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Key/Legend

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

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

In the BADGE Application
Style/Symbol/Button Meaning

O

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

Screen/Window Control Buttons

H 4 1 of 4 b P

* @ In order of appearance (from left to right): go Back to Parent Report;
Report Viewer Buttons (2 of 4) Stop Rendering report; and Refresh report.

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

Find | Mext

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

Icon displayed on
various screens.

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

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

Icon displayed on
Information Screen
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Style/Symbol/Button Meaning

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

Close Button

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

P= Yes No [l Unknown

In the BADGE Manual
Style/Symbol Meaning

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

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

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

ml Padlock Icon Denotes a locked item or record that cannot be changed.

@ Reference Bullet Refer to another page or resource for additional information.

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

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

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

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

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

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

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

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

All potentially sensitive data have been removed from all screen images presented in this manual.
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Adding a New 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 - X “ CSU Intake = X
File  JTS Search | JTS Modules | Help

Caseload Management

File Search Detention Data Reports Help

Community Insight Reports

Community Programs Reporting
CSU Intake
Detention
Direct Care
Gang Management System

Incident Reporting
YASI

Data Cleansing

2. Onthe CSU Intake screen (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.

0 CSU Intake

R Select Intake Case Category
File | Search Detention Data Reports Help

New Intake

Load prE-Interview
Delete Adult
Delete Juvenile

Close

—

3. On the Select Intake Case Category screen (i) select the desired intake case category and (ii) click the

Continue button to open either the Domestic Relations Intake, Juvenile Delinquent/Status Intake, or the
Adult Criminal Intake screen.

New Intake Case Category Intake Case Type

Support Petitions

Juvenile Intakes
Juvenile Delinquent/Status Intake

Bench Warrants

Domestic Relations Intake

From the Domestic Relations Intake screen, a domestic relations intake can be created and custody petitions,

support petitions, and/or protective orders can be filed.

Intake Case Tab

1. Petitioner’s Information

a. Add Button. On the Domestic Relations Intake screen, in the Petitioner’s Information section, click

the Add button and the Adult Search screen will appear. This screen consists of three adult search
options allowing users to search by Adult Number, Caseload Number, or by Advance Search. If a
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search does not return any results and an adult record is determined to not exist, an adult record can
be created via Add Adult. Also, if a match is not found the Adult Search information screen will appear
and inform the user the search criteria should be changed.

Adult Search Screen Options
(Domestic Relations Intake)

Caseload Number radio button

Add Adult radio button

ol |Domestic Relations Intake *
Intake Case
Petitioner’s Information
[ Unknown?  SSN | Name | | Add | View  Clear
Respondent’s Information o Adult Search %
[ Unknown?  SSN | Name | View  Clear
Juvenile's Information
ssn | Name | View | | Ciear
Juvenile Number | DOB ‘ Age (Years - Months)
Intake Case Number (ICN): Will be assigned after saving
Court Distrct | | FIPS
OpenDate [* © © | Time [01:2303PM 3] Close Date
Case Type ‘ vl Pﬂilinm:rTrpe| v‘
Relationship (Pettionerto duvenie) Mandatory fields displayed in bold
Worker | Keyed By [y B
foe Copy Intake T View / Print View Supreme Offense History
Case Intake Report Court Details Summary Report

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

i. Adult Number Radio Button
1. On the Adult Search screen (i) click the Adult Number radio button, (ii) type in the Adult

Number, (iii) click the Find button, and the Adult Information screen will appear. Review the
information displayed on Adult Information screen to ensure the correct adult is found, (iv) click
the Close button, and the adult’s information will auto-populate into the Petitioner’s
Information fields on the Intake Case tab of the Domestic Relations Intake screen. If a match is
not found the Adult Search information screen will inform the user the search criteria should be
changed.

Wl Adult Search %
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A T LT

85 Domestic Relations Intake

Adult Information Screen - Adult

X
number and name displayed here

Intake Case

Petitioner’s Information
Unknown?  SSN | =iy sm

Name [LeSSial. =gin |

ed | [Vew] [ear

Respondent s IMformation

[ Unknown? 55N |

Heme = =
Juvenile’s Information
5N | Hame | View | | Clear
Juvenile Number DoB Age (Years - Morths)
Address / Phones / Email  Employment Information  Associated Juveniles \take (ICN): Will be assi after saving
Adult Information Cout Distict ‘ ‘ APS
ourt Dlistri -
Height [0 [ = Weight [[4  Color Byes [Hin Hair |/
OpenDate [= ° % | Tme [012303FM 2] Close Date
Marital Status | # s ls LS. Citizen? | e
Case Type ‘ v‘ Pelilinner]ypel Vl
Docket # {Adington CSU)
Relationship (Petiianer to Juveniie) Mandatory fields displayed in bold
Drivers License Information
Worker |
Driver's License Number | "% B0 == State License lssued | %

Keyed By |ErcJ. Reinick
Copy Intake View  Prt
Case Intake: Report

View Supreme.

Offense History
Court Details

Summary Report

When creating a new domestic relations intake the Petitioner’s Information is always entered because all Domestic
Relations Intake actions begin with the filing of a petition by the petitioner.

©F Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Adult Information screen in the BADGE
web application.

ii. Caseload Number Radio Button

1. On the Adult Search screen (i) click the Caseload Number radio button, (ii) type in the
Caseload Number, (iii) click the Find button, and the Adult Information screen will appear.
Review the information displayed on the Adult Information screen to ensure the correct adult is
found, (iv) click the Close button, and the adult’s information will auto-populate into the
Petitioner’s Information fields on the Intake Case tab of the Domestic Relations Intake screen.

If a match is not found the Adult Search information screen will inform the user the search
criteria should be changed.

A T LT

Adult Information Screen - Adult
number and name displayed here

s Domestic Relations Intake

X

Intake Case

Petitioner’s Information
Unknown?  SSN [ W0 8| Name [Lemuml wpin | Add

Respordent’s IMformation

[ Urknown? 55N | Name | View  Clear
Juvenile’s Information

SSN Name View |  Clear
Address / Phones / Email  Employment Information  Associated Juveniles | ‘
Adult Information

Height [0 [ -
Marital Status l‘F—
Docket# | (AdngtonCSU)
Drivers License Information

Driver's License Number ’?

Weight |8 Color: Eyes [l Hair |/

ls 115 Citizen? |

State License lssued |7

Juvenile Number DOoB Age (Years - Months)
Intake Case Number (ICN): Will be assigned after saving
Court District ‘

v FIPS
OpenDate [= =% | Tme [012303FM 2] Close Date
Case Type | | Petitioner Type | ~|
Relationship (Pettianer to Jverie) Mandatory fields displayed in bold
Worker |

Keyed By |Erc J. Reinick

View / Print

View Supreme
Intake Report

Copy Intake
e i

Offense History
Summary Report

Advance Search Radio Button
1.

of the screen will appear.

On the Adult Search screen click the Advance Search radio button and the fields at the bottom

Revised 09/2025
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o) Adult Search *

() Adult Number
() Caseload Number

@) Advance Search

(O Add Adult
B
[] Name Suffix

e —T
[ Include Atemative: Spellings

DateofBith | | (MM/DDAYYY)

[] Include records that have no values for suffix and DOB

GenelicSex (&) Al () Male () Female

SrestAddess | | (FullorParia)
Ciy | | ZIPCode | |

[] Is Law Enforcement Cfficer {LEQ)? L EQ Badgs &

Phone :| (Home, Work, or Cell)

[ Find Adults with Open Workload

Close Clear Al

2. Either (a) type the full last name in the Last Name text field for an exact name match; or (b) (i)
enter a partial sequence of characters beginning with the first letter of the last name in the Last
Name text field and (ii) click the Use Wildcard checkbox to obtain results based on a partial
name match.

a. The Name Suffix checkbox is automatically left unchecked for none, if desired click the
checkbox to select a suffix from the drop-down menu.

3. Either (a) type the full first name in in the First Name text field for an exact name match; or (b)
(i) enter a partial sequence of characters beginning with the first letter of the first name in the
First Name text field and (ii) click the Use Wildcard checkbox to obtain results based on a
partial name match.

4. An adult can be searched for by including the Date of Birth in the following format

MM/DD/YYYY.

a. If the date of birth is not known, click the Include records that have no values for suffix
and DOB checkbox.

Select the Genetic Sex by clicking one radio button for All, Male, or Female.

Search using the adult’s Social Security number by typing it into the SSN textbox with or without

dashes.

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.

0. If the adult search is 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. (ii)
Type the badge number in the LEO Badge # field.

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

12. To include adults with open workloads in the search results, click the Find Adults with Open
Workload checkbox.

13. Click the Find button and any records matching the criteria entered will appear in the Search
Results screen. If a match is not found the Adult Search information screen will inform the user
the search criteria should be changed.

o o

= ©xoN

Conduct an Advance Search for each criterion separately. Entering multiple criteria may be too specific to yield any results.
To clear all the information in the search fields, click the Clear All button.

To yield broader search results, type ONLY the first 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 a LEO, the adult will not be found using the Is Law Enforcement (LEO)?
checkbox option. It is best to search for the officer by name and city, if known.

a. If the Search Results screen displays multiple similar records, each record can be viewed
individually to identify the correct adult. (i) Select an adult record, and the row will be
highlighted in blue, (ii) click the View Info button, and the Adult Information screen will
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appear and display additional information for the record. Review the Adult Information
screen to ensure the correct adult is identified, (iii) click the Close button to exit the Adult
Information screen and return to the Search Results screen. (iv) Once the correct record is
identified, click the Select button and the Adult Information screen will appear and display
additional information for the record. (v) Click the Close button to exit the Adult Information
screen and the selected adult’s information will auto-populate the Petitioner’s Information
fields on the Intake Case tab of the Domestic Relations Intake screen.

b. If the desired adult record is readily identifiable on the Search Results screen (i) select the
adult record, and the row will be highlighted in blue. (ii) Click the Select button and the Adult
Information screen will appear and display additional information for the record. (iii) Click the
Close button to exit the Adult Information screen and the selected adult’s information will
auto-populate the Petitioner’s Information fields on the Intake Case tab of the Domestic
Relations Intake screen.

5! Search Results - 30 adults meet your criteria. X

First Name Middle MName Race  Genetic Sex *

W Domestic Relations Intake X

Adult Information Screen - Adult
number and name displayed here

Intake Case

4 Petitioner’s Information
Edf"?:“n Unknown?  SSN Sl o8 Name [Lmvial = in | Add
Respordent’s IMformation
Print Face
a [ Urknown? 55N | Name | View  Clear
Juvenile’s Information
SSN | Name ‘ View | Clear
Juverile Number DoB Age (Years - Months)
H dress / Phones / Email  Employment Information  Associated Juveniles \ntake (ICN): Will be assi alter saving
Adult Information Cout Di ‘ ‘ APS
ourt District -
Height [0 ' [ " Weight [  Color: Eyes [ Hair | e
OpenDate [= ° % | Tme [012303FM 2] Close Date
Marital Status L Is .S, Ctizen? | “em
Case Type ‘ v‘ Pelilinner]ypel V|
Docket # {Adington CSU)
Relationship (Pettianer to Jverie) Mandatory fields displayed in bold
Driver's License Information
Worker | Keyed By |Erc J. Reinick
Driver's License Number | " B0 = State License lssued | 7=

Save Copy Intake Close Miew / Print View Supreme Offense History
Case Intake Report Court Details Summary Report

©F Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Adult Information screen in the BADGE
web application.

iv. Add Adult Radio Button
1. If an adult record does not exist a new adult record can be created. From the Adult Search
screen click the Add Adult radio button and the fields at the bottom of the screen will appear.
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B Adult Search x

The Add Adult radio button will create a new adult record with a unique Adult Number. All information pertaining to this adult
will be found under the new adult number.

a. Type the last name in the Last Name field.
i. Ifrequired, click the Name Suffix checkbox to select a suffix from the drop-down menu.
b. Type the appropriate data in the (i) First Name and (ii) Date of Birth fields, and (iii) click the
Add button.
c. If the system finds possible matches, the Add New Adult information screen will appear.

Add New Adult

System has found ibl tches with the i you
have entered.

It is advised that you review all possible matches. Would you
like to review these matches?

Cve 10w |

i. To review the possible matches, click the Yes button and the Adult Search screen will
appear with the Advance Search radio button preselected and the Last Name, Name
Suffix (if applicable), First Name, and Date of Birth fields auto-populated with the data
that was entered in the Add Adult radio button fields.

ii. If an Advance Search was conducted and the correct adult was not found, click the No
button, and the Please Enter ALL Available Information for New Adult screen will appear.

B Adult Search X

B Please Enter ALL Available Information for New Adult X

i Name/Address Information | General Information  Employment Information

Adult Name Adutt Address
Last Name [ | Address | |

Sufis (o, S, 1. 11111 1V, ete) | |
- | e[ ]

Middle Name | | City/Town | |

Genetic Sex () Male (O Female (® Unknown State | ILHmonm v|

[®] Is Deceased? * Approx. Date [®] Iz Address Corfidential? *  Paste Unknown

All Felds in Bold Are Mandatory

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

d. Please Enter All Available Information for New Adult Screen
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If the system does not find any possible matches, the Please Enter ALL Available

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

a5l Please Enter ALL Available Information for Mew Adult b

{ Name/Address Information : [General Information  Employment Information

Adult Name Adutt Address
Last Name | | Address | |
Suffix (. Sr. | I, 11 1V, etc) [Nore | |
First Name | . | ZpCode [ | Find City by Zip Code
Middle Mame | | City/Town | |
Genetic Sex () Male () Female @ Unknown State l:l Unknown ~
[m] Is Deceased? * [m] Is Address Corfidential? *  Paste Unknown

All Felds in Bold Are Mandatory

*- Yes [ ] Mo [W] Unknown Save Cancel

1. The Last Name, Suffix (if applicable), First Name, and Date of Birth fields will
auto-populate with the data that was entered in the Add Adult radio button fields. (i)

Type the Middle Name and (ii) select the Genetic Sex.

a. Ifthe adult is deceased, (i) click the Is Deceased?* checkbox and the Approx.

Date field will become accessible. (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. Ifthe adult is Deceased?* is checked, “Deceased” will auto-populate into the

Address and City/Town fields.

Adult Address
Address |Deceased

Zip Code Find City by Zip Code | /
City/Town .Deceased
State ‘ Unknown w

Ot Address Confidential? * Paste Unknown

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.

Adult Address
Address |Unknown

Zip Code Find City by Zip Code
City/Town |Unknown

State | Unknown v

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 exists.

Revised 09/2025
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ii. General Information Tab
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o5 Please Enter ALL Available Infermation for Mew Adult

Name/Address Informatior] | Ge

Adult Information

Date of Bith [ [0 8 | Age (YY-MM)

Race |Unknown ~|  Bthnicity (Hispanic/Latino?) | Unknown v
Height |t w | " Weight l:l Eye Color | Unknown Hair Color | Unknown
Marital Status | Unknown v Docket# [ | forAdington CSU)
Driver's Lic. # | | State Issued Driver's License l:l w

Adult Phone,/E-mail

mployment Information

sSN[ | [ IsAdutUS. Ciizen?"

Home Phone I:I Cell Phone I:I E-mail
e Yes [] No [m] Unknown Save Cancel
1. The Date of Birth will auto-populate with the date that was entered in the Add Adult

radio button Date of Birth field. 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 in feet and the second 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, (iv) type the adult’s Driver’s Lic. #, and (v) select the state of issuance
from the State Issued Driver’s License drop-down menu.

(i) Type the adult’s Social Security number in the SSN field. If the adultis 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 located at the Arlington

CSU, input the Docket #.

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

corresponding fields.

iii. Employment Information Tab

o5l Please Enter ALL Available Information for New Adult

Name.,/Address Information  General Informatio

Adutt Employment Information

Status | Unknown w | Aprox. Date l:l

Employer | |

Job Tils | |

[ Is Adult Law Erforcement Officer?”

t- Yes [ | No [m] Unkrhn Save

Adult Employer Address / Phone Mumber

Address | |
| |
ZpCode [ | Find Gty by Zip Code
City/Town | |
State |:| Unknown ~ | Same as Home
Phore [ |  PhoneBdension | |

Cancel

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
the adult is a law enforcement officer (v) check the Is Adult Law Enforcement
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Officer?* checkbox and (vi) input the Law Enforcement Officer Badge Number in
the textbox.

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 fields 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.

4. (i) Click the Save button, and the Adult Information screen will appear displaying the

data entered in the preceding steps. Review the Adult Information screen to ensure
the information is correct. (ii) Click the Close button to return to the Intake Case tab
of the Domestic Relations Intake screen.

=¥ 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.

b. View Button. On the Domestic Relations Intake screen, in the Petitioner’s Information section, click
the View button and the petitioner's Adult Information screen will appear.

i. (i) On the Adult Information screen click the Edit Adult Info button and the Edit Information for
Adult Number screen will appear. On the Edit Information for Adult Number screen edit existing
information as required and (ii) click either (a) the Save button or (b) the Cancel button to return to
the Adult Information screen. On the Adult Information screen (iii) click the Close button to return to
the Domestic Relations Intake screen.

g5l Domestic Relations Intake ot ]

-— |
Adult Information

Adult Information Screen - Adult
number and name displayed here

SSN nili=in il

Intake Case

Petitioner's Information

SN Edit Adult

ik Info

Unknown? Name |1 View | | Clear

Adut Mame LE=SESEE SENE.1

Date of Bith 0 fn =i Age (Years - Months) ™

Race / Ethnicity E"8" S
Is Deceased? No

Respondent’s Information

[ Unknown? 55N Print Face

Name Add View | Clear et

Juvenile’s Information

SSN Name Add View | Clear

DOB

Genetic Sex N
Juvenile Number Age (Years - Months)

{RdUit information} Address / Phones / Email Employment Information  Associated Juveniles

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

Adult Information

Court District
Open Date |
Case Type

FIPS
Height

Marital Status

~| Tme [rz3ozPM 2] Close Date

+| Petitioner Type -
Docket #
Relationship | None ~ | (Pettionerio Juvenile) Mandatory fields displayed in bold
Driver's License Information

Worker Keyed By |Eric J. Reinick

Drivers License Number

" Weight

Color: Eyes Hair
Is U.5. Citizen?

{Adington CSLU)

State License lssued

View / Print
Intake Report

(Offense History
Summary Report

View Supreme
Court Details

Copy Intake

Close
Case

Save

Close

web application.

ol Edit Information for Adult Murmber

Genetic Sex () Male (® Female () Unknown

[ = Deceased? *

Adult Number

Name/Address Information ' General Information  Employment Information

Adult Name Adult Address

Last Name | | Address | |
Suff (Jr, Sr, 1, 11, 11, IV, etc) |None | |

First Name | | Zip Code [0 | Find Cty by Zip Code

Middle Name | | City/Town |Unkn0wn |

All Relds in Bold Are Mandatory

State Virginia

[ |z Address Corfidential? *  Paste Unknown

L3

c- Yes [ | No [W] Unknown

Save

Cancel

Revised 09/2025
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c. Clear Button. On the Domestic Relations Intake screen, in the Petitioner’s Information section, click
the Clear button to remove the data from the Petitioner’s Information fields on the Intake Case tab.

Intake Case

Pettioner’s Information
Unknown? 55N Name Add View || | Clear

2. Respondent’s Information

a. Add Button. On the Domestic Relations Intake screen, in the Respondent’s Information section, click
the Add button and the Adult Search screen will appear. This screen consists of three adult search
options allowing users to search by Adult Number, Caseload Number, or by Advance Search. When
a search is performed and a match is not found the Adult Search information screen will appear and
inform the user the search criteria should be changed. If a search does not return any results and an
adult record is determined to not exist, an adult record can be created via the Add Adult radio button.
i. See the instructions detailed in the Petitioner’s Information section for instructions related to the

following Adult Search screen options:

Ad ea een Optio

Do e Relatlio aKe
Adult Number radio button
Caseload Number radio button
Advance Search radio button
Add Adult radio button

oLl Domestic Relations Intake =

ot Adult Search ®
Intake Case

Petitioner’s Information (®) Adult Number l:l

Unknown?  SSN Name |°.= Add Clear () Caseload Mumber
Respondent's Information () Advance Search
[ Unknown?  SSN Name View | | Clear ) Add Aduk
Juvenile’s Information = 5

35N Name Add | View  Clear n 25
Juvenile Number DOB Age (Years - Months)

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

Court District ~ FIPS
Open Date | v| Tme [or2308PM 2] Close Date
Case Type ~ | Petitioner Type ~
Relationship | None ~ | (Petitioner to Juvenie) Mandatory fields displayed in bold
Worker Keyed By | Eric J. Reinick

Save Copy Intake Close Wiew / Print View Supreme Cffense History

Case Intake Report Court Details Summary Report

2> Refer to the Petitioner’s Information section on how to navigate the Adult Search screen.

b. View Button. On the Domestic Relations Intake screen, in the Respondent’s Information section,
click the View button and the petitioner's Adult Information screen will appear.

i. (i) On the Adult Information screen click the Edit Adult Info button and the Edit Information for
Adult Number screen will appear. On the Edit Information for Adult Number screen edit existing
information as required and (ii) click either (a) the Save button or (b) the Cancel button to return to
the Adult Information screen. On the Adult Information screen (iii) click the Close button to return to
the Domestic Relations Intake screen.
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s o TR o N

Adult Information Screen - Adult
number and name displayed here

o) Domestic Relations intake

Intake Case

Petitioner's Infomation

Hrknawn? 55N ‘ * m Hame |. = - r I Address / Phones / Email  Employment Information  Associated Juveniles
Respondert’s Information Adult Information
[] Unknown? ~ SSN ‘ Name | i lEI Height |— ’_' Weight ’-_ Color: Eyes ’-— Hair ’h—
Juvenile’s Information Marital Status | # s ls LS. Citizen? | e
55N ‘ Name | lEl Docket # ’7 (Ardington CSL)
Juvenile Number ‘ DOB | Age (Years - Moriths) Driver's License Information

Driver's License Number | 5% B = State License lssued | =

o5 Edit Information for Adult Mumber 8 ==y

Adult Number

Name/Address Information  General Information  Employment Information

Adult Mame Adult Address

Last Name [ms | Address [ w0 e |
Suffi (Jr, Sr, 1, 11, 111, 1V, ete) | |

First Name | © 007 | Zp Code [0 |

Middle Name | | City/Town |Unknown |
Genetic Sex () Male ® Female (O Unknown State |‘u’ﬂ |Vrg'ia v|

[ Is Deceased? * Approx. Date [ Is Address Confidential? *  Paste Unknown

All Fields in Bold Are Mandatory

c. Clear Button. On the Domestic Relations Intake screen, in the Respondent’s Information section,

click the Clear button to remove the data from the Respondent’s Information fields on the Intake
Case tab.

