ Refer to the Petitioners Information section on how to add an existing/new adult record to a juvenile
delinquent/status intake.
2

Refer to the Add New Buttons section on how to add an existing/new adult record to an adult criminal
intake.

5. You will not be able to delete an unknown adult if they have multiple intakes and/or juveniles
associated to them until all of the records have been updated.
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Document Revisions

Revision Date

Revised Item

Revision Details

June 2, 2017

Gender Field Name

The “Gender” field name in BADGE has been
changed to “Genetic Sex.” This change will only
impact the name of the field, not the values.

June 29, 2017

Family Tab — Contacts
Screen

The field names for Juvenile Contacts were
changed from Father, Mother, Guardian, Other 1,
and Other 2 to Parent 1, Parent 2, Guardian,
Other 1 and Other 2 to coincide with a change to
the Supreme Court of Virginia’s DC-511 petition.
A drop-down menu for “Relationship” has been
added.

August 30,
2017

Appendix A

Instructions on how to add an “Unknown”
individual to a petition was added to the manual.

September 25,
2017

Intake Case Tab

A field has been added to the Intake Case tab to
allow you to specify the relationship of a
petitioner to the juvenile. This field will print on
the DC-511 petition in the signature section.

September 25,
2017

Detention Orders

A checkbox has been added to the Detention
Orders tab if the order is being issued because
the juvenile is alleged to have “violated any of the
provisions 8 18.2-308.7.” This new detention
reason and the associated checkbox have been
added to the DC-529 detention order.

October 10, Advance Search — Adult This screen has been updated and added Street

2017 Search Screen Address (Full or Partial), and Zip Code to the
search.

October 10, Change User Button - The screen has been updated and removed the

2017 Employee Search Screen | Phone (Work, Cell, or Fax) from the search
options.

October 10, Find Juvenile Screen - The screen has been updated and added Street

2017 Advance Search Address (Full or Partial) and Zip Code to the
search.

October 18, Intake Disposition Field The “Intake Disposition” field name in BADGE

2017 has been changed to “Offense Decision.” This
change will only impact the name of the field, not
the values.

October 31, Intake Case Reports Intake Cases by Worker and Petition Type

2018 reports were added to the District Reports Menu
and the FIPS Code Reports Menu.
Previous titles of the reports found under the
Regional Reports Menu, District Reports Menu,
and FIPS Code Reports Menu were updated to
clarify that they pull data related to intake
complaints.

January 15, BADGE Home Screen BADGE Home Screen has added the Non — JTS

2019 Modules Menu.

January 30, Find Juvenile Screen - The Find Juvenile screen has been updated and

2019 Advance Search added the ability to search for a juvenile by an

Alias previously recorded in BADGE. In addition,
clarification was added to two other search
criteria indicating that (i) the search for
alternative spellings only applies to the first name
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field and (ii) the search for a phone applies to a
home, work, or cell phone.

March 13, Intake Cases by Worker The Intake Cases by Worker Report was added

2019 Report — District Reports | under the District Reports Menu.

March 13, Intake Cases by Worker The Intake Cases by Worker Report was added

2019 Report — FIPS CODE under the FIPS Code Report Menu.

Report

July 1, 2019 Ethnicity Field Changed the Ethnicity fields from a three-factor
checkbox to a drop-down menu that is a
mandatory field.

July 23, 2019 Domestic Relations Intake | The Fostering Futures petition (DC-595; Petition

— Custody Petition Button

for Approval of Voluntary Continuing Services
and Support Agreement) was added.
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