15 Domestic Relations Intake

Intake Case

Pettioner's Information

Unknown? SSNl‘.— Mame |'-.l b 0 |
Respondent's Information
[ Unknown? ~ SSN | Name | View |

Juvenile’s Information
55N |

Juvenile Number |

3. Juvenile’s Information
a. Add Button. On the Domestic Relations Intake screen, in the Juvenile’s Information section, click the
Add button and the Find Juvenile screen will appear. This screen consists of multiple juvenile search
options detailed in the Login & Search Manual and Juvenile / Adult Search & Information Manual.
i. Add Juvenile tab.
1. If a search does not return any results and a juvenile record is determined to not exist, select
the Add Juvenile tab to create a new juvenile record.

©F Refer to the Login & Search Manual for instructions on how to search for a juvenile in the BADGE web and Windows
applications.
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=¥ Refer to the Juvenile / Adult Search & Information Manual for instructions on how to search for a juvenile in the BADGE web

ol Find Juvenile

Search by

application.
o5l Domestic Relations Intake x
Intake Case
Petitioner's Information
Unknown? ~ S5N Name Add Clear
Respondent’s Information
[ Unknown?  SSN MName Add | View | Clear
Juvenile’s Information
SSN Name View | Clear
Juvenile Number DOB Age (Years - Manths)

® Juvenile Number
(O DC Number

(O Intake Case Number

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

Court District

() Caseload Number
- FIPS

Q)enDdel

~| Tme [D12303PM [2

Close Date (O Advance Search

Case Type

Relationship | None
Worker

Copy Intake
ase

Save

v | (Pettionerfo Juvenie)

Previous Selections

Juvenile Number l:l

+| Petitioner Type -
Mandatory fields displayed in bold

Keyed By |Eric J. Reinick

View / Print
Intake Report

(Offense History
Summary Report

View Supreme

Court Details Show Last Results

Find Juvenile  Direct Care Population  Detention Population  Add Juvenile

Street Address
ZIP Code

Find Juveniles with Commitmert(s) to the State

Find

Use Wildcard
Include | None
Use Wildcard

Include Atemative First Mame Spellings

DOB Age

(Full or Partial)

(Home. Cell, or Work)
Clear All

Cancel

The Find Juvenile screen and the Add Juvenile screen are the same screen. The screen name will change from the Find

Juvenile screen to the Add Juvenile screen when the Add Juvenile tab is selected.

ot Add Juvenile

Find Juvenile Direct Care Population Detention Populatign  Add Juvenile

Please enter juvenile's legal name (do not
use nicknames) and date of birth, if known

Last Name || | (Required)

[] Name Suffix

First Name |

DateofBith [ | Age (YY-MM)

| (Required)

Show Last Results

a. On the Add Juvenile tab type in the Last Name.

checkbox to select a suffix from the drop-down menu.

b. Type in the (i) First Name and the (ii) Date of Birth. The Age (YY-MM) field will auto-
populate based on the Date of Birth entered. (iii) Click the Add button.

c. (a) If the system does not find a possible juvenile name match the Please Enter ALL
Available Information for New Juvenile screen will appear. See the Please Enter ALL

The Name Suffix checkbox is automatically left unchecked for none, if desired click the

Available Information for New Juvenile screen section. (b) If the system finds possible

juvenile name matches, the System has located X possible matches (i.e., Search Results)
screen will appear.
i. Ifthe Search Results screen displays multiple similar records, each record can be
viewed individually to identify the correct juvenile. (i) Select a juvenile record, and the
row will be highlighted in blue, (ii) click the View Info button, and the Juvenile
Information screen will appear and display additional information for the record. Review
the Juvenile Information screen to ensure the correct juvenile is identified, (iii) click the
Close button to exit the Juvenile Information screen and return to the Search Results
screen. (iv) Once the correct record is identified, click the Select button and the Juvenile
Information screen will appear and display additional information for the record. (v) Click
the Close button to exit the Juvenile Information screen and the selected juvenile’s
information will auto-populate the Juvenile’s Information fields on the Intake Case tab

Revised 09/2025
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ii. If the desired juvenile record is readily identifiable on the Search Results screen (i)
select the juvenile record, and the row will be highlighted in blue. (ii) Click the Select
button and the Juvenile Information screen will appear and display additional information
for the record. (iii) Click the Close button to exit the Juvenile Information screen and the
selected juvenile’s information will auto-populate the Juvenile’s Information fields on
the Intake Case tab of the Domestic Relations Intake screen.

el System has located 32 possible matches, X

Juvenile # Last Name Suffix First Name Middle Name Race  Genetic Sex "™

=
= =
-
- -
]
- L=
= =
-
=
=y o=
— - LS
-
i "=
]

O e el i e Juvenile Information Screen - k4 ol Domestic Relations Intake
Juvenile number and name
displayed here Intake Case

Petttioner's Information

[ Unknown?  SSN | Name | lEl
Respondent's Information
[ Unknown?  SSN | Name | lEl
Juvenile’s Information
SSN [FERERY  Name [MaSN B
Fecoried fats Juverile Number | fiod DOB [ "[= ®+  Age(Vears-Months) |
Intake Case Number (ICN)- Will be assigned after saving
Court Distict | | FIPS
OpenDate & 55~ ~| Tme oo = 2 Clase Date
Case Type ‘ vl Pelitioner'lrpe‘ Vl
Relationship (Pettionerto Juvenie) Mandatory fields displayed in bold
Worker | Keyed By [ | Fmn
| Save ‘ | Copy Intake ‘ Close | | View / Print ‘ | View Supreme Offense History
Case Intake Report Court Details Summary Report

©F Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Adult Information screen in the BADGE
web application.

ii. If ajuvenile record is determined to not exist, proceed with adding a new juvenile by
clicking the Add New button on the System has located X possible matches (i.e., Search
Results) screen and the Please Enter ALL Available Information for New Juvenile screen
will appear.

d. Please Enter ALL Available Information for New Juvenile Screen
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If the system does not find any possible matches, the Please Enter ALL Available
Information for New Juvenile screen will appear. This screen consists of the Name/Address
Information, General Information, and Birth/Family Information tabs.

o5 Please Enter ALL Available Information for Mew Juvenile bt

i Name/Address Information ‘| General Information | Bith./Family Information

Juverile Name Juvenile Address

Lastﬂale|'1' | .ﬂdd'm|

Suffe I, Sr, 1 1, 11, IV, etc) |

First Name [= =4 | Zp Code | | | Eind Gty by Zip Code. |

Middle Name | | City/Town | |

Genetic Sex () Male (O Female State | |Un|-cnown V|

[m] Is Deceased? * Paste Petitioner’s Paste Unknown
Juvenile FIPS of Residence
Residert of | | Cther/Unknown v

All Relds in Bold Are Mandatory

i. Name/Address Information Tab

o) Please Enter ALL Available Information for Mew Juvenile it

i Name/Address Information ‘| General Information  Birth,/Family Information

Juvenile Name Juvenile Address
Last Name | = & | Address |

Suffx (I, Sr, 111, 111, 1V, tc) |
First Name [= =4 | Zp Code | | | Eind City by Zip Code |
Middle Name | | City/Town | |

Genetic Sex () Male (O Female State | |Unknown V|

(@] Is Deceased? * Paste Petitioner's Paste Unknown
Juvenile FIPS of Residence

Residentof | | Other/Unknown v

All Fields in Bold Are Mandatory

1. The Last Name, Suffix (if applicable), and First Name information will auto-populate
with the data that was entered in the Add Juvenile tab. (i) Type the Middle Name
and (ii) select the Genetic Sex.

a. If the juvenile is deceased, (i) click the Is Deceased?* checkbox and the
Address and City/Town fields will auto-populate with “Deceased.”

Adult Address
Address |Deceased }
I I{
ZpCode [ | Find City by Zp Code | /
City/Town |D|:c:a:cd | {
State I:IUrknnvm v y
O IsAddg!sleﬁdelﬁd?' Paste Unknown x

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.

a. If the juvenile address is unknown (i) click the Paste Unknown hyperlink and the
Address and City/Town fields will auto-populate with “Unknown.”
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Adult Address
Address [Unknown

Zp Code Find City by Zip Code
Gity/Town | Unknown
State ‘ Unknown v

[ Is Address Confidential? * {Paste Unknown

b. 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.

c. 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.

The address should reflect the juvenile’s current home address even if the juvenile is committed to DJJ or resides in a group
home or other facility.

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 needs to be detained.

The system may or may not display the Paste Petitioner’s Address or the Paste Respondent’s Address hyperlinks. The
data must exist in the system for a given hyperlink to display.

ii. General Information Tab

o Please Enter ALL Available Information for New Juvenile X
Name/Address Information | General Information | Birth,/Family Information
Juvenile Information Juvenile Driver's License
S5N Type  Unknown
Race — Unknaown
BEthnicity(Hispanic/Latino?) g —
Height v|" | Weight
Color: Eyes e Hair ~ Juvenile Phone/E-mail
Schoal Home Phone Cell Phone
Grade w Work Phone Extention
Registered Voter? () Yes (O Na E-mail
*- [] Yes [] No [m] Unknown Save Cancel

1. (i) Type the juvenile’s Social Security number in the SSN field. 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.

2. Forthe Registered Voter? item, select the appropriate Yes or No radio button to
record the juvenile’s voter registration status.

3. If the juvenile has a driver’s license or any government issued identification card, (i)
select the Type and (ii) Status form the appropriate drop-down menus. (iii) Enter the
license or identification card number in the License # field and (iv) select the issuer
from the State Issued drop-down menu.

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

ii. Birth/Family Information Tab

Revised 09/2025 15|Page



BADGE CSU Intake Manual

ol Please Enter ALL Available Information for Mew Juvenile >

MName/Address Information  General Inforrnatiorl

Juvenile Bith Information

Dateof Bith [ | Age (TY-MM)
State of Bith l:l Unkniown e Birth Courtry | |
Birth Verfication | None ~ Birth Certif. # | | Unknown

Juvenile Family Information

Mather's Maiden Name

Annual Family Income | Unknown ~
Living with | Linknown ~
“-[#] Yes [] Mo [m] Unknown Save Cancel

1. The Date of Birth will auto-populate from the Add Juvenile tab. If the Date of Birth
is not listed, enter it at this time. The Age (YY-MM) will auto-populate based on the
Date of Birth. (i) Type the state abbreviation or select the State of Birth from the
drop-down menu. (i) Type in the Birth Country and (iii) select the Birth Verification
from the drop-down menu.

2. 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, the field
will auto-populate with “Unknown.”

3. (i) Enter the juvenile’s Mother’s Maiden Name, select the (ii)) Annual Family
Income and (iii) Living with from the drop-down menus.

4. (i) Click the Save button, and the Juvenile Information screen will appear. Review
the Juvenile Information screen to ensure the information is correct, click the Close
button and the juvenile’s information will auto-populate the Juvenile’s Information
fields on the Intake Case tab of the Domestic Relations Intake screen.

L) i e Juvenile Information Screen - > -] Domestic Relations Intake et
A — Juvenile number and name
Navorlo Infomnalion displayed here wl Intake Case
Juvenie Number Wl
Petttioner’s Information
duvende Nome  LSEIRCY -l e R [ Unknown? SN Name Add View  Clear
ey Monthe} | el No Image
A R Avsisble Respondent's Information
Race / Ethniciy e s swg. [ Unknown? 55N Name Add | | View | Clear
Resident of NEGINGNWGNE. | GeneticSex M Juvenile’s Information
béo/Facs Sheel Alas  Case Workers |0 Marks Detertion bfo  DNAVefication Alets  Famly  Access Log SSN Name g [Vew]| [Gem
Recorded Alerts Juvenile Number | Fa DOB Age (Years - Months)
View,/Change Intake Case Number (ICN): Will be assigned after saving
Print Merts Court District ~ FIPS
Open Date | ~] Tme | s Close Date
Case Type ~| Petitioner Type “
Relationship | None ~ | (Peffionerfo Juvenis) Mandatory fields displayed in bold
Worker Keyed By
Copy Intake View / Print View Supreme Offense History
Save Case Close Intake Report Court Details Summary Report

=¥ Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Adult Information screen in the BADGE
web application.

b. View Button. On the Domestic Relations Intake screen, in the Juvenile’s Information section, click
the View button and the_Juvenile Information screen will appear.

i. (i) On the Info/Face Sheet tab of the Juvenile Information screen click the Edit Juvenile
Information button and the Edit Information for Juvenile Number screen will appear. On the Edit
Juvenile Information for Juvenile Number screen edit existing information as required and (ii) click
either (a) the Save button or (b) the Cancel button to return to the Juvenile Information screen. On
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the Juvenile Information screen (iii) click the Close button to return to the Domestic Relations Intake

screen.

5 Domestic Relations Intake

Intake Case

Petitioner's Information

v

Juvenile information Screen - Juvenile
number and name displayed here

[ Unknown? 55N | Name | lEl
Respondent's Information
[ Unknown? 55N | Hame | [ View |
Juvenile’s Information
SSN [MFEEES  Name [ty b
Juvenile Number | "0 8 DOB | =g Age (Years - Months) | ! (07 ® o 5 O DetvFanty
Intake Case Number (ICN): Will be assigned after saving Juvende fomation B Juvende Driver's License - Unknown
Court Distict | vl FIPS 1s DNA Sample Submtted? [No wnse 2 |
Open Date ‘r = V‘ Time ‘r e }i” Close Date 9 7 S 5 Eﬁ_:f
Case Type | ~ Petitioner Type | ~| S e 10 ik T dovents; Phone/Emel
School Home
Relationship (Pettioner to Juvenite) Mandatory fields displayed in bold :
Grade | Unknown Work
Worker | Keyed By [ 1 Semm Emal
BN -
Case Intake Report Court Details Summary Report

©F Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Adult Information screen in the BADGE
web application.

a5 Edit Information for Juvenile Mumber (080 0 FO00 Bl

Name/Address Information  General Information ~ Birth/Family Information

Juvenile Name

Juvenile Address

Last Name [/ 7

Juvenile Information Screen - Juvenile

Suffie {Jr, Sr, L LI IV, ete) | None T

number and name displayed here

First Name |15

| Zip Code |

Middle Name |

| | End City by Zp Code |
| City/Town |Unknown |

Genetic Sex () Male @ Female

[ Is Deceased? *

All Felds in Bold Are Mandatory

C.

State | | Unknown v

Paste Unknown
Juvenile FIPS of Residence

Resident of |999 |ou-.er,-fum.m - |

Clear Button. On the Domestic Relations Intake screen, in the Juvenile’s Information section, click

the Clear button to remove the data from the Juvenile’s Information fields on the Intake Case tab.

ey Ul

RETTeE,

Juvenile’s Information

> I

SSN [ L

Name|l._lll

Juvenile Number | e

4. Intake Case Number (ICN)

Revised 09/2025
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Age (Years - Months) 'T
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4l Domestic Relations Intake x

Intake Case

Petitioner’s Information

Unknown? ~ SSN Name |LINKNOWN, UNKNOWN Add | | View | Clear
Respondert’s Information
[ Unknown?  §3N Name Add View | | Clear
Juvenile's Information
85N Name Add | View | | Clear
Juvenile Number DOB Age (Years - Morths)
Intake Case Number (ICN): Will be assigned after saving | ICN will appear here after saving |
Court District - FIPS
OpenDate [Z S50 | Time [01:2303PM [£] Close Date
Case Type ~ | Petitioner Type ~
Relationship | Nene ~ | (Pettioner fo Juvenie) Mandatory fields displayed in bold
Worker Keyed By
Copy Intake Miew / Print View Supreme Offense History
e Case e Intake Report Court Details Summary Report

a. The Intake Case Number (ICN) will auto-generate after the intake is saved.
b. Court District
i. The Court District will auto-populate for users that only have access to one district. Users with
access to more than one district will need to manually select the appropriate Court District from
the drop-down menu.
For Intakes completed by the After-Hours Intake Unit, the Court District field will need to be manually selected from the drop-
down menu.
c. FIPS

i. Insome jurisdictions the FIPS code will auto-populate based upon the selection in the Court
District field. Where multiple FIPS codes exist in a court district the appropriate code should be
selected using the FIPS drop-down menu. The selected FIPS should represent the locality the
offense occurred in or be based upon which FIPS has jurisdiction over the case.

d. Open Date

i. The Open Date will auto-populate to the current date. If the date must be changed select the date

using the Open Date calendar drop-down screen.
e. Time

i. The Time will auto-populate to the time when the intake screen opened. To change the time,
highlight the hour, minute, or second fields, and click the up or down arrows until the correct time is
displayed OR highlight the hour, minute, or second fields and type in the new time.

f. Close Date

i. The Close Date will auto-populate when a final disposition (offense decision) is selected. For
domestic relations intakes, the Offense Decision field is located on the Custody Petition tab, the
Support Petition tab, and the Protective Order tab.

The Close Date field will not auto-populate if 07 -Diversion or 14- Pending is selected in the Offense Decision field on the
Custody Petition tab; the close date will not auto-populate until a final disposition is entered.

g. Case Type
i. Selectthe Case Type from the drop-down menu.

Case Type is a mandatory field.

h. Petitioner Type
i. Select the Petitioner Type from the drop-down menu.

Petitioner Type is a mandatory field.
i. Relationship
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i. The Relationship of the petitioner to juvenile will auto-populate to None. To 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.

I.  Click the Save button and the Intake Case Number will generate. If the Petitioner’s Information
section has not been completed the intake case will not be saved and a prompt will appear to input the
data. Once the intake case has been saved all the buttons at the bottom of the Intake Case tab will
become accessible; the Narrative tab will appear; and the following buttons will display at the bottom of
the Intake Case tab: Edit Intake Case Info, Add Custody Petition, Add Support Petition, and Add

Protective Order.

Intake Case
Petitioner’s Information | Please provide Petiticner information i
[ Urknown?  SSN | kL ! View  Clear
kb b L_M'ﬁ-_—-—_m'f—h‘————
- S, Qme | Aaa wlea
Juvenile’s Information | Please provide Juvenile information h
S5N | H I View | Clear
Juvenile Mumber | DOB | Age (Years - Months)
o) Domestic Relations Intake *
Intake Cas
Petitioner’s Information
Unknown?  SSN | Name | UNKNOWN, UNKNOWN Add | View | Clear
Respondent’s Information
Unknown? ~ SSN | Name | Add | View | Clear
Juvenile’s Information
SSN [PBS BME  Name === =mm Add Clear
Juvenile Number | L ] DOB | = BT Age (Years - Morths) | ®
Intake Case Number (ICN): TSN ICN Appears Here
Court Distict | Richmond City (C5U) FIPS | 760 - Richmond
Open Date |7 0 Time |01:23:03 PM Close Date
Case Type |D1 - Mo One Interviewed Petitioner Type |0L - Other Law Erforcment
Relationship | None (Pettioner to Juvenie)
Worker [[imy | B Keyed By |y | Bewmn
Edit Intake Case Copy Intake Delete Intake View / Print View Supreme Offense History
Info Case Case Intake Report Court Details Summary Report
| AddCustody Petiton | | Add Support Petiion | Add Protecive Order |

©F Refer to the Petitioner’s Information section for detail pertaining to searching for and adding an adult; this information is
applicable to both petitioners and respondents.

Intake Action Buttons
Once an intake case is saved on the Intake Case tab all of the intake action buttons at the bottom of the tab

will become accessible.

Domestic Relations Intake Action Buttons
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o5 Domestic Relations Intake
Intake Case  Namative
Petitioner’s Information

INTAKE ACTION BUTTONS

| Unknown?  SSN |

Respondent’s Information

T
Name | UNKNOWN, IJNKNOWN

Juvenile’s Information

Unknown? ~ SSN | Name |

SSN [P Be I Name [=mm=== =qu}

Juvenile Numberl e

Intake Case Number (ICN): IS

DOB [« B ™8 |  Age (Years - Months) [ # =

Court Distict | Richmond City (C5U)

FIPS | 760 - Richmond

Open Date |77 " i Time |01:23:03 PM

Close Date

Case Type |D1 - Mo One Interviewed

Relationship | None

Petitioner Type |OL - Other Law Erforcment
(Petitioner fo Jivenie)

Worker [y - B

‘Kayeday\-:-ul-u-.-

A Vew | Clar

Edit Intake Case Copy Intake Delete Intake View / Print View Supreme Offense History
Info Case Case Intake Report Court Details Summary Report
| AddCustody Petiton | | Add Support Petiion | Add Protecive Order |

1. Edit Intake Case Info Button
a. (i) Click the Edit Intake Case Info button, (ii) edit the information as required, 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. All available document types will be auto-selected in the Check All Documents You Want to
Copy section of the screen, (ii) deselect (uncheck) any documents that will not be copied. If no
documents are selected the Copy Intake Case information screen will prompt the user that at least one
document type must be selected to copy. (iii) Change either the Juvenile’s Information, or the
Respondent’s Information, or both, using the Clear and Add buttons. (iv) Click the Save button.

8 Copy Domestic Relations Intake Cage - (CH:

Copy Intake Case

@ Please select at least one document type to copy.

Copy Intake Case

You need to change either juvenile or petitioner in order to
copy the case.

To copy an intake case, the user MUST select an existing intake case that contains the desired pre-existing Custody Petition,
Support Petition, and/or Protective Order. The user MUST also change either the Juvenile’s Information, the Respondent’s
Information, or both to copy the case.

Revised 09/2025
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3. Delete Intake Case Button
a. (i) Click the Delete Intake Case button and the Delete Intake Case screen will appear. (i) Click (a) the
Yes button or (b) the No button to delete the intake case and return to the Domestic Relations Intake
screen.

Delete Intake Case

o Would you like to delete intake case number Fssifia a7

.

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

4. View / Print Intake Report Button
a. (i) Click the View/Print Intake Report button and the CSU Intake — Reports screen will appear. (ii)
Click the X button in the upper right corner to close the report and return to the Domestic Relations
Intake screen.

CSU Intske - Reports - ] x
X
M 41 of 1 b b |« G0 @ | E 0D = | 100% - Find | Mext
Virginia Department of Juvenile Justice .
Intake Report
Click "X" o close Report
INTAKE INFORMATION:
Intake Case Number: a8 & Fips: [Sg= Sppmy
Worker Name: [ e
Intake Opened Date: 5 © 1 Eliaw Intake Closed Date:
Case Type Code: BN e O
JUVENILE INFORMATION: %
Juvenile Number: "
Juvenile Name: A T "l
SSN: -+ Sex":1 0 Race: [1 Height: © Weight: 71 DOB:
Address: T B TE T E I
Home Phone: |8 B =mm Work Phone: Cell Phone:

Mother's Maiden Name: 75" 7

ALIAS INFORMATIOM - NONE

PETITIONER INFORMATION:

SSN: TR v
< >

5. View Supreme Court Details Button
a. Click the View Supreme Court Details button and the Supreme Court Detail screen will appear. If
there is no information entered by the Supreme Court, the Supreme Court Details information screen
will appear indicating no data found for the specified intake case.

WS Supreme Court Detail - X

SC Case Number Statute
Bl ¥ Eela” T il (Rl ™2™ o™ e B "l R E
- n
Supreme Court Details x
Cffense Info (Fage 1) ' Offense Info (Page 2)  License Info  Fines/Attomey/Bail/Bond  Hearings

Supreme Ct Name: | (= = e s Supreme Ct. DOB wmn 0 No data found for this case
Supreme Court Case Mumber: |I© . Mext Hearing Date: ="
Case Type | LS E__} — Last Hearing Date:
Sae: [
Statute Originated From: |' — ) e ol
Amended Case Type: I
Amended Offense Code: |
Final Disposition
Appealed Date: Perfected: Convicted as Adult?
Remarks
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The amount of information found on the Supreme Court Details screen may vary depending on the court jurisdiction.

6. Offense History Summary Report Button

a. Click the Offense History Summary Report button and the CSU Intake — Reports screen will appear.
(i) Click the X button in the upper right corner to close the report and return to the Domestic Relations

Intake screen.

C5U Intake

- Reports

{ 1

of 1 b M |« @ | &n B A = | 100% - Find | Mext

Virginia Department of Juvenile Justice
Offense History Summary Report

Click "X" to close Report |

JUVENILE NUMBER: -

JUVENILE NAME:

- e - nm
S5N; = ey DOB: (= == RACE:
CASE PROCESSING OFFENSE INTAKE COURT
NUMBER LOCALITY DATE STATUTE DESCRIPTION DISPOSITION WORKER ADJUDICATION
- - ——— =g = — m—
msmm mm = =m
L n (AR
— - = & il L - - PR mm =
PRI "
§ NN N R g N e
= =
— - s & = L = mom R o = [ 5 m=n
1 e Tl g
- - [

Add New Petitions and Orders
At the bottom of the Intake Case tab, three buttons allow the user to add a new petition or order.

Add New Petition and Order Buttons

gl Domestic Relations Intake x
Intake Case  Narative ADD NEW PETITION AND ORDER BUTTONS
Petitioner’s Information

Unknown? ~ SSN | Name |UNKNOWN, UNKNOWN Add | View  Clear
Respondert’s Information

Unkngwn?  SSN | Name | Add | | View | Clear
Juvenile's Information
SSN [ Name | === =y 5 Add | View | Clear
Juvenile Number | 7000 DOB [T fasEy

Age (Years - Morths) | ®
Intake Case Number (ICN): IS

Court District | Richmond Cty (C5L)

FIPS | 760 - Richmond
Open Date |7 W Time |01:23:03 PM

Close Date
Case Type |D1 - No Cne Interviewed Petitioner Type |OL - Other Law Erforcment
Relationship | None (Petitioner fo JMivenie)
Worker B | Ba

Keyed By [Fimy | Femmn

Edit Intake Case Copy Intake Delete Intake: Miew / Print View Supreme Offense History
Info Case Case Intake Report Court Details Summary Report
| Add Custody Petition Add Support Petition Add Protective Order

1.

Add Custody Petition Button—Domestic Relations Intake Screen, Intake Case Tab

a. Click the Add Custody Petition button and the Custody Petition tab will appear on the Domestic

Relations Intake screen.

Revised 09/2025
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gl Domestic Relations Intake

Intake Case Nanativ

Charged Offense Information

x

Offense
Date

Offense
Number

WCC Code Offense Description

Selected Offense Details

Offense Date  [I0/01/2021 ~

Offense
P Decision

VCC Code Find VCC Code Statute

Heading |

Subheading |

Description |

Penalty Modifier ~ Judge Ordered Detention

Offense Decision | ~

Retrieved
by the SC

Jo

Add New Offense

b. Custody Petition Tab—Domestic Relations Intake Screen

i. The Offense Date will auto-populate to the current date. If the date must be changed select the

date using the Offense Date calendar drop-down screen.

ii. Click the Find VCC Code button and the Search Offense screen will appear.
Locate the desired offense from those displayed in the Search Results table or search for an
offense by (i) typing the Statute, VCC, Heading, Sub-Heading, or Description into the
corresponding field(s). The Use Wildcard?* checkbox will be selected automatically, uncheck
the checkbox if the wildcard function will not be used. (ii) Click the Find button and the Search
Results section will display all items that meet the search criteria by VCC Code, Statute, and
Offense Description. (iii) Click on a row to select a VCC Code and the row will be highlighted in
blue. (iv) Click the Ok button to return to the Custody Petition tab on the Domestic Relations

1.

Intake screen.

6! Search Offense

VCC Code

Statute

Cffense Description

CNV-7017-M3

10.1-1142(0)

BUILD FIRE WITHIN 150 FEET OF WOODLAND. BRUSHLAND ETC

Find VCC Code | | Stat

10.1-2214

UNDERWATER RECOVERY OF HISTORIC PROPERTY WITHOUT PERMIT
USE OF MOTORIZED VEHICLE ALC LACHIAN TRAIL
ARCHAEOLOGICAL EXCAVATION OF HUMAN REMAINS WITHOUT PERMIT

DAMAGE, ETC ANY OBJECT OF ANTIQUITY ON STATE-CONTROLLED LAND

DUMP ETC. WITHOUT PERMISSION OF OWNER

EXCAVATE ETC. WITHOUT PERMISSION OF OWNER

A juvenile must be added to the Juvenile’s Information section on the Intake Case tab to file a custody petition. If a juvenile
was not added prior to clicking the Add Custody Petition button, an error screen will appear.

Revised 09/2025
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Add Custody Petition x

e Please add juvenile to intake case before proceeding.

Visitation petitions should be created under the Custody Petition tab.
Click the Find button on the Search Offense screen to select a custody-related offense without entering any information into
the search fields.

ii. (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. Once saved, the Add New
Offense button will become accessible and the Add Custody Affidavit button may appear
depending upon the Offense Decision selected. The Edit, Delete, and File Petition buttons will
also appear on the bottom of the Domestic Relations Intake screen.

ol Domestic Relations Intake x ol Domestic Relations Intake x
Intake Case  Namative Custody Pettion Intake Case  Narative Custody Petition
Charged Offense Information Charged Offense Information]
Offense Offense . Offense Retrieved Cffense Offense . Offense Retrieved
Date WL Code Mumber Uffense Description FM Decision o by the SC Date VCE Code Number (ffense Desciption M Decision Jo by the SC

w21 Cusseress i oTONTOSsowCase-cusToo | 2@l W |

Selected Offense Details Selected Offense Details
Offense Date z| Add New Offense Offense Date Add New Offense
VCC Code Find VCC Code |  Statute [18.2456(3) VCC Code |CUS-387449 Statute | 18.2-456(5) Add Custody Affidavi
Heading |CUSTODY Heading |CUSTODY
Subheading | JUVENILE AND DOMESTIC Subheading | JUVENILE AND DOMESTIC
Description | MOTION TQ SHOW CAUSE - CUSTODY/VISITATION Description | MOTION TO SHOW CAUSE - CUSTODY/VISITATION
Penalty Modifier Judge Ordered Detertion Penalty Modifier Judge Ordered Detertion
Offense Decision | 02 - Petition Filed ~ Offense Decision |02 - Petition Filed
Cancel Delete File Petition

iv. Add New Offense Button—Domestic Relations Intake Screen, Custody Petition Tab
1. If another offense needs to be added to the petition/order, (i) click the Add New Offense button
on the Custody Petition tab, and the Selected Offense Details fields will become accessible.
(i) Repeat the steps above to add another offense.

Multiple VCCs can be added to a petition/order.

Once a Custody Petition has been created and saved the Edit, Delete, and File Petition buttons will also appear on the
bottom of the Domestic Relations Intake screen. Follow the hyperlinks for more instruction: Edit button, Delete button, and File
Petition button.

The Add Custody Affidavit button will appear on the Custody Petition tab when the Save button is clicked and one of the
following has been selected from the Offense Decision drop-down menu: “02 — Petition Filed,” “10 — Consent Agreement
Signed,” or “15 — Consent Signed/Petition Filed.”

In the Charged Offense Information table, a record will display a check mark in the JO checkbox whenever a judge orders a
juvenile to be detained, the Judge Ordered Detention checkbox associated with the offense record is selected, and the
record is saved.

In the Charged Offense Information table, a record will display a check mark in the Retrieved by the SC checkbox
whenever the Supreme Court number (SC#) on the petition was used by a clerk to pull intake case information into the
Supreme Court of Virginia’s data system.

v. Add Custody Affidavit Button—Domestic Relations Intake Screen, Custody Petition Tab
1. Click the Add Custody Affidavit button and the Custody Affidavit tab will appear.
2. Custody Affidavit Tab
a. The Custody Affidavit tab contains the Add, Edit, Copy, Delete, and View/Print buttons.
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Buttons on the Custody Affidavit Tab of the Domestic Relations Intake Screen

gl Domestic Relations Intake

Intake Case Namative Custody Petition| Custody Affidavit

Custody Affidavits Attached to the Intake Case

Affidavit #

Child's Name Child's Cument Address

b. Add Button—Domestic Relations Intake Screen, Custody Affidavit Tab

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

i. Custody Affidavit Screen

1. The Custody Affidavit screen consists of the Affidavit Data tab, the Address
Information tab, and the Affidavit Data (continue) tab.

gl Custody Affidavit

Afidavit Data  Address Information  Affidavit Data (continue)

CUSTODY AFFIDAVIT

e | ‘ Paste Juvenile’s Name

CHILD'S NAME

[ [ T

I, | LAFORCE. YADDLE the undersigned affiant, state the following information under oath:

[] Certain infarmation has been omitted from this form and submitted under seal because | allege that the health, safety or liberty of

a party or child would be jeopardized by disclosure. Another party may request that a hearing be held to determine whether this
information should be disclosed

1. The child presently resides at Paste Juvenile’s Address

The child commenced residing there on and has resided there continiously to this date

Subscribed and swom before me on Intake Case Number {ICN) | 58 =

Enter the data for all three tabs on the Custody Affidavit screen prior to clicking the Save button.

2. Affidavit Data Tab—Custody Affidavit Screen

a. The petitioner and respondent names will auto-populate into the affidavit.
b. Click the (i) Paste Juvenile’s Name and (ii) Paste Juvenile’s Address
hyperlinks and the information will auto-populate.

Place a checkmark in the Certain information has been omitted...checkbox if
required.

C.

Revised 09/2025
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Select the The child commenced residing there on date from the calendar
drop-down screen.

The Subscribed and sworn before me on date will auto-populate to the current
date. If the date must be changed select the date using the calendar drop-down
screen. The time will auto-populate to the time the Custody Affidavit screen was
opened. If the time must be changed, click the time, the time fields will be
highlighted in blue, and type in the time the petitioner is sworn. The Intake Case
Number (ICN) will auto-populate.

Wl Custody Affidavit X

Affidavit Data | Address Information  Affidavit Data (continue)

CUSTODY AFFIDAVIT

ire: | Paste Juvenile's Name
CHILDY'S NAME

V.

|, |LAFORCE. YADDLE the undersigned affiant. state the following information under oath:

[ Certain infarmation has been omitted from this form and submitted under seal because | allege that the health, safety or liberty of
a party or child would be jeopardized by disclosure . Another party may request that a hearing be held to determine whether this
information should be disclosed.

1. The child presently resides at Paste Juvenile’s Address

The child commenced residing there on lj and has resided there continiously to this date.

Subserbed and swom before me on Intake Case Number {ICM)

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.

Revised 09/2025

3. Address Information Tab—Custody Affidavit Screen

a.

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

Type in the Address Where Child Resided. If the juvenile lived at the
petitioner’s or respondent’s current address click either (a) the Paste
Petitioner’s Address hyperlink or (b) the Paste Respondent’s Address
hyperlink and the selected address information will auto-populate this area.
Type in the (i) First and (ii) Last name of the person with whom the juvenile
resided.

Type in the Current Address of Person with Whom Child Resided. If the
address is the petitioner’s or respondent’s current address click either (a) the
Paste Petitioner’s Address hyperlink or (b) the Paste Respondent’s Address
hyperlink and the selected address information will auto-populate this area.

(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.

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 as required and (iv) click
the Done button when the edits are completed.

To delete address information, (i) select an address and the row will be
highlighted in blue. (ii) Click the Delete button.
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ol Custody Affidavit

Affidavit Datd  Address Information  [pffidavit Data (continue)

2. The other places where and persons with whom this child has lived during the last five (5) years:

Time Resided From To Child's Address Person Resided with
Time Resided: |3 YEARS Person with Whom Child Resided

From: |2 0| T EEE Y] | M [BoTH | Last [PARENTS |
Address Where Child Resided Cumrent Address of Person with Whom Child Resided
Address: | | Address: | |

Paste Petitioner's Address

Done C

Save

Paste Petitioner's Address

ancel Delete

Cancel

BADGE CSU Intake Manual

The system may or may not display the Paste Petitioner’s Address or the Paste Respondent’s Address hyperlinks. The
data must exist in the system for a given hyperlink to display.
For the Time Resided textbox, specify the unit of time (days, weeks, months, or years). For example, “3 WEEKS” or “8
MONTHS” or “3 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.

4. Affidavit Data (continue) Tab—Custody Affidavit Screen
a.

(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
to save the custody affidavit and return to the Custody Affidavit tab on the
Domestic Relations Intake screen. The custody affidavit will be displayed in the
Custody Affidavits Attached to the Intake Case section of the Custody
Affidavit tab. The entered information will auto-populate into the custody affidavit

form.

WEl Custody Affidavit X

Affidavit Data  Address Information| ;‘ﬁffiaéﬁf-ﬁé{a"Té‘o‘ﬁt‘iﬁi]é‘}"ﬁ

3 | have O havenot () participated, either as a party, witness, or in any other capacity in any other litigation (court
proceeding) conceming custody of or visitation with this child, in any State or foreign country. f yes. complete below:
a. Name of Court and State or foreign courtry in which litigation occured
b. When did the Itigation occured:
c. What was the outcome of the litigation
d. Attach a copy of all pleadings and Orders filed in this litigation

4 1 do ) domot () have knowledge or information of any proceeding that could affect this proceeding, including but not
limited to custody, vistation, patemity, support, enforcement proceedings, proceedings related to domestic viclence, protective
orders, abuse and neglect, termination of parental rights and adoptions, which is pending in & court of this or any other State
or foreign country. f yes. complete below
a. Name of Court and State or foreign country in which proceeding is pending:
b. Attach a copy of all pleadings filed in the Iitigation.

5 1 do ) donat (O know of any person who is not already named as a party in this proceeding who has physical
custody of this child or who claims to have custody or visitation rights with respect to child. f yes:
a. Name and address of person

b. Does this person have physical custody of the child?:  Yes (O No (O

©. State why you believe this person claims to have custody/visitation rights to the child:

Save Cancel

c. Edit Button—Domestic Relations Intake Screen, Custody Affidavit Tab
i. 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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4l Domestic Relations Intake x

Intake Case  Namative Custody Petition Custody Affidavit

Custody Affidavits Attached to the Intake Case

Afidavit #  Child’s Name Child's Cument Address

[ e Copy Delete View/P

CUSTODY AFFIDAVIT TAB
Edit, Copy, Delete, and
View/Print Buttons

d. Copy Button—Domestic Relations Intake Screen, Custody Affidavit Tab

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.

Select Custody Affidavit Number I}
= —
Cance

Verify the Custody Affidavit Number displayed matches the affidavit number to be
copied, (iii) click the Ok button, and the Custody Affidavit screen will appear. (iv) Edit the
information and (v) 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.

e. Delete Button—Domestic Relations Intake Screen, Custody Affidavit Tab

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. (iii) Click the Yes or No button to return to the Custody Affidavit tab.

Please Confirm Delete Operation

Would you like tu delete custody affidavit for Intake Case
Number Ll

e

f. Vlew/Prmt Button—Domestic Relations Intake Screen, Custody Affidavit Tab

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 in the Virginia Department of Juvenile Justice
report viewer screen. From this screen the affidavit can be viewed, printed, or saved.
Click the X button in the upper right corner to close the screen and return to the Custody
Affidavit tab.
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&5l Virginia Department Of Juvenile Justice - o X
Pt
1 of 1 @ |~ | 100% - Find | Next
AFFIDAVIT (Uniform Child Custody Jusisdiction and Enforcement Act) CaseNo 2

COMMONWEALTH OF VIRGINIA Va. Cods § 20-146.20

T8 i = the undersigned affiant, state the following infonmation under oath:

[ ] Certain information has been omitted from this form and submitted under seal because I allege that the health, safety or iberty of aparty
or child would be jeopardized by disclosure. Another party may request that a hearing be held to determine whether this information should
be disclosed.

and has resided there confinuously to this date

2
2" The other places where and persons with whom this child has lived dusing the last five (5) years : (please complete reverse side).

3. 1[ Jhave [ X ] have not participated, ither as a party, witness, o in any other capacity in any other ltigation (court procee ding)
conceming custody of or visitation with this child.in any State or foreign country. If yes, complete below
2. Name of Court and State or foreign country in which litigation occurred:

b. When did the litigation occur:

¢. What was the outcome of the litigation:

& Attach a copy of all pleadings and Orders filed in this itigation

4. 1[ ]do[ X ] do ot have knowledge or information of 2ny p g that could affect this pi e e limited to
custody; visitation, patemity, support, enforcement proceedings, proceedings related to domestic violence, protective orders, abuse and
neglect, temination of parental rights and adoptions, which is pending in a court of this or any other State o foreign country.

Ifyes. complete below:
2. Name of Court and State or foreign country in which proceeding is pending:

5. 1[ Jdo [ X ] do not know of any person who is ot already named as  party in this proceeding who has physical custody of this child
orwho claims to have custody or visitation rights with respect to child If yes
2. Name and address of person:

b. Does this person have physical custody of the child? [] Yes []No

c. State why you believe this person claims to have custody/visitation rights to the child:

fimited to custody, visitation, patemity, suppost ent g g protective orders,
abuse and neglect, temination of parental rights and adoptions, cither in this or any ather State or foreign country that could affect the
cument proceeding

vi. Edit Button—Domestic Relations Intake Screen, Custody Petition Tab
1. (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.

gl Domestic Relations Intake x

Intake Case  Narmative ustody Affidavit

Charged Offense Information

Offense Offense - Offense Retrieved
Date VCC Code Mumber Offense Description M Decision by the SC

CUSTODY PETITION TAB
Edit, Delete, and File
Petition Buttons

Selected Offense Details
Offense Date |18 & - Add New Offense
VCC Code |CUS-3874-J9 Statute | 18.2-456(5)
Heading |CUSTODY
Subheading | JUVENILE AND DOMES) Inc
Description | MOTION TO SHOW CAl |SE - CUSTODYAVISITATION

Penalty Modffier Judge Ordered Detention

Offense Decision | 02 - Petition Filed

Edit Delete File Petition |

vii. Delete Button—Domestic Relations Intake Screen, Custody Petition Tab
1. (i) Select an offense, and the row will be highlighted in blue. (ii) Click the Delete button and the
Delete Offense screen will appear. (iii) Click the Yes or No button on the confirmation screen to
return to the Custody Petition tab.

Delete Offense

o Would you like to delete selected offense?

viii. File Petition Button—Domestic Relations Intake Screen, Custody Petition Tab
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Click the File Petition button and the Check Information Before Continuing screen will appear.
Edits CANNOT be made once a petition is filed. If an additional offense, affidavit, or order needs
to be added, click the No button and make the addition.

Check Information Before Continuing

Please be aware that after saving the petition you will
! not be able to edit the information for this offense:

Offense Date: B hamaw
VCC Code: VEN-3860-J9

Would you like to continue?

I Yes I No \

If the information is complete, click the Yes button. Either the Petition screen OR the Foster
Care Petition screen will appear (see note below).

Once the petition is saved it is sent to the Virginia Supreme Court and no changes can be made to the petition. If there is an
error, a new petition must be created and the local Juvenile and Domestic Relations Court must be contacted to inform them of
the mistake. The local Juvenile and Domestic Relations Court will need to be provided with both the original and new SC # to
update the Virginia Supreme Court data.

The Foster Care Petition screen will appear when the File Petition button is selected on the Domestic Relations Intake

screen, Custody Petition tab and the VCC Code field is “CUS-8110-JP.” If the VCC Code field is not “CUS-8110-JP” the
Petition screen will appear.

3. Petition Screen

ol Petition X

IN VIOLATION OF SECTION 18.2-456(5) OF THE 1950 CODE OF VIRGINIA AS AMENDED.

() () (@]
No Selection Was Made
[E]

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

The Petition Date and Time will auto-populate to the date and time the Petition screen was
opened. To change the date, select the date from the calendar drop-down screen. 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.

The Offense Text will auto-populate standard language for the selected offense. If required,
edit or add to the information in the Offense Text textbox.

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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Select Offense Number

e. Complete the detention-related questions in the Petition Information section. If they do not
apply, leave the fields blank.

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

g. 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.

©F Refer to the Petitioner’s Information section for detail pertaining to searching for and adding an adult; this information is
applicable to both petitioners and respondents.

h. Click the Save button and the SC # will auto-populate. Once the Save button is clicked it will
transition into the Edit button.

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

g5l Petition X

L

R Tre SAW

Copy Offense Text

IN VIOLATION OF SECTION 18 2-456(5) OF THE 1950 CODE OF VIRGINIA AS AMENDED.
[l

L) (J O

NoSclection WasMade
S Tme
S Tme

On the Petition screen, the Save button and the Edit button are interchangeable. The action to be performed determines
whether the Save button or the Edit button is displayed.

j- To delete the petition, click the Delete button, and the Please Confirm Delete Operation
screen will appear. When the petition is deleted the Custody Petition tab in the Domestic
Relations Intake screen will appear.

Please Confirm Delete Operation

Would you like to delete the petition for Intake Case Number
el

Lo [ ]

k. To view or print the petition, click the View/Print button, and the completed petition will
appear on the Virginia Department of Juvenile Justice report viewer screen. View, print, or
save the custody petition from the report viewer screen.
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Printing the same petition multiple times will not change the SC #.

I.  Click the X in the upper right corner to close the report viewer screen and return to the
Petition screen. Click the Close button to exit the Petition screen and return to the Domestic
Relations Intake screen.

¥ virginis Department O Juvenile Justice - o x

{1 of2r M|+ % e | 00% - Find | Mext

PETITION CaseNo.
Commoneeaith of Viepsia VA, CODE ] 16,1262, 16,1263

e - ... RICHMOND Juvendls sad Domestic Relations Dustact Coust
1 re 3 Chabd under eightnen years of age

[CRILD'S RARE £ TATE OF BIRTH AGE_ X" FACE
h | s R e —— } W L mER OB B
[CRILD's ADDRESS TELEFHONE NO

& R S S U D [
[FAREOrPARENT [ TMOTHER, [ [FATEEE B “DATE OF BIRTH TELEPHONE NO
[ADRESS OF PARENT

l&

[FARE OF PARENT TTMOTHER, [ JFATIER = DATEOF BIRTH TELEPHONE NO
[ADDRESE OF PARENT

3

[CUARDIAN EGAL CUSTODIAN OR PERSON [N LOCO PAREN 115 RELATIONSHIP TO CHILD
1o,

[OTHERIS) NAME AND ADDRESS. TELEPHONE NO
I

T2 Chadhed=CUSTODY [ ] V5 [] MO
T3 Piace of Devmrion o1 Sbeltsr Care _________
14. Dateand Time Takem inte Custedy

[

15, Daoe an Time Placed in Deteatson or Sheltee Case
___ = ' / __ i m
TE. The above miormation & oot kaows to the petifioner: Nots).

1, the undersigued pitioner, state vnder cuth 10 ot my knorwladge, tha the abov named chid is within the purciew of the Fevenie 2
‘Desmestic Relations Districr Court Luw i chat, witis chis ciry esuaty, the child

5 VIGLATION OF SECTION 18.3.4865) OF THE 1983 €O OF VIRGINIA AS AMENDID.

Virginia Crime Code: CUS- 357409
'WHEREFORLE, the Petitionst requests that the chibd and the persons having his o her costody and control b svmmonsd to appear before this Cour,
a0 chat i Courtentes such oeders aed [udgments s the Court dsems it nd peoper in accoedance with the aw and which willserve he
and st of the Revenile and Diornestic elations Dhatrt Coset Lisw
. — —

The File Petition button will transition into the View Petition button once the petition is saved.

oee |

\/ ‘ \
1

e — |

4. Foster Care Petition Screen
a. If“CUS-8110-J9” is selected for the VCC Code, the Foster Care Petition screen will appear.
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
tab, the Part 2 tab, and the Part 2 (continued) tab.

Tabs on the Foster Care Petition Screen
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g5l Domestic Relations Intake X

o Foster Care Petition

Intake Case Mamative Custody Petition  Custody Affidavit
Charged Offense Information

Offense Offense Offense Retrieved
Date WCC Code MNumber Offense Description PM Degision Jo by the SC

S0 LR | CUS-3874-J9 | e | MOTION TO SHOW CAUSE - CUSTODYAVI... The undersigned Petitioner states under oath to the best of their knowledge and belief that the following are true:

n. Fart1 Pat 2 Part 2 (continued)

ENTRY INTO FOSTERING FUTURES EXT... 02 1. [ The paticipant entered into a Valuntary Continuing Services and Support Agreement ("Agreement”) with the

o —

through the Fostering Futures program of the Vinginia Department of Social Services.

2. [] The patticipant was in the custody of the local depatment of social services:

Selected Offense Detalls

prior to reaching 18 years of age and remained in foster care upon tuming 18
Offense Date |18 (= = Add New Offense
OR
ACTS OF THE
VIC Code |CUSTI0MY Statute immediately prior to commitment to the Department of Juvenile Justice and is transitioning from such
Heading ‘CUSTODY commitment to seffsufficiency

Subheading ‘JUVENILE AND DOMESTIC 3. The following documents are attached and incorporated herein

Description | ENTRY INTO FOSTERING FUTURES EXTENDED FOSTER CARE [ The Agreement exectted on |:|

Penatty Modfier Judge Ordered Detertion [ Case plan

Offense Decision | 02 - Pettion Filed [ Other

Edit Delete I File Petition I

i. Foster Care Petition, Part 1 Tab
1. If the participant entered into a Voluntary Continuing Service and Support Agreement
through the Fostering Futures program of the Virginia Department of Social Services,
(i) place a checkmark in the checkbox on item 1. (ii) On item 1, enter the party who
the juvenile entered into the agreement with in the textbox and (iii) select the date
from the calendar drop-down screen field.

The undersigned Petitioner states under oath to the best of their knowledge and belief that the following are true:
1. [] The patticipant entered into a Voluntary Continuing Services and Support Agreement ("Agreement ) with the
| | on | B-]

2. If the participant was in the custody of the local department of social services, (i)
place a checkmark in the checkbox on item 2. (ii) Place a checkmark at either (a) the
prior to reaching 18 ... checkbox OR (b) the immediately prior to commitment ...
checkbox.

[ priorto reaching 18 years of age and remained in foster care upon tuming 18

OR

O diately prior to itment to the Department of Juvenile Justice and is transitioning from such
commitment to self-suffici 3
- /\m___/——\%\/\ D S

3. If documents are attached and incorporated, place a checkmark in all relevant
checkboxes: (a) the The agreement executed on ... checkbox (if selected, select
the date from the calendar drop-down screen), (b) the Case plan checkbox, and/or
(c) the Other checkbox (if selected, add a description in the text field).

3. The following documents are attached and incorporated herein:
[¥] The Agreement executed on
[ Case plan
Home | |

e —
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Part 2 Part 2 (continued)

The undersigned Petitioner states under oath to the best of their knowledge and belief that the following are true:
1. [] The participant entered into a Voluntary Continuing Services and Support Agreement (" Agreement”} with the
[ 0]
through the Festering Futures program of the Vinginia Department of Social Services
2. [ The participant was in the custody of the local department of social services:
prior to reaching 18 years of age and remained in foster care upon tuming 18

OR

immediately prior to commitment to the Department of Juvenile Justice and is transitioning from such
commitment to seff-sufficiency

3. The following documents are attached and incorporated herein

L —

[ Case plan
[ Cther

Part 2 Tab

1.

View / Edit Participant Button

BADGE CSU Intake Manual

a. Click the View [ Edit Participant button to view or edit the participant’s
information and the Juvenile Information screen will appear.

2. View / Edit Petitioner Button

a. Click the View [ Edit Petitioner button to view or edit the petitioner’s information

and the Adult Information screen will appear.

sl Foster Care Petition

Wherefore, Petitioner requests that the Court:
1. Docket the case for a hearing to be held within 45 days if & hearing has not already been scheduled

2. lssue a summons and attach a copy of the petition to the following:

Participant Petitioner
Mame [1m BB [ms e m e Mame [Lm Bl = Ta
Address | PeRRIIER Address | R g
[y =, = [ -
Date
of Bith | Gender | PR View / Edt Pefitioner
Age (ears / Months)

View / Edit Participant

=¥ Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Adult Information screen in the BADGE

web application.

Part 2 (continued) Tab
If the court directed other persons to have notice of the hearing add the Other

1.

Person to be notified.

a. Add Button

i. Click the Add button, and the Adult Search screen will appear. This screen
consists of three adult search options allowing users to search by Adult

Number, Caseload Number, or by Advance Search.

ii. Ifasearchis performed and a match is not found the Adult Search
information screen will appear and inform the user the search criteria should
be changed. Ultimately, if a search does not return any results and an adult
record is determined to not exist, an adult record can be created via the Add
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Adult radio button. Follow the hyperlinks in the table for instructions on how
to use the Adult Search screen options detailed in the Petitioner’s
Information section.

Adult Search Screen Options
(Domestic Relations Intake)

Caseload Number radio button

Add Adult radio button

ot Adult Search ®

b. View Button

i. Click the View button to view the person’s information, and the Adult
Information screen will appear.
c. Clear Button
i. Click the Clear button to clear the information from the Other Person to be
notified section(s).

©F Refer to the Login & Search Manual for instructions on using the Adult Search screen in the BADGE web and Windows
applications.
©F Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Adult Search and Adult Information

screens in the BADGE web application.

2. Onitem 5, place a check mark in either (a) the Schedule a review ... checkbox or
(b) the No further review ... checkbox.

5. [] Schedule a review hearing to be held within & months of the hearing on this Petition.

[] No further review by this Court is requested.
e e e e e e

3. Enter the (i) Local DSS and (ii) Agency Case No. into the corresponding text fields.
The Petition Date and Worker Name will auto-populate. To change the Petition
Date, select the date from the calendar drop-down screen. (iii) Click the Save button.

Revised 09/2025 35|Page


http://www.djj.virginia.gov/documents/admin/Info-Services/Login-Search.pdf
https://www.djj.virginia.gov/documents/admin/info-services/Search-Info.pdf

8l Foster Care Petition

Foster Care Petition, Part 1 Part 2
3. Provide notice of hearing to such other persons as the Court may direct.
Other Person to be notified Other Person to be notified

Name ‘ Name ‘

Address ‘ Address ‘

\ \
[ | ] oo [ | ] oo

4. Find that continuing to receive services and support through the Fostering Futures program is in the participant's best interest
and approve the case plan.

5. [] Schedule a review hearing to be held within & months of the hearing on this Petition.

[] Mo further review by this Court is requested.

Local DSS | | Agency Case MNo l:l

Petition Date [# % Worker Name B Maall

4. Edit Button

BADGE CSU Intake Manual

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.

a Foster Care Petition

Foster Care Petition, Pat 1 Part 2 Part 2 {cortinued)
3. Provide notice of hearing to such other persons as the Court may direct

Other Person to be notified Other Person to be notified
Name | Name |
Address ‘ Address ‘
\ \
Add  View  Clear Add  View  Clear

4. Find that continuing to receive services and support through the Fostering Futures program is in the participant's best interest
and approve the case plan.

5. [¥] Schedule a review hearing to be held within 6 moniths of the hearing on this Petition
[] Mo further review by this Court is requested.

Local DSS Mg Agency Case MNo.
Petition Date [ | = Worker Name |90 ®ws

View / Print

On the Foster Care Petition screen, the Save button and the Edit button are interchangeable. The action to be performed

determines whether the Save button or the Edit button is displayed.

5. Delete Button

a. Click the Delete button to delete the petition and the Please Confirm Delete

Operation screen will appear. To continue the deletion click the Yes button; to

cancel click the No button.

6. View / Print Button

a. Click the View / Print button, and the Virginia Department of Juvenile Justice

report viewer screen will appear. From this screen the petition can be viewed,
printed, or saved. Click the X button in the upper right corner to close the screen

and return to the Foster Care Petition screen.
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T D - | 100%
PETITION FOR REVIEW OF VOLUNTARY

Wherefore, Petitioner requests that the Court:
[ hearing to be held within 45 days if a heasin
s 2nd attach 2 copy of the pefition to the fallo

7. Close Button
a. Click the Close button and to return to the Domestic Relations Intake screen.
2. Add Support Petition Button—Domestic Relations Intake Screen, Intake Case Tab
a. Click the Add Support Petition button and the Support Petition tab will appear on the Domestic
Relations Intake screen. If the petitioner’s, respondent’s, or juvenile’s information is missing, a warning

will be displayed in the Add Support Petition screen prompting the user to enter the required data prior
to proceeding.

55 Domestic Relations Intake e

55 Domestic Relations Intake X

[ Intake Case | [Namative Custody Petition  Custody Affidavit Intake Case Mamative Custody Petition  Custody Affidavit| Support Petition

Petitiorer’s Information Charged Offense Information

Unknown? =
Unknown?  SSN Nams Add | View | Clear Core oo Offerse o = oy Cfese o Rereved
5 Date °% Number ense Descripion Decision by the 5C
Respondent’s Information
Unknown? ~ §SN Name Add | View | Clear

Juvenile’s Information
SSN | M= Name Add View Clear
Juvenile Number DoB Age (Years - Morths) Juvenile Has Alert(s)

Intake Case Number (ICN): 3489033

Selected Offense Details
Court District FIPS

Offense Date ~] Add New Offense
Open Date Time Close Date: VCCCode [0 i | [Find VCCCode | Statute
Case Type w = M Petitioner Type Heading = -
Relationship [Petitoner to Juversie) Subhesding -
Worker Keyed By Descption
Penalty Modfier Judge Ordered Detertion
Edit Intake Case Copy Intake Delete Intake View / Prirt View Supreme Offense History ]
Info Case Case Intake Report Court Details Summary Report Offense Decision | 02 - Petition Filed e
. . Save Cancel
Add Custody Petition Add Support Petition Add Protective Order

Add Support Petition x

e Please add respondent to intake case before proceeding.

[y

b. Support Petition Tab—Domestic Relations Intake Screen
i. The Offense Date, VCC Code, Statute, Heading, Subheading, Description, and Offense
Decision fields will auto-populate.
1. To add a different VCC Code, (i) click the Find VCC button, and the Search Offense screen will
appear. Search for an offense by Statute, VCC, Heading, Sub-Heading, or Description. The
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Use Wildcard?* checkbox will be selected automatically and can be deselected if not using. (ii)
Click the Find button and a list of VCCs 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 to return to the Support Petition tab.

Multiple VCCs can be added to a petition/order.

5l Domestic Relations Intske Bl Search Offense x
Intake Case Namative Custody Petition Cu:ody}\fﬁdavil
Chargsd Offense Infommation
- Find
Offense Cffense Dffense Retrisved
i VCCCode oo Offense Descrption P Drogen 0 fytese
I Code Statute Dffense Description ~
CNV7017M3 | 10.1-11420) BUILD FIRE WITHIN 150 FEET OF WOODLAND, BRUSHLAND ETC.
Setected Offenae Detais CHV-FOZEMT | 1012214 UNDERWATER RECOVERY OF HISTORIC PROPERTY WITHOUT PERMIT
Offense Date 1 8 8% Add New Offense
VeC Code [N | [P vocG G — CNV-70Z741 | 10.1-2305 ARCHAEOLOGICAL EXCAVATION OF HUMAN REMAINS WITHOUT PERMIT
CNV-7028M1 | 10.1-2306 DAMAGE, ETC ANY OBJECT OF ANTIQUITY ON STATECONTROLLED LAND
Heading |IEFEE==N N MR
— CNV-7030M1 | 10.1-100 DUMP ETC. WITHOUT PERMISSION OF OWNER
Subheadng [ £ CNV-703141 [ 10.1-1004 EXCAVATE ETC. WITHOUT PERMISSION OF OWNER
Descripion | T HENE= ~ Wl N Cow W i el v
Peraty Modfier > Judge Ordered Detertion
Offenss Decision |02 - Peion Filed <
Ok Close.

Click the Find button to select a support-related offense without entering any information into the search fields.

ii. (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. Once saved, the Add New
Offense button will become accessible. The Edit, Delete, and File Petition buttons will also appear
on the bottom of the Domestic Relations Intake screen.

i Domestic Relations Intake X

! Domestic Relations Intake

Irtake Case Namative Custody Petition Custody Affidavit  Support Petition

Intake Case  Marative Custody Petition Custody Affidavit  Support Petition

Charged Cffense Information Charged Offense Information

py Offense . Retrieved Offense Offense
Decision by the SC Date Number

Offense
Number

Offense
Date

VCC Code

Offense Descrption VCC Code Offense Descrption P leree jo Fetieved

Selected Offense Details Selected Offense Details
Offense Date [ 8= [+ Add New Offense Offense Date |~ &
VCCCode [0 i 4 | |FndvCCCode | Statute [ w o VCC Code 100 100 8 Statute | ooomn
Heading | IEFESS==—=g ) FEELEm—p— Heading |18 B [ e eyl ol
Subheading [ W e e T Subheading | ST ISRl
Dasmmmn"nl- T 1 T I W Desmmion‘-r"- L el Bt I 8 DCRE DR |
Penatty Modfier > Judge Ordered Detention Penaky Modfier | Judge Ordered Detertion
Offense Decision |02 - Pettion Filed - Offense Decision | D2 - Petiion Filed
Save Cancel [ Bt |  Delte | | FiePeition

In the Charged Offense Information table, a record will display a check mark in the JO checkbox whenever a judge orders a

juvenile to be detained, the Judge Ordered Detention checkbox associated with the offense record is selected, and the
record is saved.

In the Charged Offense Information table, a record will display a check mark in the Retrieved by the SC checkbox
whenever the Supreme Court number (SC#) on the petition was used by a clerk to pull intake case information into the
Supreme Court of Virginia’s data system.

iii. Add New Offense Button—Domestic Relations Intake Screen, Support Petition Tab
1. 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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Add New Offense
iv. Edit Button—Domestic Relations Intake Screen, Support Petition Tab

1. (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.

5! Domestic Relations Intake s

Intake Case Namative Custody Petition Custndyﬂﬂida

Charged Offense Information

Cffense Offense - Offense Retrieved
Date VEC Code Mumber Offense Description M Decision 0 by the SC

Edit, Delete, and File Petition Buttons |

Selected Cffense Details
Offense Date Add New Offense
VCC Code Statute
Heading L
Subheading
Description
Penalty Modffier [ Judge Ordered Detention
Offense Decision | 02 - Petition Filed
Delete File Petition

v. Delete Button—Domestic Relations Intake Screen, Support Petition Tab
1. (i) Select an offense, and the row will be highlighted in blue. (ii) Click the Delete button and the
Delete Offense screen will appear. (iii) Click the Yes or No button on the confirmation screen to
return to the Custody Petition tab.

Delete Offense

0 Would you like to delete selected offense?

xes

vi. File Petition Button—Domestic Relations Intake Screen, Support Petition Tab
1. Click the File Petition button and the Check Information Before Continuing screen will appear.
Edits CANNOT be made once a petition is filed. If an additional offense, affidavit, or order needs
to be added, click the No button and make the addition.

Check Information Before Continuing
Please be aware that after saving the petition you will
! not be able to edit the information for this offense:

Offense Date:
VCC Code: VEN-3860-J9

Would you like to continue?

Yes No

Once the petition is saved it is sent to the Virginia Supreme Court and no changes can be made to the petition. If there is an
error, a new petition must be created and the local Juvenile and Domestic Relations Court must be contacted to inform them of
the mistake. The local Juvenile and Domestic Relations Court will need to be provided with both the original and new SC # to
update the Virginia Supreme Court data.

The File Petition button will transition into the View Petition button once the petition is saved.
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Delete | File Petition ‘} Delete | View Petition | ‘
——E et ettt

2. Support Petition Screen
a. If the information is complete, click the Yes button, and the Support Petition screen will

appear. This screen consists of the Petitioner and Respondent Information, Support Petition
(SP) — Part 2, SP — Part 3, SP — Part 4, and SP — Part 5 tabs.

Tabs on the Support Petition Screen

ot Support Petition

>
| Petitioner and Respondent Information | Support Petttion (SP) - Part 2 SP-Pat3 SP-Pat4 SP-Pat5
Petitioner Respondent
Namel--' ] Name ||.| T
Date of Bith |- 0 (= =9 SSN [#0 i m  DateofBith [0 (= =00 SSN [ iy e
Mdressl b SR | Mdresslll||
e [y
Phones: Home | Cell |' “o === Phones: Home | Cell ‘
Worl | ST s Extention ’7 Wark ’7 Extention ,7
Driver's Lic. & W State lssued ’-_ Driver's Lic. # '7 State lssued ’_
Employer [ © m s Employer |
Emp. Address | B iall Pl Pl M Emp. Address |
[y - e [Unknown
Petition Date Worker Name |r —-—

BT Rz e

i. Petitioner and Respondent Information Tab—Support Petition Screen

o5l Support Petition

- x
."P'é'iﬁ'i'iiﬁ'é?'Eﬁ'ﬂ'"H'éﬁé'b'ﬁ'déﬁ"\Fifb'fFﬁEfié'h"?I Support Petiion (SP)-Part 2 SP-Pat3 SF-Pat4 SP-Pat5
Petitioner Respondent
Namel--' ] Name ||.| T
Date of Bith |* 0 = =9 SSN [90 i em DateofGith [0 (= =00 SSN [ iy
Mdressl b SR | Mdresslll||
e [y
Phones: Home | Cell |' “ofm= = Phones: Home | Cell ‘
Worl | B s Extention ’— Wark ’7 Extention l—
Drivers Lic. # W State lssued ’-_ Driver's Lic. # ’7 State lssued ’_
Employer [ s © = s Employer |
Emp. Address | I o "Renel "nemed (R Emp. Address |
eIl [Unknown
Petition Date Worker Name |r -—

e |

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

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

3.

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

AL UEEE LT RO

Adult Information Screen - Adult
number and name displayed here

1t Information  Associated Juveniles

Adult Information
Height |— ’_' Weight ’T Color: Eyes "-— Hair ’h—
Martal Status | momem Is U5 Ctizen? s
Docket# |  {Adington CSL)

Drivers License Information

Driver's License Number | 9% B0 = State License lssued |7

©F Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Adult Information screen in the BADGE
web application.

4. The Petition Date will auto-populate to the current date. To change the date, select
the date from the calendar drop-down screen.
5. The Worker Name will auto-populate to the name of the employee entering in the
petition information.
ii. Support Petition (SP) - Part 2 Tab—Support Petition Screen
1. (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.

ot Support Petition

Petitioner and Respondent Ir Support Petition (SP) - Part 2{ ISP -Pat 3 SP-Pat4 SP-Pat5

The petitioners's information should be provided on a separate shest because () a protective order has been issued, or
() the petitioner alleges that the petitioner is at risk of physical or emotional ham from the other party, or (@) not applicable

The undersigned Petitioner respectfully represents to the Court:

1. [] That the parties have never been maried;

[[] That there is a court order adjudicating the patemity of one or more of the subject of this petition. If so. attach a copy.

[[] That the respondent and petitioner were lawfully maried on Jin
[] That the respondent and petitioner were divarced on in
[] Divorce pending in - * - Please specify City / County and State

[[] That the respondent is at least 18 years of age and is a child of the parent named below.

2. [[] That child custody has been adjudicated. If so, attach a copy of the arder.

[] That an arder conceming the support of the person(s) for whom support is sought in this petition has been entered.
(Attach most recent court order.)

[] That no other case for suppart for the below-named personis) has been filed in any other court.

[ e |

iii. SP - Part 3 Tab—Support Petition Screen
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B Support Petition - X

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

Summoned? Mame S5N DOB Relationship to Respondent

who resides at petitioner’s address other address
4. Division of Child Support Enforcement (DCSE) (O is / (O isnot  involved in this case.
5. That suppart of the persone who are the subject(s) of this petition is a subject of controversy or requires determination because:
ITHE PETITIONER ALLEGES THAT THE RESPONDENT HAS A DUTY TO SUPPORT HER CHILD(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 1950 CODE OF VIRGINIA AS AMENDED. ¥

6. Alicense, certificate. registration or other authorization to engage in a profession. business. trade. occupation, or recreational
activity issued by the Commonwealth of Virginia is held by

TYPEOF LICENSE AGENCY GRANTING LICENSE LICENSE #

[] Respondent
[ Pettioner

[ e s S

1. Click the Add button and the Please Enter ALL Available Information for New Person
screen will appear.

ot Please Enter ALL Available Information for New Person *

Relation Juvenile's Name

a. 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.

i. 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 the
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. For example, if the respondent is the male
juvenile’s father, “Son” would be selected as the relationship to the
respondent.

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

c. 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
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relationship to the respondent from the Relationship to Respondent drop-down
menu.

d. Click the Ok button to return to the SP - Part 3 tab. The person for whom the

support is being sought will appear in the section under item 3. That the
respondent ....

Petitioner and Fespondent Information  Support Petition (SP) - Pat 2 SP-Pat3 SP-Patd SP-Pat5

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

Summoned? Mame SSN DoB Relationship to Respondent
. B iemamma  wacew owmamocm [V
Delete

who resides at () petitioner’s address  (C) other address

4. Division of Child Support Enforcement (DCSE) (O is / (O isnot  involved in this case.

If the petitioner’s information needs to be added to the Support Person Information section, click the Paste Petitioners
Information hyperlink and the information 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 accessible.

2. To add another juvenile, (i) click the Add button and (ii) repeat the steps above.

3. 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.

4. To delete a juvenile from the section under item 3. That the respondent ..., (i)
select a juvenile, and the row will be highlighted in blue, and (ii) click the Delete
button.

5. Click all the options that apply to the petitioner on the SP — Part 3 tab. If the selected
options require additional information, add the information at this time.

iv. SP -Part 4 Tab—Support Petition Screen

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

gt Support Petition

>
Petition for Suppert (Civil) - Intake Case Number (JCN): FEeme
VCC DES-3825-J9 ScH
Petitioner and Respondent Information  Support Petition (SP) - Pat 2 5P -Pat 3 SP-Pat4 EP.-Pat5
7. A Protective Order is cumently in effect against Respondent. () Yes (@ No Paste Petitioner’s Name
Court lssuing Order State |— Expiration Date

Personis) protected

The petitioner therefore prays that proper process be izzued directing the respondent
to appear and answer this petition in Court, and that the Court

A Make a finding in its Order that the Respondent is the parent of the children nam%in this petition (patemity has not been
previously established).

Mother's: Name | | S5N | | Maiden Name l:l

Respondent’s: Name S5N

B. [[] Orderthe Respondent to fumish support as follows

Child support per guidelines

Child support in the amount of per
Spousal suppart in the amount of per
Combined child and spousal support in the amount of per
Save Delete View / Prirt Close

v. SP - Part 5 Tab—Support Petition Screen
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1. (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.

2. Type the petitioner’s additional requests in the textbox.

o5l Support Petition

Petitioner and Respondent Information  Support Petition (SP)-Pat 2 SP-Pat 3 SP-Part

B. Order the Respondent to fumish support as follows (Continued from Part 4):

Support for a child who is () severely and permanently mentally or physically disabled, and such disability existed prior to
the child reaching the age of 18. orthe age of 19 the child was a full time high school student. not self-supporting
and living in the home of the parent seeking or receiving child support; (i} unable to live independently and support
himselff and fii) residing in the home of the parent seeking support.

Suppaort for a parent in necessitous circumstances

in the amount of per as determined by the court.

C. Enter an order or require the Respondent to enter into an agreement creating 2 wage assignment or income deduction to
enforce any orders entered in the case as the responding court deems appropriate

D. Orderthat all payments be made () directlyto the payee / () to orthrough the VA DSS orits contractars / () N/A
E. [ Provide in the order that Respondent fumish health insurance coverage. including dental and vision care coverage.
available. for the dependents and for delivery of the documents necessary for the use of such coverage to the dependents.

F. [] Provide in the order that parents share the cost of any reasonable and necessory unreimbursed medical or dental expenses
for each child who is the subject of the obligation in proportion to their gross incomes.

G. [[] Provide in the order that the parents pay, in proportion to their gross incomes, any reasonable and necassary unpaid

expenges of the mother's pregnancy and delivery of a child bom during the & months before the commencement of
this initial child support proceeding

H. [[] Require the Respondent to post a performance bond.
A

Petitioner further requests the granting of such other and further relief as the law provides.

e e e e |

vi. Save Button

1. Click the Save button and the SC # will auto-populate.
vii. Edit Button

1. 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.

o5l Support Petition

Petitioner and Respondent Information  Support Petition (SP) - Pat 2 SP-Pat3 SP-Pat4 SP-Pat5

B. Order the Respondent to fumish support as follows (Continued from Part 4):

Support for a child who is () severely and permanently mentally or physically disabled, and such disability existed prior to
the child reaching the age of 18. orthe age of 19 the child was a full time high school student. not self-supporting
and living in the home of the parent seeking or receiving child support; i) unable to live independently and support
himselff and fii) residing in the home of the parent seeking support.
Suppaort for a parent in necessitous circumstances

in the amount of | per |

as determined by the court.

C. Enter an order or require the Respondent to enter into an agreement creating 2 wage assignment or income deduction to
enforce any orders entered in the case as the responding court deems appropriate

D. Orderthat all payments be made () directlyto the payee / () to orthrough the VA DSS orits contractars / (@) N/A
E. [[] Provide in the order that Respandent fumish health insurance coverage, including dental and vision care coverage.,
available. for the dependents and for delivery of the documents necessary for the use of such coverage to the dependents.

F. [] Provide in the order that parents share the cost of any reasonable and necessory unreimbursed medical or dental expenses
for each child who is the subject of the obligation in proportion to their gross incomes.

G. [] Provide in the order that the parents pay, in proportion to their gross incomes, any reasonable and necessary unpaid

expenges of the mother's pregnancy and delivery of a child bom during the & months before the commencement of
this intial child support proceeding

H. [[] Require the Respondent to post a performance bond.
A
Petitioner further requests the granting of such other and further relief as the law provides.

On the Support Petition screen, the Save button and the Edit button are interchangeable. The action to be performed
determines whether the Save button or the Edit button is displayed.

viii. Delete Button

1. To delete the petition, click the Delete button, and the Please Confirm Delete

Operation screen will appear. If the petition is deleted, the Custody Petition tab in the
Domestic Relations Intake screen will be displayed.
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Please Confirm Delete Operation

Would you like to delete the support petition for Intake Case
Number Eaisin?

e [ ]

ix. View / Print Button
1. To view or print the Petition for Support (Civil) related to the intake case, click the
View / Print button, and the Virginia Department of Juvenile Justice report viewer
screen will appear. From this screen the petition can be viewed, printed, or saved.
Click the X button in the upper right corner to close the screen and return to the
Support Petition screen.

BADGE CSU Intake Manual

H 4 of2 b M |« @ |H- | 100% -
PETITION FOR SUPPORT (CIVIL) CASENO.

Find | Next

Commonwsalth of Virginia VA, CODE 5 16.1-241(4) (3), 16.1-278.15, 20-88 DCSE IDNO.

Social Security No. *#+++bmm

Drivers License No.and State ™%

Driver's License No_ and State

Telephone No. (H) ____ e WL
Date of Birth 8w =it

Telephone No. (H)

The petitioner’s information in the above box is provided on a separate sheet because [ | a protective order has been issued or [ | the
petitioner alleges that the petitioner is at risk of physical or emotional harm from the other party.
The undersigned Petitioner respectfully represents to the Court:

1.[] Thatthe parties have never been mamied;

[] That there is a court order adjudicating the patemity of one or more of the subjects of this petition. If s, aftach a copy
of the order.

[1 That the respondent and petitioner were lawfully married on in

<

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

Xx. Close Button

1. To exit the Support Petition screen and return to the Domestic Relations Intake
screen, click the Close button.

3. Add Protective Order Button—Domestic Relations Intake Screen, Intake Case Tab

a. Click the Add Protective Order button and the Protective Order tab will appear on the Domestic
Relations Intake screen.

8 Domestic Relations Intake

3 Narrative Custody Petition Custody Affidavit
Petitioner’s Information

ol Domestic Relations Intake

Unknown?  SSN [ sl 8  Name | e =t

Respondent's Information

Add | [ View | |Clear

Intake Case  Namative Custody Petition Custody Affidavit Support Petitior

Charged Offense Infomation

Offense Offense

Unknown? SSNl Name ‘

Juvenile’s Information

Add | | View | Clear

SSN |

Name‘ i

IR L Add

Juvenile Number | | 55 = DO [l ==

Intake Case Number (ICN): 3483033

Court Distict | By w1
OpenDate | 7

Time [dEn ol =

Age (Years - Months) Juvenile Has Aleris)

Selected Offense Details
FIPS | T Baymeem L ]

Offense Date  * 0

De VCCCode  puote  Offense Desciption

Offense Retrieved
"M Decision 0 bythe SC

Add New Offense:

Close Date |1 *8 =%

VEC Code Find VCC Code | Statute |

Case Type | 8 ST RET TR Petitioner Type |1 "0 7o Heading |
Relationship |8 = (Patiionerfo Juvenis) Subheading |
Worker [fm | Fmm Keyed By [Tm | Bemun Desciption |
Penatty Modifier “~ Judge Crdered Detention
Edit Intake Case Copy Intake Delete Intake View / Print View Supreme Offense History
Infa Case Case Intake Report Court Details Summary Report Cffense Decision | ¥

Add Custody Petition

| Add Support Petition |

[ Add Protective Order | Cancel

b. Protective Order Tab—Domestic Relations Intake Screen
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i. The Offense Date will auto-populate to the current date. If the date must be changed select the
date using the Offense Date calendar drop-down screen.
ii. Click the Find VCC Code button and the Search Offense screen will appear.

1. Locate the desired offense from those displayed in the Search Results table or search for an
offense by (i) typing the Statute, VCC, Heading, Sub-Heading, or Description into the
corresponding field(s). The Use Wildcard?* checkbox will be selected automatically, uncheck
the checkbox if the wildcard function will not be used. (ii) Click the Find button and the Search
Results section will display all items that meet the search criteria by VCC Code, Statute, and
Offense Description. (iii) Click on a row to select a VCC Code and the row will be highlighted in

blue. (iv) Click the Ok button to return to the Protective Order tab on the Domestic Relations
Intake screen.

o) Domestic Relations Intake

Intake Case MNamative Custody Pettion Custody Affidavit  Support Petitior

Charged Offense Information

Offense

Date VCC Code

Offense
Number

Offense Description

Offense Retrieved
Decision by the SC

Selected Offense Details
Offense Date

Heading
Subheading
Description
Penalty Modiier

Offense Decision

Save

VeCCode [ ||| FndVCCCode | | Statute

Judge Crdered Detention

Cancel

Add New Cffense

ot Search Offense x
Offense Search Criteria
sawe || wo | 3 e
Headng | | Find
Sub Heading | |
Search Results
VCC Code Statute Offense Description 2
CNV-7017-M3 | 10.1-1142(D) BUILD FIRE WITHIN 150 FEET OF WOODLAND. BRUSHLAND ETC.
CNV-7025-M1 10.1-2214 UNDERWATER RECOVERY OF HISTORIC PROPERTY WITHOUT PERMIT
CNV-7027-M1 10.1-2305 ARCHAEOLOGICAL EXCAVATION OF HUMAN REMAINS WITHOUT PERMIT
CHY-7028-M1 10.1-2306 DAMAGE, ETC ANY OBJECT OF ANTIQUITY ON STATE-CONTROLLED LAND
CHNY-7030-M1 10.1-1005 DUMP ETC. WITHOUT PERMISSION OF OWHNER
CHY-7031-M1 10.1-1004 EXCAVATE ETC. WITHOUT PERMISSION OF OWNER
v
Selected Offense Details
Heading CONSERVATION ] Ndi‘ysdﬁl?'
Sub Heading  PARKS AND RECREATION
=[] ves []he Ok Close

Multiple VCCs can be added to a petition/order.
Click the Find button on the Search Offense screen to select a custody-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.

iii. (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. The Add New Offense button
will remain inaccessible. The Add Custody Affidavit button may appear depending upon the
Offense Decision selected and whether or not a custody affidavit exists; if a custody affidavit
already exists, the Add Custody Affidavit button will not appear. The Edit, Delete, and File
Petition buttons will also appear on the bottom of the Domestic Relations Intake screen.
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g5l Domestic Relations Intake

x ol Domestic Relations Intake b4

Intake Case Namative Custody Petition Custody Affidavit  Support Petitior

Intake Case MNamative Custody Petition Custody Affidavit Support Petition  Protective Order
Charged Offense Information Charged Offense Information

Offense Offense Offense Retrieved Offense Offense Offense Retrieved
Date VCC Code Number Offense Description PM Decision Jo by the 5C Dite WCC Code Numbsr Offense Description PM Dedision o by the 5C

Selected Offense Details

Selected Offense Details
Offense Date © 0 © =0 3 Add New Offense Offense Date |7~ 0 Add New Offense
VCC Code Find VCC Code | Statute VOC Code [P i Stetute |0 RS
Heading | Heading [FRE-TIC &2 CW0am]
Subheading |

Subheading | = #m e e e

Description |

Penalty Modifier b Judge Ordered Detention

Penalty Modifier Judge Ordered Detention
Offense Decision | | Offense Decision [ a7

Description | = =e_me @ u s Ty - oy B G g B

[ Bt | | Deete | | FiePettion

In the Charged Offense Information table, a record will display a check mark in the JO checkbox whenever a judge orders a

juvenile to be detained, the Judge Ordered Detention checkbox associated with the offense record is selected, and the
record is saved.

In the Charged Offense Information table, a record will display a check mark in the Retrieved by the SC checkbox

whenever the Supreme Court number (SC#) on the petition was used by a clerk to pull intake case information into the
Supreme Court of Virginia’s data system.

iv. Add New Offense Button—Domestic Relations Intake Screen, Protective Order Tab
1. The Add New Offense button is greyed out and is not accessible.

v. Add Custody Affidavit Button—Domestic Relations Intake Screen, Protective Order Tab

1. Click the Add Custody Affidavit button and the Custody Affidavit tab will appear.
2. Custody Affidavit Tab

a. The Custody Affidavit tab contains the Add, Edit, Copy, Delete, and View/Print buttons.

Buttons on the Custody Affidavit Tab of the Domestic Relations Intake Screen
|

g5 Domestic Relations Intake

5! Domestic Relations Intake

Intake Case MNamative Custody Pefiton Support Petition Protective Ordef  Custody Affidavit
Charged Offense Information

Custody Afidavits Attached to the Intake Case
Offense Offense

Date VCC Code Mumber  Cffense Description Offense Jo Retrieved Affidavit #  Child's Name

Intake Case Mamative Custody Pefition Support Pefition  Protective Order

PM Deciion

by the SC

Child's Curent Address

Slected Offense Detls B Deke VewsPrnt
Offense Date | B0 Add New Offense.
VCC Code | T iy m= Statute || =5

Add Custody Afidavi

Hoading |y Tl peiga e

Subheading " L . -

Description | [0 (¥ S =
Penalty Modifier Judge Ordered Detention

Offense Decision || By w0

| Bt | | Dekte | | FicPefiion

The Add Custody Affidavit button may appear depending upon the Offense Decision selected and whether or not a custody
affidavit exists; if a custody affidavit already exists, the Add Custody Affidavit button will not appear.

b. Add Button—Domestic Relations Intake Screen, Custody Affidavit Tab
i. Click the Add button on the Custody Affidavit tab and the Custody Affidavit screen will

appear. The petitioner and respondent names will auto-populate into the affidavit.
ii. Custody Affidavit Screen
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1. The Custody Affidavit screen consists of the Affidavit Data tab, the Address
Information tab, and the Affidavit Data (continue) tab.

Tabs on the Custody Affidavit Screen

gl Custody Affidavit =

Afidavit Data  Address Information  Affidavit Data (continue)

CUSTODY AFFIDAVIT
e | ‘ Paste Juvenile’s Mame
CHILD'S NAME
I el T
I, | mil gl | the undersigned affiant, state the following information under oath:

[] Certain information has been omitted from this form and submitted under seal because | allege that the health, safety or liberty of
a party or child would be jeopardized by disclosure. Another party may request that a hearing be held to determine whether this
infarmation should be disclosed

1. The child presently resides at Paste Juvenile’s Address

The child commenced residing there on lj and has resided there continiously to this date

Subscribed and swom before me on _ Intake Case Mumber (ICN) | ‘sl 7
Corce

2. Affidavit Data Tab—Custody Affidavit Screen

a. The petitioner and respondent names will auto-populate into the affidavit.

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

c. Place a checkmark in the Certain information has been omitted...checkbox if
required.

d. Select the The child commenced residing there on date from the calendar
drop-down screen.

e. The Subscribed and sworn before me on date will auto-populate to the current
date. If the date must be changed select the date using the calendar drop-down
screen. The time will auto-populate to the time the Custody Affidavit screen was
opened. If the time must be changed, click the time, the time fields will be
highlighted in blue, and type in the time the petitioner is sworn. The Intake Case
Number (ICN) will auto-populate to the assigned ICN.

W5 Custody Affidavit ®

Afidavit Data |Address Information  Affidavit Data (continue)

CUSTODY AFFIDAVIT
e | ‘ Paste Juvenile’s Name
CHILD'S NAME
[ PR RO v e s
I | e B 0 | the undersigned affiant, state the following information under oath:

[] Centain infarmation has been omitted fram this form and submitted under seal because | allege that the health, safety o liberty of
a party or child would be jeopardized by disclosure. Another party may request that a hearing be held to determine whether this
information should be disclosed.

1. The child presently resides at Paste Juvenile’s Address

The child commenced residing there on lj and has resided there continiously to this date.

Subscribed and swom before me on _ Intake Case Number {ICN) | slli
=n
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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.

3. Address Information Tab—Custody Affidavit Screen

a.

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

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.

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

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.

(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.

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.

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

Wl Custody Affidavit X

Affidavit Date] { Address information ; Refidavit Data (cortinue)

2. The other places where and persons with whom this child has lived during the last five (5) years:

Time Resided

From

To

Child's Address

Person Resided with

Time Resided:

From:

Address Where Child Resided

Address:

City:

Add

State:

Save

Person with Whom Child Resided
Name: First

Last

Current Address of Person with Whom Child Resided

Address:

City:

Edit Delete

Cancel

State:

The system may or may not display the Paste Petitioner’s Address or the Paste Respondent’s Address hyperlinks. The
data must exist in the system for a given hyperlink to display.
For the Time Resided textbox, specify the unit of time (days, weeks, months, or years). For example, “3 WEEKS” or “8
MONTHS” or “3 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.

4. Affidavit Data (continue) Tab—Custody Affidavit Screen

a.

Revised 09/2025

(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
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to save the custody affidavit and return to the Custody Affidavit tab on the
Domestic Relations Intake screen. The custody affidavit will be displayed in the
Custody Affidavits Attached to the Intake Case section of the Custody
Affidavit tab. The entered information will auto-populate into the custody affidavit
form.

gl Custody Affidavit

Affidavit Data  Address Ir ¢ Aificavit Dt {coninue] }

3.1 have O havenot () participated, either as a party, witness, orin any other capacity in any other ltigation (court
proceeding) conceming custody of or visitation with this child, in any State or foreign country. f yes, complete below:
Name of Court and State or foreign country in which litigation occured
When did the ltigation occured:
What was the outcome of the litigation
Atach a copy of all pleadings and Orders filed in this litigation.
do (O donot (O have knowledge orinformation of any proceeding that could affect this proceeding, including but not
limited to custody. vistation, patemity, support, enforcement proceedings. proceedings related to domestic violence, protective
orders, abuse and neglect, temmination of parental rights and adoptions, which is pending in a court of this or any other State

ap T

s

orforeign country. f yes, complete below

a. Name of Court and State orforeign courtry in which proceeding is pending:

b. Attach a copy of all pleadings filed in the litigation

| do (O donot (O know of any person wha is not already named as a party in this proceeding who has physical
custody of this child or who claims to have custody or visitation rights with respect to child. ff yes:

a. Name and address of person

e

b. Does this person have physical custody of the child?:  Yes (O No (O
c. State why you believe this person claims to have custody /visitation rights to the child:

c. Edit Button—Domestic Relations Intake Screen, Custody Affidavit Tab
i. 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.

4 Domestic Relations Intake x

Intake Case Mamative Custody Petition Support Pettion  Protective Order  Custody Affidavit

Custody Affidavits Attached to the Intake Case

| Afidavt & Child's Name Child's Cument Address [
_—

[aad ] || Ew | | comw | | Deete | | ViewPnmt |

d. Copy Button—Domestic Relations Intake Screen, Custody Affidavit Tab
i. 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.

Select Custody Affidavit Mumber
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ii. Verify the Custody Affidavit Number displayed matches the affidavit number to be
copied, (iii) click the Ok button, and the Custody Affidavit screen will appear. (iv) Edit the
information and (v) 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.

e. Delete Button—Domestic Relations Intake Screen, Custody Affidavit Tab

f.

i. 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. (iii) Click the Yes or No button to return to the Custody Affidavit tab.

Please Confirm Delete Operation

Would you like to delete custody affidavit for Intake Case
Number 3

View/Print Button—Domestic Relations Intake Screen, Custody Affidavit Tab

i. 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 in the Virginia Department of Juvenile Justice
report viewer screen. From this screen the affidavit can be viewed, printed, or saved.
Click the X button in the upper right corner to close the screen and return to the Custody
Affidavit tab.

8! Virginia Department Of Juvenile Justice - [m] X
Print
1 of 1 @ |E- | 100% - Find | Next
AFFIDAVIT (Uniform Child Custody Jurisdiction and Enforcement Act) CaseNo. .. -
COMMONWEALTH OF VIRGINIA Va. Code § 20-146.20

L nmanEEe the undersigned affiant, state the following information under oath:
[ ] Certain information has been omitted from this form and submitted under seal because I allege that the health, safety or lberty of aparty
o child would be jeopardized by disclosure. Another party may request that a heasing be held to determine whether this information should
e disclosed

2
* The other places where and persons with whom this child has kived dusing the last five (J) years : (please complete reverse side).

3. I[ Jhave [ X ]have not partici either as a party, witne y other - litigation (court proceeding)
conceming custady of ot visifat -
2. Name of Court and State or fos

4. Attach 2 copy of all pleadings and Orders filed in this litigation.

411 1do[ X ] donot have knowledge or infomation of any proceeding that could affect this proceeding, including but not inited to
o domestic violenct protective orders, abuse and

‘parentl rights and adoptions, which is pending in  court of this or any other State o foreign country.

of any personwho s ot akem named as sl in this proceeding who has physical custody of this child
itation rights with respect to child. IFye

vi. Edit Button—Domestic Relations Intake Screen, Protective Order Tab
(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.

1.

Revised 09/2025
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4l Domestic Relations Intake x

Intake Case Mamative Custody Pefition Custody Affidavit  Support Petition  Protective Order

Charged Offense Information

Offense Offense - Offense Retrieved
Date VCC Code Mumber Offense Description M Decision o by the SC

Edit, Delete, and File Petiion Buttons

Selected Offense Details
Offense Date Add New Offense

VCC Code Statute
Heading |
Subheading =
Description I =

Penalty Modffier I Judge Ordered Detention

Offense Decision =

Edit Delete File Petition

vii. Delete Button—Domestic Relations Intake Screen, Protective Order Tab
1. (i) Select an offense, and the row will be highlighted in blue. (ii) Click the Delete button and the
Delete Offense screen will appear. (iii) Click the Yes or No button on the confirmation screen to
return to the Protective Order tab.

Delete Offense

o Would you like to delete selected offense?

viii. File Petition Button—Domestic Relations Intake Screen, Protective Order Tab
1. Click the File Petition button and the Check Information Before Continuing screen will appear.
Edits CANNOT be made once a petition is filed. If an additional offense, affidavit, or order needs
to be added, click the No button and make the addition.

Check Information Before Continuing
Please be aware that after saving the petition you will
! not be able to edit the information for this offense:

Offense Date: ¢
VCC Code: == 1SN

Would you like to continue?

2. If the information is complete, click the Yes button and the Petition for Protective Order — Family
Abuse screen will appear.

Once the petition is saved it is sent to the Virginia Supreme Court and no changes can be made to the petition. If there is an
error, a new petition must be created and the local Juvenile and Domestic Relations Court must be contacted to inform them of
the mistake. The local Juvenile and Domestic Relations Court will need to be provided with both the original and new SC # to
update the Virginia Supreme Court data.

The File Petition button will transition into the View Petition button once the petition is saved.

Delete File Petition ‘ | Delete View Petition ‘

3. Petition for Protective Order — Family Abuse Screen
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a. This screen lists the VCC and SC #, and consists of the Petitioner Information tab, the
Respondent Information tab, the Protective Order tab, and the Protective Order (continue)
tab.

Tabs on the Petition for Protective Order — Family Abuse Screen

el Petition for Protective Order - Family Abuse

{ Petitioner Information | Respondent Information P
Fetioner
Name [LESSTE. SR
SSN Wl i Age (Years-Months) [0 Adcress Confidential |No Beliiune,
The Petitioner is under 18 years old. Next Friend and Guardians information should be provided.
Fettioner's Next Friend
Name | View | | Clear
Address |
Home Phone | Cell Phone | Work Phone =0
Pettioner's Guardian 1
Relationship to Petitioner | vl
Name | View | Clear
Address |
Home Phone | Cell Phone | Work Phore | Ext
Pettioner's Guardian 2
Relationship to Pettioner | ~|
Mame | View | | Clear
Address |
Home Phone | Cell Phone | Work Phone | =0

EE ke O KEOm

i. Petitioner Information Tab
1. The Petitioner information will auto-populate. To view or edit the petitioner’'s
information, (i) click the View/Edit Petitioner button, and the Adult Information
screen will appear; (ii) click the Close button to return to the Petitioner Information
tab.

Sl Petition for Protective Order - Family Abuse

Adult Information Screen - Adult
number and name displayed here

{ Petitioner Irformation | |Respondent Information  Protective Order  Protective Order (continue)
‘etitioner
Neme [ LESSEIE: FOELE
SSN [minem  Age(reas-Morthe) | AddwessConfidentid [No |l Pettoner
The Pettioner is under 18 years old. Next Friend and Guardians infommation should be provided
Pettioner's Next Friend
Neme | View | | Clear
Address |
Hame Phone | Cel Prone | Werk Fhone B ion § Address / Phones / Email B 1t Information  Associated Juveniles
Pettioner's Guardian 1 Aduit Infarmation
Relationship to Pettioner » ) i . ) )
‘ ‘ Height |— Weight |'®  Color: Eyes |Fin Hair |/
Name | View  Clear
Address | Marital Status | Sg— Is U.5. Citizen? | “om
Home Phone | Cell Phore | Work Phone Ext Docket # ,7 (Adingtan CSU)
Pettioner's Guardian 2|
Relatianship to Pettioner | <] Driver's License Information
Name | View | | Clear Drivers License Number | "F® B0 == State License lssued | 7@
Address |
Home Phone | Cell Phore | Work Phone Ext.

Ew ETE Ol KOE

©F Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Adult Information screen in the BADGE
web application.

2. 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.
a. Add Button
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Click the Add button and the Adult Search screen will appear. This screen
consists of three adult search options allowing users to search by Adult
Number, Caseload Number, or by Advance Search. If a petitioner or a
respondent exist, the Get Petitioner or Get Respondent hyperlinks can be
used to select and auto-populate the information for the petitioner or
respondent.

If a search is performed and a match is not found the Adult Search
information screen will appear and inform the user the search criteria should
be changed. Ultimately, if a search does not return any results and an adult
record is determined to not exist, an adult record can be created via the Add
Adult radio button. Follow the hyperlinks in the table for instructions on how
to use the Adult Search screen options detailed in the Petitioner’s
Information section.

AC ead ee Optio

Do e Relatio aKe
Adult Number radio button
Caseload Number radio button
Advance Search radio button
Add Adult radio button

ot Adult Search

(®) Adult Number
(O Caseload Number
(C) Advance Search
() Add Adutt

l:l Get Petitioner

Get ondent

Find Close

If the petitioner is under the age of 18, the Petitioner’s Next Friend and/or Petitioner’s Guardian information should be

provided.

©F Refer to the Petitioner’s Information section for detail pertaining to searching for and adding an adult; this information is

applicable to both petitioners and respondents.

b. View Button.

Revised 09/2025

(i) Click the View button and the petitioner's Adult Information screen will
appear. To edit an adult’s existing information (ii) click the Edit Adult Info
button on the Adult Information screen. (iii) Click the Save or Cancel button
on the Edit Information for Adult Number screen to return to the Adult
Information screen. (iv) Click the Close button to return to the Petitioner
Information tab.

Add View Clear
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bE TEE LT T

Adult Information Screen - Adult
number and name displayed here

ﬂ Edit Information for Adult Mumber, & =

Adult Number X

Name/Address Information  General Inf

Adult Name Adult Address
Last Name [ s | Address [ = mm = |

Suffix (. Sr. 1, 11, 111, 1V, etc) | |

First Name [ 7500 | ZpCode [0 |

Address / Phones / Email  Employment Information  Associated Juveniles

|| Find City by Zp Code |
Adutt Information

Middle Mame | | City/Town |Unknown |

Genetic Sex () Male @ Female (O Unknown State

[ Is Deceased? * Approx. Date

Meight [0 [ = Weight [§  Color Eyes [ Hair [l
Marital Status | =0 s Is U.S. Citizen? | em
Docket # (Adington CSLIy

[ s Address Corfidential? *  Paste Unknown
Driver's License Information

Diver's License Number | RBLM  Siate License lssued |78 All Fields in Bold Are Mandatory

c. Clear Button

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

d

(A [vew |G|

i. Respondent Information Tab
1. The Respondent information will auto-populate. To view or edit the respondent’s
information, (i) click the View/Edit Respondent button, and the Adult Information

screen will appear; (ii) click the Close button to return to the Respondent Information
tab.

85l Petition for Protective Order - Family Abuse

i e Ly arEs

Adult Information Screen - Adult

number and name displayed here
Respondent
Name [LESS=E FE View / Edit
Address [ e v aemrm =R =
Home Phone Cell Phone | Work Phone | Ext
SSN | M. T Date of Bith |* (= =1  Age (Years-Months) | 5 Gender |
Race |iw Height [§ ' [# =  Weight [l  ColorFyes [immms Har [tomems
The Respondent is under 18 years old. Guardians information shouid be provided
Respondent’s Guardian 1
Relationship to Respondent | -
Name : IEl " Weight |8  Color Eyes |Bi Hair | e
Address
Home Phone | Cell Phone | Work Phane = Marital Status | s Is U.5. Ciizen? | e
Respondent's Guardian 2 Docket # {Adington CSU)
Relationship to Respondent | ~ Driver's L nformati
ver! icense 'ommation
Name
Addhess I k lEl Driver's License Number | ™98 B0 s State License lssued | =
Home Phone | Cell Phone | Work Phore | Ext

Save Delete View / Print Close

¥ Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Adult Information screen in the BADGE
web application.

2. 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.

a. Add Button

i. Click the Add button and the Adult Search screen will appear. This screen
consists of three adult search options allowing users to search by Adult
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Number, Caseload Number, or by Advance Search. If a petitioner or a
respondent exist, the Get Petitioner or Get Respondent hyperlinks can be
used to select and auto-populate the information for the petitioner or
respondent.

ii. Ifasearchis performed and a match is not found the Adult Search
information screen will appear and inform the user the search criteria should
be changed. Ultimately, if a search does not return any results and an adult
record is determined to not exist, an adult record can be created via the Add
Adult radio button.

ot Adult Search X

If the respondent is under the age of 18, the Respondent’s Guardian information should be provided.

©F Refer to the Petitioner’s Information section for detail pertaining to searching for and adding an adult; this information is
applicable to both petitioners and respondents.

b. View Button.

i. (i) Click the View button and the respondent’s Adult Information screen will
appear. To edit an adult’s existing information (ii) click the Edit Adult Info
button on the Adult Information screen. (iii) Click the Save or Cancel button
on the Edit Information for Adult Number screen to return to the Adult
Information screen. (iv) Click the Close button to return to the Petitioner
Information tab.

- [ e

—l—'—'_"--.___.-l"-'_‘"

B EE LT AR

Adult Information Screen - Adult
number and name displayed here

ot Edit Information for Adult Number % = X
’ Adult Number

Name/Address Information  General Inf

Adult Name Adult Address

Last Name [ s | Address | = o= |
Suffix (. Sr. 1, 11, 111, 1V, etc) | |

First Name | 007 | Zip Code [0 | | Find City by Zip Code |

Middle Mame | | City/Town |Unknown |

Genetic Sex () Male @ Female (O Unknown State

[ Is Deceased? * Approx. Date [ s Address Corfidential? *  Paste Unknown

Address / Phones / Email  Employment Information  Associated Juveniles
Adutt Information

Meight [0 [ * Weight [[4  Color Eyes [Fin Hair [l
Marital Status | =0 s Is U.S. Citizen? | em
Docket # (Adington CSLIy

Driver's License Information

Driver's License Number | 9% 11 " State License lssued | @

All Fields in Bold Are Mandatory

c. Clear Button
i. Click the Clear button to remove the selected respondent’s information from
the associated fields.
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1. On the Protective Order tab (i) select the radio button on item 1 that indicates the
relationship between the petitioner and respondent. On item 3, (ii) select the radio
button that indicates if other cases (a) have or (b) have not been filed in Virginia
courts. Below item 6, in the petitioner request area (iii) place a checkmark to select
either (a) a preliminary protective order or (b) a protective order. (iv) Select all
other applicable items on the Protective Order tab. If a selected option requires
additional information, add the information at this time.

Gl Petition for Protective Order - Family Abuse

Peition for Protective Order (Famiy Abuse) - Intake Case Number (ICN): [
VCC  PRT-3864-M1 sc#

Petitioner Information  Respondent Informationy | Proteciive Order ! Protective Order (continue)
1. The Petiioner and Respondent are famiy or household members because
@ Pettioner isthe Respondent’s | No Selection Was Made v
(O Petitioner and Respondent No Selection Was Made
O Peitioneris a child of a person Respondent cohabits with, or cohabited with within the previous 12 months
(O Peitioneris a person Respondert’s parent cohabits with, or cohabited with within the previous 12 morths

2. Respondent is committing or, within a reasonable time, has committed the following acts of family abuse
[ See accompanying affidavit
[ Abuse text
3. Other cases involving the Petitioner and Respondent () have / () have not been filed in Virginia courts.
4[] An Emergency Protective Order (EPO) involving the parties is in effect and was issued in the
City County of
5. [ APreliminary Protective Order or a Protective Order invalving the parties is cumently in effect

6. [] Petitioner knows or has reason to know that the Respondent owns or otherwise possesses firearms.

PETITIONER, THEREFORE, RESPECTFULLY REQUESTSthat  [] a preliminary protective order [ a protective order
be issued and that such order impose the folowing conditions on the Respondert and such ther condiions as the judge deems
appropriate as allowed by law:

[ Prohibiing further acts of family abuse or ciminal offenses that resut in injury to person or propety

[ Prohibking such contact wih the Pettioner as the judge deems necessary for the heath or safety of the Peitionr.

[ Prohibiting such contact wih the fallowing family or housshold members as the judge deems necessary for their heafth and
safety. (Please provide on Forn DC-621, NON-DISCLOSURE ADDENDUM, the date of birth, gender, and race for sach
family or househald member fisted.)

Save Delete View / Prirt Close

& Petition for Protective Order - Fanuiy Abuse ES

Petition for Protective Order (Family Abuse) - Intake Case Mumber (ICN): s
VCC  PRT-3864-M1 sc#

Petitioner Information  Respondent Information  Protective Order  Protective Order (continue)
1. The Petitigner and Respondert are family or housshold membsrs because ()
(@) |Petitioner is the Respondent's | No Selection Was Made
() |Petitioner and Respondent Mo Selection Was Made
O |Petitioner s a child of a person Respondent cohabits with, or cohabited with within the previous 12 months

[ Please indicate the relationship between the Petitioner and Respondent.

(O |Petitioner is a person Respondent’s parent cohabits with, or cohabited with within the previous 12 menths

2. Respgndenscommitiina.s===hin 3 reasonahles==. has commitied to=~llwing acts-~ amilv-~=5¢

|
|3. Cther cases involving the Petitioner and Respondent \‘D have / () have nat
|

4. [] An Emergency Protective Order {EPO) involving the parties is in effect and was issued in the
Please indicate if other cases involving the Petitioner and Respondent have been filed in Virginia courts or notl

5. [] A Preliminary Protective Order or a Protective Order involving the parties is cumently in effect.

been filed in Virginia courts.

5. || APreiminary Protectove Order or a 1 otective wauer invoruig the paries is cuine. .., n effect

&[] Petitioner knaws or has reason to know that the Respondent owns or othenwise possesses firsams

PETITIONER. THEREFORE, RESPECTFULLY REQUESTS that | [ a preliminary protective order [ a protective Drderl{’
be issued and that such order impose the following conditions on the Respondent and such other conditions as the judge deems
appropriate as allowed by law: ‘ Please indicate what type(s) of the protective orders have been requested’
[ Prohibiting further acts of family abuse or ciminal offenses that result in injury to person or property

[ Prohibiting such contact wrih_lhe Petitioner as the judge deems necessary for the health or safety of the Petitioner. T

iv. Protective Order (continue) Tab

1. Click to place a checkmark in all applicable options. If a selected option requires
additional information, add the information at this time.

2. The Petition Date will auto-populate to the current date. To change the date, select
the date from the calendar drop-down screen.

3. The Worker Name will auto-populate to the name of the logged on employee
entering in the petition information.

4. Click the Save button and the SC # will auto-populate. Once the Save button is
clicked it will transition into the Edit button.

Revised 09/2025
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a2 Petition for Protective Order - Family Abuse

[ Granting the Pettioner possession of the premises occupied by Petfioner and Respondert to the exclusion of the Respondert.
This residence is located at:

[ Prohibiting the Respondertt from teminating  [_] requiring that the Respondent restore necessary utility service(s) to the
premises indicated above, specifically,
[] Granting the Pettioner temparary exclusive possession or use of mator vehicle jointly owned by the parties or owned by the
Petitioner alone, described as follows:
Prohibiting the Respondent from teminating the insurance registration
Requining the Respondent to mairtain the insurance registration
[ Requiting that the Respondent provide suitable atemative housing for the

Pettioner || and other family or household member || and requiring the Respondert to pay depost(s)to connect
or restore necessary utity sevicels)in the atemative housing, specicaly,

taxes on this motor vehicle
taxes forthis motor vehicle.

[] Granting temporary custody or visitation of a minor child or children to Pettioner (UCCJEA affidavit attached).
[ Provide temporary support for minor children
[ Granting the Pettioner possession of the companion animal described as:

[ Grantingthe Pettioner | | and other family or household members exclusive use and possession of a celular
telephone number or slectranic device.

Prohibiting the Respondert from teminating a cellular telephone number or electronic device before the expiration of the
contract temm with a third-party provider.

Prohibiting the Respondent from using a cellular or other electronic device to locate the Pefitioner.
(] Other relief necessany for protection:

g5l Petition for Protective Order - Family Abuse

Petitioner Information ~ Respondent Information  Protective Orde{  Protsctive Order (continue)

[ Granting the Petitioner possession of the premises occupied by Petitioner and Respondent to the exclusion of the Respondent.
This residence s located at: |

[ Prohibiting the Respondent from teminating  [_] requiring that the Respondent restore necessary utility service(s) to the
premises indicated above, specically, |

[ Granting the Pettioner temporary exclusive posaession o use of motor vehicle jointly owned by the paries or owned bythe
Pettioner alone, described as follows:
Prohibiting the Respondent from teminating the insurance
Requinngthe Respondent to maintainthe | | insurance

registration
registration
[ Requiting that the Respandent provide suitable altemative housing for the

Pettioner || and otherfamiy or household member || and requiring the Respondert:ta pay deposits) o connect
or restare necessary uiifty servicels) in the atemative housing, specficaly,

[ Granting temporary custody or visitation of a minor child or children ta Petitioner (UCCJEA affidavit attached).
[] Provide temporary support for minor children
[ Granting the Pettioner possssion of the companian animal described as: |

[ Granting the Pettioner || and other famiy or household members exclusive use and possession of a celllar
telephons number or electronic device

taxes on this motor vehicle
taxes for this motor vehicle

Prohibiting the Respondert from terminating a cellular telephone number or electronic device before the expiration of the:
contract tem with a third-party provider.

Prohj cellular or other electronic device to locate the Petitioner.
7 therre Save or Edit Button

peton Dte

Worker Name [y | Bomempn

b. Edit Button

i. To edit an existing petition, (i) click the Edit button, (ii) edit the information, and (iii) click

Petition Date |~ = |

Worker Name [T | By

the Save button when the edits are completed.

On the Petition for Protective Order — Family Abuse screen, the Save button and the Edit button are interchangeable. The

action to be performed determines whether the Save button or the Edit button is displayed.

c. Delete Button

i. To edit the petition, (i) click the Edit button, (ii) edit the information, and (iii) click the

Save button once the edits are completed.

d. View/Print Button

i. To view or print the petition, click the View/Print button, and the completed petition will
appear on the Virginia Department of Juvenile Justice report viewer screen. View, print,

or save the custody petition from the report viewer screen. Click the X in the upper right

corner to close the report viewer screen and return to the Petition screen.

5 Virginia Department Of Juvenile Justice

H 4 of3 b M|« @& @& [H-| 100%

PETITION FOR PROTECTIVE ORDER-FAMILY ABUSE
‘Commonwealth of Virginia ~ Va. Code §§ 16.1-241(M), 16.1-233.1, 16.1-279.1

B Juvenile and Domestic Relations District Court

Hearing Date and Time

TO THE RESPONDENT:
You are commanded to appear before this Court on

SUMMONS FOR HEARING

The undersigned Petitioner respectfully represents to the Court that
1. Petitioner and Respondent are family or household members because

[1

[ 1 seeaccompanying affidavit.

2. Respondent is committing or, within a reasonable time, has committed the following acts of family abuse:

3. Other cases invalving the Petitioner and Respondent [ X ] have [ ] have not been filed in Virginia courts.

1 T 1 AnFmargency Prafactive Drder invalving the nartiss is in sffact and was icsnad in the @
<

TO THE PETITIONER: Pleass provide your information
on Form DC-621, NON-DISCLOSURE ADDENDUAL

RESPONDENTS DESERIPLION

BACE ‘_,”- RN WGr |m,‘ ‘ Ak
S

E = = b=
! n

e. Close Button
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4. Narrative Tab—Domestic Relations Intake Screen
a. Click the Narrative tab.
b. The For Juvenile radio button will be selected automatically. (i) Click on the row containing the ICN
(intake case number) 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 in the textbox and (iv) click the Save button when the notes

are complete.

a5 Domestic Relations Intake
Intake Casg | Namative | Qustody Peiion Custody Afidavit
@ For Juvenile For Respondent
ICN FIPS Worker Name Date Opened  Date Closed ~
u = " n
L u
v
Selected Intake Case Namative
Edit Print

BADGE CSU Intake Manual

To exit the Petition for Protective Order — Family Abuse screen and return to the
Domestic Relations Intake screen, click the Close button.

c. (i) Select the For Respondent radio button. (ii) Click on the row containing the ICN (intake case
number) 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 in the textbox and (v) click the Save button when the notes are

complete.
d. Print Button

i. To view or print the intake narrative (i) click on the row containing the ICN (intake case number)
associated with the opened intake case and the row will be highlighted in blue. (ii) Click the Print
button and the intake narrative will appear in the CSU Intake — Reports report viewer screen. From
this screen the intake narrative can be viewed, printed, or exported. (iii) Click the X button in the
upper right corner to close the screen and return to the Narrative tab.

Revised 09/2025

CSU Intake - Reports - m]

X

1 of 1 % i B e | 1% - Find | Mext

Virginia Department of Juvenile Justice
Intake Narrative

CASE NUMBER: JUVENILE SSN:
JUVENILE NUMBER: JUVENILE DOB:
JUVENILE NAME: = = 2 o JUVENILE RACE:
RESPONDENT NAME: = L) JUVENILE SEX*:

Input Fact Based Statements ONLY. %
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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 may be used in court.
Notes must be fact-based statements ONLY.

Juvenile Delinquent / Status Intake
From the Juvenile Delinquent/Status Intake screen, a new juvenile intake can be created, and court summons
and bench warrants can be filed.

When creating a new delinquent intake, the Juvenile’s Information must be entered because all related Juvenile
Delinquent/Status Intake actions begin with the filing of a petition against a juvenile.

From the BADGE home screen (i) click the JTS Modules menu, (ii) select the CSU Intake option from the
drop-down menu, and the CSU Intake screen will appear. On the CSU Intake screen (iii) click the File menu,
(iv) select the New Intake option from the drop-down menu, and the Select Intake Case Category screen will
appear. On the Select Intake Case Category screen (v) select the Juvenile Delinquent/Status option and (vi)

click the Continue button to open the Juvenile Delinquent/Status Intake screen, Intake Case tab. For
additional detail see the Adding a New Intake section.

Intake Case Tab
1. Petitioner’s Information
a. Add Button. On the Juvenile Delinquent/Status Intake screen, in the Petitioner’s Information section,

click the Add button and the Adult Search screen will appear. This screen consists of three adult
search options allowing users to search by Adult Number, Caseload Number, or by Advance
Search. If a search does not return any results and an adult record is determined to not exist, an adult
record can be created via Add Adult. Also, if a match is not found the Adult Search information screen
will appear and inform the user the search criteria should be changed.

AC ead ee Optio

e De 0 a
Adult Number radio button
Caseload Number radio button
Advance Search radio button
Add Adult radio button

o] Juvenile Delinquent/Status Intake | P4

Intake Case
Petitioner’s Information
[ Unknown? 55N Name View = Clear
o5l Adult Search Y
Unknown? Add View  Clear
Juvernie’s Infomation ® Adult Number [ ]

SSN Name Add View  Clear () Caseload
Juvenile Number DOB Age (Years - Months)

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

() Add Adutt
Court District ~ FIPS
Open Date | ~] Tme | Bl Close Date Find Close
Case Type ~ | Petitioner Type ~
Relationship | None ~ | (Petitioner fo Juvenile) Mandatory fields displayed in bold
Worker Keyed By
G Copy Intake o View / Print Wiew Supreme Offense History

Case Intake Report Court Details Summary Report

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

i. Adult Number Radio Button
1. On the Adult Search screen (i) click the Adult Number radio button, (ii) type in the Adult
Number, (iii) click the Find button, and the Adult Information screen will appear. Review the
information displayed on Adult Information screen to ensure the correct adult is found, (iv) click
the Close button, and the adult’s information will auto-populate into the Petitioner’s
Information fields on the Intake Case tab of the Juvenile Delinquent/Status Intake screen. If a
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match is not found the Adult Search information screen will inform the user the search criteria
should be changed.

ol Adult Search X

b T L

- 85 Juvenile Delinquent/Status Intake *
Adult Information Screen - Adult d

number and name displayed here

Intake Case

Petitioner’s Information

Unknown? ~ SSN [Wlein o888  Name [ s waiind

Respondent’s Information
Unknown? 551 | Hame | [View
Juvenile’s Infomation
| e | =
Juvenile Number DOB Age (Years - Months)
dress / Phones / Email  Employment Information  Associated Juveniles Intake (ICN): Will be assi after saving
Adult Information Cout Distict | | APs
our i ks
Height ’ " Weight |8  Color: Byes |[Bi Hair | iieem
|— ’_ Open Date |-r-.- V| Time |rl"}i‘| Close Date
Marital Status | # s ls LS. Citizen? | e
Case Type | Vl Pelitianer]ype‘ v‘
Docket # {Adington C5L) Relationship (Pattioner to duvenie) Mandatory fields displayed in bold
Drivers License Information
Worker | Keyed By [Fmn | Femmn
Driver's License Number | " I =) State License lssued | %
Save Copy Intake Close View / Print View Supreme: Offense History
Case Intake Report Court Details Summary Report

©¥ Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Adult Information screen in the BADGE
web application.

i. Caseload Number Radio Button
1. On the Adult Search screen (i) click the Caseload Number radio button, (ii) type in the
Caseload Number, (iii) click the Find button, and the Adult Information screen will appear.
Review the information displayed on the Adult Information screen to ensure the correct adult is
found, (iv) click the Close button, and the adult’s information will auto-populate into the
Petitioner’s Information fields on the Intake Case tab of the Juvenile Delinquent/Status Intake
screen. If a match is not found the Adult Search information screen will inform the user the

search criteria should be changed.
s W TR R

ﬂ Juvenile Delinquent/Status Intake X

Adult Information Screen - Adult
number and name displayed here

Intake Case

Petitioner’s Information
[ Unknown? SN | Hame | [View |
Espondent s Imommaton
Unknown?  55M ,7 MName | IE|
Juvenile’s Information
ssi | Hame | ew
Juvenile Number DOB Age (Years - Months)
Intake Case Number (ICN): Will be assigned after saving
Adult Information Cout Distict | | APS
ourt Distr ~
Height ' " Weight |8  Color: Eyes |Ba Hair | e
T OpenDate [H 00 ~| Tme [F® = 2 Close Date
Marital Status g — Is U.S. Citizen? | "o .
Case Type | | Petitioner Type | |
Docket # {Adington C5U) Relationsrip (Petioner to duvenie) Mandatory fields displayed in bold
Drivers License Information —————————
Worker | Keyed By (a1 =
Driver's License Number | 598 B0 s State License lssued |7
Save Copy Intake Close View / Print View Supreme Offense History
Case Intake Report Court Details Summary Report

ii. Advance Search Radio Button
1. On the Adult Search screen click the Advance Search radio button and the fields at the bottom
of the screen will appear.
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o) Adult Search *

() Adult Number
() Caseload Number

@) Advance Search

(O Add Adult
B
[] Name Suffix

e —T
[ Include Atemative: Spellings

DateofBith | | (MM/DDAYYY)

[] Include records that have no values for suffix and DOB

GenelicSex (&) Al () Male () Female

SrestAddess | | (FullorParia)
Ciy | | ZIPCode | |

[] Is Law Enforcement Cfficer {LEQ)? L EQ Badgs &

Phone :| (Home, Work, or Cell)

[ Find Adults with Open Workload

Close Clear Al

2. Either (a) type the full last name in the Last Name text field for an exact name match or (b) (i)
enter a partial sequence of characters beginning with the first letter of the last name in the Last
Name text field and (ii) click the Use Wildcard checkbox to obtain results based on a partial
name match.

a. The Name Suffix checkbox is automatically left unchecked for none, if desired click the
checkbox to select a suffix from the drop-down menu.

3. Either (a) type the full first name in in the First Name text field for an exact name match or (b) (i)
enter a partial sequence of characters beginning with the first letter of the first name in the First
Name text field and (ii) click the Use Wildcard checkbox to obtain results based on a partial
name match.

4. An adult can be searched for by including the Date of Birth in the following format

MM/DD/YYYY.

a. If the date of birth is not known, click the Include records that have no values for suffix
and DOB checkbox.

Select the Genetic Sex by clicking one radio button for All, Male, or Female.

Search using the adult’s Social Security number by typing it into the SSN textbox with or without

dashes.

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.

0. If the adult search is 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. (ii)
Type the badge number in the LEO Badge # field.

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

12. To include adults with open workloads in the search results, click the Find Adults with Open
Workload checkbox.

13. Click the Find button and any records matching the criteria entered will appear in the Search
Results screen. If a match is not found the Adult Search information screen will inform the user
the search criteria should be changed.

o o

= ©xoN

Conduct an Advance Search for each criterion separately. Entering multiple criteria may be too specific to yield any results.
To clear all the information in the search fields, click the Clear All button.

To yield broader search results, type ONLY the first 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 a LEO, the adult will not be found using the Is Law Enforcement (LEO)?
checkbox option. It is best to search for the officer by name and city, if known.

a. If the Search Results screen displays multiple similar records, each record can be viewed
individually to identify the correct adult. (i) Select an adult record, and the row will be
highlighted in blue, (ii) click the View Info button, and the Adult Information screen will
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appear and display additional information for the record. Review the Adult Information
screen to ensure the correct adult is identified, (iii) click the Close button to exit the Adult
Information screen and return to the Search Results screen. (iv) Once the correct record is
identified, click the Select button and the Adult Information screen will appear and display
additional information for the record. (v) Click the Close button to exit the Adult Information
screen and the selected adult’s information will auto-populate the Petitioner’s Information
fields on the Intake Case tab of the Juvenile Delinquent/Status Intake screen.

b. If the desired adult record is readily identifiable on the Search Results screen (i) select the
adult record, and the row will be highlighted in blue. (ii) Click the Select button and the Adult
Information screen will appear and display additional information for the record. (iii) Click the
Close button to exit the Adult Information screen and the selected adult’s information will
auto-populate the Petitioner’s Information fields on the Intake Case tab of the Juvenile
Delinquent/Status Intake screen.

5! Search Results - 30 adults meet your criteria. X

First Name Middle MName Race  Genetic Sex *

l.EI Juvenile Delinquent/Status Intake x

Intake Case

Adult Information Screen - Adult
number and name displayed here

= i’dun Petitioner's Information
B [ Urknown?  SSN | Name | View  Clear
Tespondert s Inrarmanon
. P”g‘:t"e Unknown?  SSN [ Name | Add || View  Clear
Juvenile’s Information
ssi | Name | View  Clear
Juvenile Number DoB Age (Years - Months)
H dress / Phones / Email  Employment Information  Associated Juveniles Intake (ICN): Will be assi after saving
Aduk Infomation — - I —
our il
Height ' " Weight |/  Color: Eyes |Him Hair | i
< r ,7 a Be Open Date |':l' L V| Time || A" E‘l Close Date
Marital Status | W s le L5, Ctizen? | o .
Case Type | | Petitioner Type | o
Dokt # {Aington C5U) Relationship (Pottioner o dsvenie) Mandatory fields displayed in bold
Driver's License Information -
Worker ‘ Keyed By (1 | gy
Driver's License Number | " B0 = State License lssued | 7=

& Copy Intake T View / Print View Supreme Offense History
Case Intake Report Court Details Summary Report

©F Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Adult Information screen in the BADGE
web application.

iv. Add Adult Radio Button
1. If an adult record does not exist a new adult record can be created. From the Adult Search
screen click the Add Adult radio button and the fields at the bottom of the screen will appear.
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B Adult Search x

The Add Adult radio button will create a new adult record with a unique Adult Number. All information pertaining to this adult
will be found under the newly assigned adult number.

a. Type the last name in the Last Name field.
i. Ifrequired, click the Name Suffix checkbox to select a suffix from the drop-down menu.
b. Type the appropriate data in the (i) First Name and (ii) Date of Birth fields, and (iii) click the
Add button.
c. If the system finds possible matches, the Add New Adult information screen will appear.

Add New Adult

System has found ibl tches with the i you
have entered.

It is advised that you review all possible matches. Would you
like to review these matches?

Cve 10w |

i. To review the possible matches, click the Yes button and the Adult Search screen will
appear with the Advance Search radio button preselected and the Last Name, Name
Suffix (if applicable), First Name, and Date of Birth fields auto-populated with the data
that was entered in the Add Adult radio button fields.

ii. If an Advance Search was conducted and the correct adult was not found, click the No
button, and the Please Enter ALL Available Information for New Adult screen will appear.

B Adult Search X

B Please Enter ALL Available Information for New Adult X

i Name/Address Information | General Information  Employment Information

Adult Name Adutt Address
Last Name [ | Address | |

Sufis (o, S, 1. 11111 1V, ete) | |
- | e[ ]

Middle Name | | City/Town | |

Genetic Sex () Male (O Female (® Unknown State | ILHmonm v|

[®] Is Deceased? * Approx. Date [®] Iz Address Corfidential? *  Paste Unknown

All Felds in Bold Are Mandatory

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

d. Please Enter All Available Information for New Adult Screen
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If the system does not find any possible matches, the Please Enter ALL Available

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

o= Please Enter ALL Available Information for Mew Adult

: Name/Address Information :

General Information  Employment Information

Adult Name

Last Name |

Suffie {r, Sr, 1 1L 1L IV, ete) | Mone

First Name |

Middle Name |

Genetic Sex () Male () Female (8 Unknown

[m] Is Deceased? *

Adult Address
Address | |

| |
ZpCode [ | Find City by Zip Code
City/Town | |

State I:I Unknown V

[m] Is Address Confidential? *  Paste Unknown

All Felds in Bold Are Mandatory

*- [l Yes [ Mo [m] Unknown Save Cancel

1. The Last Name, Suffix (if applicable), First Name, and Date of Birth fields will
auto-populate with the data that was entered in the Add Adult radio 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. (i) 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. Ifthe adult is Deceased?* is checked, “Deceased” will auto-populate into the

Address and City/Town fields.

Aduit Address
Address |Deceased

Zip Code Find City by Zip Code |
City/Town |Deceased
State ‘ Unknown v

Ois Address Confidential? * Paste Unknown

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.

Adult Address
Address |Unknown

Zip Code Find City by Zip Code
City/Town | Unknown

State | Unknown v

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 exists.
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o5 Please Enter ALL Available Infermation for Mew Adult X
Name/Address Informatior] | Gt mployment Infarmation
Adult Information
Date of Bith [ [0 8 | Age (YY-MM) sSN[ | [ IsAdutUS. Ciizen?"
Race |Unknown V| Bthnicity (Hispanic/Latine?) | Unknown w
Height |t w " Weight I:I Eye Color |Unkmown |  Hair Color | Unknown
Marital Status | Unknown v Docket# [ | forAdington CSU)
Driver's Lic. # | | State Issued Driver's License l:l w
Adult Phone,/E-mail
Home Phone I:I Cell Phone I:I E-mail
e Yes [] No [m] Unknown Save Cancel
1. The Date of Birth will auto-populate with the date that was entered in the Add Adult

radio button Date of Birth field. 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 in feet and the second 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, (iv) type the adult’s Driver’s Lic. #, and (v) select the state of issuance
from the State Issued Driver’s License drop-down menu.

(i) Type the adult’s Social Security number in the SSN field. If the adultis 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 located at the Arlington

CSU, input the Docket #.

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

corresponding fields.

Employment Information Tab

o5l Please Enter ALL Available Information for New Adult

Name.,/Address Information  General Informatio

Adutt Employment Information

Status | Unknown w | Aprox. Date l:l

Employer | |

Job Tils | |

[ Is Adult Law Erforcement Officer?”

o Yes [ Mo [m] Unkrhn

Save

Adult Employer Address / Phone Mumber

Address | |
| |
ZpCode [ | Find Gty by Zip Code
City/Town | |
State |:| Unknown ~ | Same as Home
Phore [ |  PhoneBdension | |

Cancel

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
the adult is a law enforcement officer (v) check the Is Adult Law Enforcement
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Officer?* checkbox and (vi) input the Law Enforcement Officer Badge Number in
the textbox.

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 fields 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.

(i) Click the Save button, and the Adult Information screen will appear displaying the
data entered in the preceding steps. Review the Adult Information screen to ensure
the information is correct. (ii) Click the Close button to return to the Intake Case tab
of the Juvenile Delinquent/Status Intake screen.

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.

View Button. On the Juvenile Delinquent/Status Intake screen, in the Petitioner’s Information

section, click the View button and the petitioner's Adult Information screen will appear.
i. (i) On the Adult Information screen click the Edit Adult Info button and the Edit Information for

Adult Number screen will appear. On the Edit Information for Adult Number screen edit existing
information as required and (ii) click either (a) the Save button or (b) the Cancel button to return to

and the Adult Information screen. On the Adult Information screen (iii) click the Close button to
return to the Juvenile Delinquent/Status Intake screen.

6 Juvenile Delinquent/Status Intake

Intake Case

Petitioner's Information

Unknown?  SSN

Unknown?

Juvenile’s Information
SSN

Juvenile Number

Court District

Name

Name

DOB

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

ol -
,-—
Adult Information

Adutt Number TS

Adult Information Screen - Adult
number and name displayed here

SSN nili=in il 7
Edit Adult
Info

Add

Adult Name  Lam=w=nn s 8
Date of Bith 0 [ =i
Race / Ethnicity  EE7E" S mgn

Is Deceased? No

T Age (Years - Months) ™0 Print Face

Sheet

Add Genetic Sex B

Age (Years - Months)

{RdUit information} Address / Phones / Email Employment Information  Associated Juveniles
Adult Information

FIPS

Open Date | V| Time |

Height " Weight Color: Eyes Hair
S | Close Date

Case Type

Relationship | None v

Worler

Copy Intake

Save
Case

Marital Status Is U.S. Citizen?

~| Petitioner Type

Docket # {Adington CSLU)
(Petitioner fo Juvenie) Mandatory fields displayed in bold
Driver's License Information
Keyed By
Drivers License Number State License lssued
View / Print

Intake Report

View Supreme

(Offense History
Court Details

Summary Report

Close

Close

e

Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Adult Information screen in the BADGE

web application.
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o5 Edit Information for Adult Number *
Adult Number

Name/Address Information  General Information  Employment Information

Adult Mame Adult Address
Last Name | | Address | |
Suffix (Jr, Sr, 1 1L, 111, IV, ete) |Mone | |
First Name | | Zip Code [0 | Find City by Zip Code
Middle Name | | City/Town |L|nkn0wn |
Genetic Sex () Male ® Female () Unknown State Virginia ~
[ Is Deceased? * [ Is Address Confidential? *  Paste Unknown

All Fields in Bold Are Mandatory

" Yes [ | Ne [W] Unknown Cancel

Clear Button. On the Juvenile Delinquent/Status Intake screen, in the Petitioner’s Information
section, click the Clear button to remove the data from the Petitioner’s Information fields on the
Intake Case tab.

=)

Intake Case

Petitioner’s Information
Unknown?  SSN Name 1= Add View || | Clear

Respondent’s Information

a.

The Respondent’s Information section is greyed out and is not accessible.

Unlike domestic relations intakes, respondents are not required for a juvenile intake. Petitioners are requesting the court to
settle a matter against a juvenile; therefore, the Respondent’s Information section is inaccessible.

Juvenile’s Information

a.

e
Vo

¢

Add Button. On the Juvenile Delinquent/Status Intake screen, in the Juvenile’s Information section,
click the Add button and the Find Juvenile screen will appear. This screen consists of multiple juvenile
search options detailed in the Login & Search Manual and Juvenile / Adult Search & Information
Manual.
i. Add Juvenile tab.
1. If a search does not return any results and a juvenile record is determined to not exist, select
the Add Juvenile tab to create a new juvenile record.

Refer to the Login & Search Manual for instructions on how to search for a juvenile in the BADGE web and Windows
applications.

Refer to the Juvenile / Adult Search & Information Manual for instructions on how to search for a juvenile in the BADGE web
application.
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ol Juvenile Delinquent/Status Intake X
Intake Case
Petitioner's Information 85 Find Juvenile X
Unknown?  SSN | M. " Name " ' ] Add View | | Clear
Find Juvenile ' Direct Care Population  Detention Population  Add Juvenile
Unknown? Add Wiew | Clear Search by Use Wildeard
Juvenile’s Information ® Juvenie Number Include  |None
SSN Name o | T (O DC Number Use Wildcard
Juvenile Number DOB Age (Years - Months) X
(O Intake Case Number Include Altemative First Name Spellings
Intake Case Number (ICN): Will be assigned after saving
() Caseload Number
Court District ~ FIPS
Ad Search DoB A
Open Date | ~| Time | + Close Date Q Advance Searc o
Case Type 7| Petiti Type - Previous Selections Street Address (Full or Partial)
Relationship | None v | (Pettionerto Juvenie) Mandatory fields displayed in bold Joverile N D ZIP Code (Home, Cell, or Work)
uveniie Number
Find Juveniles with Commitment(s) to the State Clear All
Waorker Keyed By
Copy Intake View / Print View Supreme Offense History
b ase e intake Report Cout Detais  Surmmary Report Ty AL E d g

The Find Juvenile screen and the Add Juvenile screen are the same screen. The screen name will change from the Find
Juvenile screen to the Add Juvenile screen when the Add Juvenile tab is selected.

6 Add Juvenile x

Find Juvenile Direct Care Population  Detention Populatign  Add Juvenile

Please enter juvenile's legal name (do not
use nicknames) and date of birth, if known

Last Name || ‘ {Required)
[] Name Suffix
First Name | ‘ (Required)

Date of Bith |:| Age (YY-MM)

Show Last Results Cancel

a. On the Add Juvenile tab, type in the Last Name.

The Name Suffix checkbox is automatically left unchecked for none, if desired click the
checkbox to select a suffix from the drop-down menu.

b. Type in the (i) First Name and the (ii) Date of Birth. The Age (YY-MM) field will auto-
populate based on the Date of Birth entered. (iii) Click the Add button.

c. (a) If the system does not find a possible juvenile name match the Please Enter ALL
Available Information for New Juvenile screen will appear. See the Please Enter ALL

Available Information for New Juvenile screen section. (b) If the system finds possible

juvenile name matches, the System has located X possible matches (i.e., Search Results)
screen will appear.

Revised 09/2025

If the Search Results screen displays multiple similar records, each record can be
viewed individually to identify the correct juvenile. (i) Select a juvenile record, and the
row will be highlighted in blue, (ii) click the View Info button, and the Juvenile
Information screen will appear and display additional information for the record. Review
the Juvenile Information screen to ensure the correct juvenile is identified, (iii) click the
Close button to exit the Juvenile Information screen and return to the Search Results
screen. (iv) Once the correct record is identified, click the Select button and the Juvenile
Information screen will appear and display additional information for the record. (v) Click
the Close button to exit the Juvenile Information screen and the selected juvenile’s
information will auto-populate the Juvenile’s Information fields on the Intake Case tab
of the Juvenile Delinquent/Status Intake screen.

If the desired juvenile record is readily identifiable on the Search Results screen (i)
select the juvenile record, and the row will be highlighted in blue. (ii) Click the Select
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button and the Juvenile Information screen will appear and display additional information

for the record. (iii) Click the Close button to exit the Juvenile Information screen and the
selected juvenile’s information will auto-populate the Juvenile’s Information fields on
the Intake Case tab of the Juvenile Delinquent/Status Intake screen.

B2l System has located 32 possible matches.

Juvenile # Last Name Suffix First Name

FEARETERRRTEARED

Juvenile Information Screen - X
Juvenile number and name
displayed here

Info/Face Srest a3 CaseWiokers IDMads Oatention o DMA\edficain 7
Recorded Alets

Middle Name Residence FIPS Race

Genetic Sex ™

! Juvenile Delinquent/Status Intake

Intake Case

Petttioner’s Information

Unknown?  SSN | "8 Name [LE==ms .y

Respondent's Information

Unknown? 55N ‘ Name ‘

(A Vew | Cexr

Name | guspin_i - miju s sjal=
0OB | i

ssn [ e
Juvenile Number | | 85

|‘ Juvenile’s Information

Age (Years - Months) | = [

Intake Case Number (ICN): Will be assigned after saving
Court District ‘ Vl
OpenDate [= 0 5= v| Tme [EEZ i 2]
Case Type |

Relationship (Petfionerfo Juvenie)

FIPS
Close Date

Vl Pelitioner'lrpe‘ Vl

Mandatory fields displayed in bold

Wiorker |

Keyed By [ | femm

WView / Print

Copy Intake
H Case H e ||m|oen=m

| Save

View Supreme
Court Details

Offense History
Summary Report

©F Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Juvenile Information screen in the

BADGE web application.

iii. If a juvenile record is determined to not exist, proceed with adding a new juvenile by
clicking the Add New button on the System has located X possible matches (i.e., Search
Results) screen and the Please Enter ALL Available Information for New Juvenile screen

will appear.

d. Please Enter ALL Available Information for New Juvenile Screen

Revised 09/2025
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If the system does not find any possible matches, the Please Enter ALL Available
Information for New Juvenile screen will appear. This screen consists of the Name/Address
Information, General Information, and Birth/Family Information tabs.

o5 Please Enter ALL Available Information for Mew Juvenile bt

i Name/Address Information ‘| General Information | Bith./Family Information

Juverile Name Juvenile Address

Lastﬂale|'1' | .ﬂdd'm|

Suffe I, Sr, 1 1, 11, IV, etc) |

First Name [= =4 | Zp Code | | | Eind Gty by Zip Code. |

Middle Name | | City/Town | |

Genetic Sex () Male (O Female State | |Un|-cnown V|

[m] Is Deceased? * Paste Petitioner’s Paste Unknown
Juvenile FIPS of Residence
Residert of | | Cther/Unknown v

All Relds in Bold Are Mandatory

i. Name/Address Information Tab

o) Please Enter ALL Available Information for Mew Juvenile it

i Name/Address Information ‘| General Information  Birth,/Family Information

Juvenile Name Juvenile Address
Last Name | = & | Address |

Suffx (I, Sr, 111, 111, 1V, tc) |
First Name [= =4 | Zp Code | | | Eind City by Zip Code |
Middle Name | | City/Town | |

Genetic Sex () Male (O Female State | |Unknown V|

(@] Is Deceased? * Paste Petitioner's Paste Unknown
Juvenile FIPS of Residence

Residentof | | Other/Unknown v

All Fields in Bold Are Mandatory

1. The Last Name, Suffix (if applicable), and First Name information will auto-populate
with the data that was entered in the Add Juvenile tab. (i) Type the Middle Name
and (ii) select the Genetic Sex.

a. If the juvenile is deceased, (i) click the Is Deceased?* checkbox and the
Address and City/Town fields will auto-populate with “Deceased.”

Adult Address
Address |Deceased }
I I{
ZpCode [ | Find City by Zp Code | /
City/Town |D|:c:a:cd | {
State I:IUrknnvm v y
O IsAddg!sleﬁdelﬁd?' Paste Unknown x

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.

a. If the juvenile address is unknown (i) click the Paste Unknown hyperlink and the
Address and City/Town fields will auto-populate with “Unknown.”
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Adult Address
Address [Unknown

Zp Code Find City by Zip Code
Gity/Town | Unknown
State ‘ Unknown v

[ Is Address Confidential? * {Paste Unknown

b. 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.

c. 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.

The address should reflect the juvenile’s current home address even if the juvenile is committed to DJJ or resides in a group
home or other facility.

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 needs to be detained.

The system may or may not display the Paste Petitioner’s Address or the Paste Respondent’s Address hyperlinks. The
data must exist in the system for a given hyperlink to display.

ii. General Information Tab

o Please Enter ALL Available Information for New Juvenile X
Name/Address Information | General Information | Birth,/Family Information
Juvenile Information Juvenile Driver's License
S5N Type  Unknown
Race — Unknaown
BEthnicity(Hispanic/Latino?) g —
Height v|" | Weight
Color: Eyes e Hair ~ Juvenile Phone/E-mail
Schoal Home Phone Cell Phone
Grade w Work Phone Extention
Registered Voter? () Yes (O Na E-mail
*- [] Yes [] No [m] Unknown Save Cancel

1. (i) Type the juvenile’s Social Security number in the SSN field. 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.

2. Forthe Registered Voter? item, select the appropriate Yes or No radio button to
record the juvenile’s voter registration status.

3. If the juvenile has a driver’s license or any government issued identification card, (i)
select the Type and (ii) Status form the appropriate drop-down menus. (iii) Enter the
license or identification card number in the License # field and (iv) select the issuer
from the State Issued drop-down menu.

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

ii. Birth/Family Information Tab
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ol Please Enter ALL Available Information for Mew Juvenile >

Name/Address Information  General Informatior]

Juvenile Bith Information

Dateof Bith [ | Age (YY-MM)

State of Bith | | Unknown Bith Courtry |

Bith Verfication | None Bith Certf. # |

Juvenile Family Information

Mather's Maiden Name |

Annual Family Income | Unknown

Living with | Unknown

The Date of Birth will auto-populate from the Add Juvenile tab. If the Date of Birth
is not listed, enter it at this time. The Age (YY-MM) will auto-populate based on the
Date of Birth. (i) Type the state abbreviation or select the State of Birth from the
drop-down menu. (ii) Type in the Birth Country and (iii) select the Birth Verification
from the drop-down menu.

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, the field
will auto-populate with “Unknown.”

(i) Enter the juvenile’s Mother’s Maiden Name, select the (ii) Annual Family
Income and (iii) Living with from the drop-down menus.

(i) Click the Save button, and the Juvenile Information screen will appear. Review
the Juvenile Information screen to ensure the information is correct, click the Close
button and the juvenile’s information will auto-populate the Juvenile’s Information
fields on the Intake Case tab of the Juvenile Delinquent/Status Intake screen.

e el e el

Juvenile Information Screen - Ed
Juvenile number and name
displayed here

45 Juvenile Delinquent/Status Intake X

Intake Case

Petttioner’s Information

Unknown?  SSN |5 =8 Name L= = s Add
Respondent’s Information
Unknown? 55N | Name | Add | View || Clear
Juvenile’s Information
|‘ SSN [WF IR Name | eSS e an Add
Juvenile Number ‘ Lt DOB ‘r " W Age (Years - Months) ’T
Intake Case Number (ICN): Will be assigned after saving
Court Distict | | s
OpenDate = [ 5« | Tme [ 2] CoseDate |
Case Type | | Petitioner Type | |
Relationship (Pettionerto Juvenits) Mandatory fields displayed in bold
Viorker | Keyed By [ | femm

Save Copy Intake T View / Print View Supreme Offense History
Case Intake Report Court Details Summary Report

ZF Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Juvenile Information screen in the

BADGE web application.

b. View Button. On the Juvenile Delinquent/Status Intake screen, in the Juvenile’s Information section,
click the View button and the_Juvenile Information screen will appear.

c. Clear Button. On the Juvenile Delinquent/Status Intake screen, in the Juvenile’s Information section,
click the Clear button to remove the data from the Juvenile’s Information fields on the Intake Case

tab.

Revised 09/2025
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Intake Case Number (ICN)

co

ol Juvenile Delinquent/Status Intake x

Intake Case

Petitioner’s Information
Unknown? 55N Name | UNKNOWN, UNKNOWN Add View Clear
[ Pefitioner MUST be entered or "Unknown" selected |

Unknown? Add View | | Clear
Juvenile’s Information
55N Name Add View | | Clear
Juvenile Number DOB Age (Years - Months)
Intake Case Number [ICN]:IWiII be assigned after saving |4_| ICN will appear here after saving I
Court District ~ FIPS
Open Date | ~| Tme [os33t6AM 2] Close Date
Case Type ~ | Petitioner Type ~
Relationship | None ~ | (Petitioner to Juvenie) Mandatory fields displayed in bold
Worker Keyed By
Copy Intake View / Print View Supreme Cffense Histary
o Case Lz Intake Report Court Details Summary Report

The Intake Case Number (ICN) will auto-generate after the intake is saved.

Court District

i. The Court District will auto-populate for users that only have access to one district. Users with
access to more than one district will need to manually select the appropriate Court District from
the drop-down menu.

For Intakes completed by the After-Hours Intake Unit, the Court District field will need to be manually selected from the drop-
down menu.

FIPS

i. Insome jurisdictions the FIPS code will auto-populate based upon the selection in the Court
District field. Where multiple FIPS codes exist in a court district the appropriate code should be
selected using the FIPS drop-down menu. The selected FIPS should represent the locality the
offense occurred in or be based upon which FIPS has jurisdiction over the case.

Open Date

i. The Open Date will auto-populate to the current date. If the date must be changed select the date
using the Open Date calendar drop-down screen.

Time

i. The Time will auto-populate to the time when the intake screen opened. To change the time,
highlight the hour, minute, or second fields, and click the up or down arrows until the correct time is
displayed OR highlight the hour, minute, or second fields and type in the new time.

Close Date

i. The Close Date will auto-populate when a final disposition (offense decision) is selected. For
juvenile delinquent / status intakes, the Offense Decision field is located on the Juvenile Intake
tab, the Court Summons tab, and the Bench Warrant tab.

Case Type

i. Selectthe Case Type from the drop-down menu.

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

Petitioner Type
i. Select the Petitioner Type from the drop-down menu.

Petitioner Type is a mandatory field.
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i. Relationship
i. The Relationship of the petitioner to juvenile will auto-populate to None. To 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.

I. Click the Save button and the Intake Case Number will generate. If the Petitioner’s Information
section or the Juvenile’s Information section has not been completed the intake case will not be
saved and a prompt will appear to input the data. Once the intake case has been saved all the buttons
at the bottom of the Intake Case tab will become accessible; the Narrative tab will appear; and the
following buttons will display at the bottom of the Intake Case tab: Edit Intake Case Info, Add
Juvenile Intake, Add Court Summons, and Add Bench Warrant.

Intake Case
Petitioners Information | Please provide Petitioner information h
b I View | |Clear |

[] Unknown?  SSN | I

dime | Aaa iea
Juvenile’s Information | Please provide Juvenile information i
55N | " ! View | Clear
Juvenile Number | DoB | Age (Years - Months)
e S
o-! Juvenile Delinquent//Status Intake X
Intake Casqd  Mamrative
Petttioner's Information
Unknown? ~ SSN | T Add Clear
Unknown? 55N ‘ Name | Add View | | Clear
Juvenile’s Information
55N | - m Name [1 5 e Add Clear
Juvenile Number ‘ = DOB | LY B} Age (Years - Months) =
Intake Case Number (ICN): @8 <————— ICN Appears Here |
Court District | B u FIPS [ =
Open Date ||~ = = Time |* 8 o = Close Date
Case'l'ypellll.' L g ——— Petiliuner'lypel' alld
Relationship | e (Petiionerto Juvenie)
Worker [fimy 1 Fem Keyed By [ifm | Fem
Edit Intake Case Copy Intake Delete Intake View / Print View Supreme Offense History
Info Case Casze Intake Repart Court Details Summary Report
| Add Juvenile Intake | | Add Court Summons | | Add Bench Warrant |

©F Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Juvenile Information screen in the
BADGE web application.

©F Refer to the Petitioner’s Information section for detail pertaining to searching for and adding an adult; this information is
applicable to both petitioners and respondents.

Intake Action Buttons
Once an intake case is saved on the Intake Case tab all of the intake action buttons at the bottom of the tab

will become accessible.

Juvenile Delinquent / Status Intake Action Buttons
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1.

o=l Juvenile Delinquent/Status Intake

Intake Case  Namative

Petitioner’s Information

INTAKE ACTION BUTTONS

Unknown?  SSN

Respondent’s Information

Unknown? 55N | Name |

Juvenile's Information

Intake Case Number (ICN): S0 Bl

Court District | B oo [

Case Type ||| EpgE e ey m——

e
SN[ TR Namo [Lomml e o n
Juvenile Numberl = DOB ||lr = Age(\(garg-Mun[hg)’T
APS 5] yme
Open Date |"© = = Time [0 5 = Close Date

Petitioner Type |' :

Relationship |Bossss (Pettiorier o Juverie)
Warker [Tm s Keyed By [m 1 Femm
|Eai Hd{eCase‘ | Copy Intake Delete Intake View / Print View Supreme Offense History
Info Caze Casze Intake Repaort Court Details Summary Report
| AddJuvenile Intake | | AddCout Summons || Add Bench Warart |

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

2. Copy Intake Case Button

BADGE CSU Intake Manual

a. (i) Click the Copy Intake Case button and the Copy Juvenile Delinquent / Status Intake Case screen

o) Copy Juvenile Delinquent / Status Intake Case - ICh: S0

3. Delete Intake Case Button

Intake screen.

will appear. All available document types will be auto-selected in the Check All Documents You Want
to Copy section of the screen, (ii) deselect (uncheck) any documents that will not be copied. If no
documents are selected the Copy Intake Case information screen will prompt the user that at least one
document type must be selected to copy. (iii) Change either the Juvenile’s Information, or the
Respondent’s Information, or both, using the Clear and Add buttons. (iv) Click the Save button.

copy the case.

Copy Intake Case X
e Please select at least one document type to copy.
Copy Intake Case >

e You need to change either juvenile or petitioner in order to

To copy an intake case, the user MUST select an existing intake case that contains the desired pre-existing Custody Petition,
Support Petition, and/or Protective Order. The user MUST also change either the Juvenile’s Information, the Respondent’s
Information, or both to copy the case.

a. (i) Click the Delete Intake Case button and the Delete Intake Case screen will appear. (i) Click (a) the
Yes button or (b) the No button to delete the intake case and return to the Juvenile Delinquent/Status

Revised 09/2025
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0 Would you like to delete intake case number Fssifia a7
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The Delete Intake Case button should not be used in lieu of editing incorrect information.

4. View / Print Intake Report Button

a. (i) Click the View/Print Intake Report button and the CSU Intake — Reports screen will appear. (ii)
Click the X button in the upper right corner to close the report and return to the Juvenile

Delinquent/Status Intake screen.

CSU Intake - Reports

M 4 of 1 b M|« @ e B e | 100

INTAKE INFORMATION:
Intake Case Number: " 0 &
=T

Fips:
Worker Name: ]
Intake Opened Date:
Case Type Code:
JUVENILE INFORMATION: I}

Juvenile Number: .

Juvenile Name: i T T T
SSN: === Sex*: 1 Race: /|
Address: | EEEESER g Soemiel wm DA
Home Phone: (B0 B0 oo Work Phone:
Mother's Maiden Name: * 57

ALIAS INFORMATION - NONE

PETITIONER INFORMATION:

SSN: =
<

Intake Report

Height: *

- Find

Virginia Department of Juvenile Justice

Click "X" to close Report

Intake Closed Date:

B OEEY ol el

Weight: 1

Cell Phone:

DOB: o

5. View Supreme Court Details Button

a. Click the View Supreme Court Details button and the Supreme Court Detail screen will appear. If
there is no information entered by the Supreme Court, the Supreme Court Details information screen
will appear indicating no data found for the specified intake case.

=l Supreme Court Detail

5C Case Number Statute

ol i e (wm R

Cffense Info (Page 1) Offense Info (Page 2) License Info  Fines/Attomey/Bai/Bond  Hearings

Case Type |' = o= =

e e B el e E EEE

Supreme Ct Name |--| " o mERE Supreme Ct. DOB ,ﬁ
Supreme Court Case Number: ‘ . T Mext Hearing Date: m "

Last Hearing Date:

Statute: LA T A T
Statute Originated From: |1 s msssy To 5 m

Amended Case Type |

Amended Offense Code: |

Final Disposition
Appealed Date

Perfected:

Convicted as Adult?

Remarks:

Supreme Court Details x

o No data found for this case

The amount of information found on the Supreme Court Details screen may vary depending on the court jurisdiction.
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6. Offense History Summary Report
a. Click the Offense History Summary Report button and the CSU Intake — Reports screen will appear.

(ii) Click the X button in the upper right corner to close the report and return to the Juvenile
Delinquent/Status Intake screen.

BADGE CSU Intake Manual

CSU Intake - Reports - m]

@ & E M= | 100% - Find | Mext

Virginia Department of Juvenile Justice
Offense History Summary Report

M 41 of1p M|«

Click "X" to close Report |

JUVENILE NUMBER: = - JUVENILE NAME: fom mm i mo ]

SSN: TEew DOB: (m == RACE:
CASE PROCESSING OFFENSE INTAKE COURT
NUMBER LOCALITY DATE STATUTE DESCRIPTION DISPOSITION WORKER ADJUDICATION
- - ——— T (= — m—
msmm mm = =m
e = [

- - s & n L s o = EE o —

i RN " L

e . .-,
= =

Add New Intakes, Summons, and Warrants
At the bottom of the Intake Case tab, three buttons allow the user to add a new intake, court summons, or

bench warrant.

ol Juvenile Delinquent/Status Intake

Intake Case | Namative ADD NEW INTAKE, COURT SUMMONS, AND

BENCH WARRANT

Petitioner’s Information

Unknown?  SSNk - Clear
Unknown? 55N | Name | Add View | | Clear

Juvenile’s Information

SSNl — Namell = W mmE oEmw

Age (Years - Months) L]

Add Clear

Juvenile Numberl = DOEl LY ]

Intake Case Number (ICN): Sl &
Court District | Fo . FIPS [ fg=

Close Date

Petitioner Type |' e

OpenDate |~ © ® Time: | g -

Case Type |/ 7 [mmo= w —

Relationship | M

(Petiioner to Mvenie)

Worker [ | Fem Keyed By 7= Fem
Edit Intake Case Copy Intake Delete Intake View / Print View Supreme Offense History
Info Case Case Intake Report Court Details Summary Report

| Add Juvenile Intake | ‘ Add Court Summons ‘ | Add Bench Warant |

Add New Intakes, Summons, and Warrant Buttons

1. Add Juvenile Intake Button—Juvenile Delinquent/Status Intake Screen, Intake Case Tab
a. (i) Click the Add Juvenile Intake button, and the Juvenile Intake tab will appear on the Juvenile
Delinquent/Status Intake screen.
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Add Court Summons

Add Bench Wamant
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ol Juvenile Delinquent/Status Intake

Intake Case Mamativg Juvenile Intake

Charged Offense Information

=

Offense

Date WCC Code

Offense

Number Cffense Description

Offense Retrieved
M Decision o by the SC

Selected Offense Details

Offense Date |
VCC Code
Heading
Subheading
Description
Penalty Modifier

Offense Decision

Find VCC Code Statute

w [ Judge Ordered Detention

Save Cancel

Add New Offense

b. Juvenile Intake Tab—Juvenile Delinquent/Status Intake Screen
i. Select the Offense Date from the calendar drop screen.

ii. Click the Find VCC Code button and the Search Offense screen will appear. If the Offense Date
has not been selected a warning will display on the VCC Code Search screen.

| | Find vCC Code

Staty

VCC Code Search

@ Please enter the offense date before searching for VCC code,

*

1. Locate the desired offense from those displayed in the Search Results table or search for an
offense by (i) typing the Statute, VCC, Heading, Sub-Heading, or Description into the
corresponding field(s). The Use Wildcard?* checkbox will be selected automatically, uncheck
the checkbox if the wildcard function will not be used. (ii) Click the Find button and the Search
Results section will display all items that meet the search criteria by VCC Code, Statute, and
Offense Description. (iii) Click on a row to select a VCC Code and the row will be highlighted in

blue.
2. Click the Ok button.
If the intake offense selected is a Prohibited Diversion Offense the Prohibited Diversion

a.

Revised 09/2025

Offense information screen will appear. Click the OK button to close the Prohibited Diversion

Offense information screen and return to the Juvenile Intake tab on the Juvenile
Delinquent/Status Intake screen.

If the intake offense selected is not a Prohibited Diversion Offense the user will
immediately return to the Juvenile Intake tab on the Juvenile Delinquent/Status Intake

screen.
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ol Search Offense *

VCC Code Statute (ffense Description

Prohibited Diversion Offense *

The offense selected
(i} cannot be resolved or diverted,

CNV-FOI7-M3 [10.1-1142D) BUILD FIRE WITHIN 150 FEET OF WOODLAND, BRUSHLAND ETC. household member, or

(ii} cannot be resolved unless the victim is a family or

(i} requires affirmative consent for diversion per VOL 111-9123
- Diversion and Resolution at Intake,

10.1-2214

UNDERWATER RECOVERY OF HISTORIC PROPERTY WITHOUT PERMIT
13 USE OF MOTORIZED VEHICLE ALONG APPALACHIAN TRAIL

ARCHAEOLOGICAL EXCAVATION OF HUMAN REMAINS WITHOUT PERMIT Appropriate exceptions/exemptions must be entered in the

intake narrative,

DAMAGE, ETC ANY OBJECT OF ANTIQUITY ON STATE-CONTROLLED LAND

DUMP ETC. WITHOUT PERMISSION OF OWNER

EXCAVATE ETC. WITHOUT PERMISSION OF OWNER

Multiple VCCs can be added to a petition/order.

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

When a VCC is selected, 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 Prohibited Diversion Offense (i) cannot be resolved or diverted, (ii) cannot be resolved unless the victim is a family or
household member, or (iii) requires affirmative consent for diversion. Some cases may be resolved with the appropriate
exception/exemption and require an explanation to be entered in the intake narrative.

Refer to the CSU Procedure, VOL 111-9123, Diversion and Resolution at Intake, for detail pertaining to: (i) selected offenses for
which resolution is prohibited and affirmative consent is required to divert; and (ii) certain offenses for which diversion is
prohibited.

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

g2 Juvenile Delinquent/Status Intake X

Intake Case  Namativg Juvenile Intake

Offense
Date

Charged Offense Information

Offense
Number

Offense

Retrieved
FM Decision

by the 5C

VCC Code Offense Description Jo

Selected Offense Det
Offense Date E Add New Offense

VCC Code Find VCC Code | Statute
Heading ‘
Subheading ‘ I

Description ‘

Penatty Madfier ~ [ Judge Ordered Detention

Offense Decision ~

Save Cancel

1. If“01 — Resolved” is selected from the Offense Decision drop-down menu the Reason
Resolved drop-down menu will become accessible. Select the Reason Resolved from the
drop-down menu.

a. If “Other” is selected from the Reason Resolved drop-down menu the Resolved Other text
field will become accessible. Enter appropriate information into the Resolved Other text
field.
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rcon. e

Offense Retieved
PM Decision 0 bythe SC

Selected Offense Details

Offense Date (o= il | Add New Offense

Offense Decision ~
)3~ Petition/ Detention Order Filed
Resolved Cther 05 - Ref To ther Agy For Sv |
06 - Retumed To Probation Supervis
Affirmative Consent 07 - Read To Partic 5
LED was Consuted (g ” Complaint Faicpale Diverso
on Diversion |09 . Retumed To Out-Of-State -
11 - Petition/Shelter Care Filed
12 - Shelter Care Only
13 - Detention Order Only
14 - Pending
17 - Accepted Via IC)

18 - Unsuccessful Diversion/Petition Filed
20- Diversion
21 - Unsuccessful Diversion/No Petition Filed

BADGE CSU Intake Manual

B Juvenile Delinquent/Status Intake

Selected Offense Details
Offense Date | # wa |~ |

[ 1
01 - Resolved

WCC Code:
Offense Decision

Find VCC Code

Statte [MEER

II Reason Resolved

~

Resolved Other

CSU-specfic intervention
At Consert Family/guardian addressed appropriately
Level I

LEO was Consulted

Complainant /victim does not want to proceed

ty of juveni

functioning
on Diversion

- Juvenile and/or fami

B Juvenile Delinquent/Status Intake

Selected Offense Detals
Offense Date | I~ |

VCCCode DB =8 F™ | FindVCCCode  Statute |WN5 B

Offense Decision 01 - Resolved

Offense
Decision

Retrieved
bythe SC

PM

Add New Offense

Reason Resolved  Other

| Resalved Other _ Inpusttext for Reason Resaived “Other’]

T
LEQ was Consulted
on Diversion

Save

hibits diversion

Offense
Decision

Retrieved
bythe SC

Add New Offense

iv. If the petitioner is LEO, (i) use the scroll bar to access the fields at the bottom of the Juvenile Intake
tab. (ii) Select an option from the Requested Charge Amended drop-down menu and, if required,
(iii) enter appropriate information in the Rationale textbox.

a5l Juvenile Delinquent/Status Intake

Charged Offense Information

Selacted Offense Detals
Offense Date 0301/2022 |

Offense Requires School Notification Add New Offense

VCCCode |WPN-5261F2 | | Find VOCCode | Statute |18.2-300

o ”\")‘;EVE’SICW | V[ ]
LEQ's Rationale
Requested Charge. | ested Crarge Vies Reduced or Deied v
R " Rationale Entered Here
v

[ sawve | | Conced |

If the petitioner is not LEO the LEO was Consulted on Diversion, LEO’s Rationale, Requested Charge Amended, and

Rationale fields will be greyed out and inaccessible.
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The petitioner is a LEO (law enforcement officer) if the Petitioner Type equals BP, CW, FD, NC, OL, PD, SH, ST, or SR. The
Petition Type field is located on the Intake Case tab.

If the value chosen for the Requested Charge Amended field is “Requested Charge Was Reduced or Denied” or “Requested
Charge Increased”, the Rationale field will be required to save the offense.

v. If the juvenile offense is a felony and the Offense Decision selected is “07 — Req’d To Participate-
Diversion,” “18-Unsuccessful Diversion/Petition Filed,” “20-Successful Diversion,” or “21-
Unsuccessful Diversion/No Petition Filed,” (i) use the scroll bar to access the Affirmative Consent
field at the bottom of the Juvenile Intake tab. (ii) Select the appropriate option from the Affirmative
Consent drop-down menu: “Yes, Victim Consented,” “Yes, Unsuccessful Attempts to Contact
Victim,” or “Yes, Deputy Director/RPM Exemption.”

4 Juvenile Delinquent/Status Intake

Offense Offense - Offense Retrieved
Date VCC Code Number Offense Description PM Decision Jo by the SC

Selected Offense Details
Offense Date 0 07 zl (Offense Requires School Motfication Add New Offense

VCC Code  ASL-1327-F3 Find VCC Code Statute | 18.2-52

| Cffense Deqsmnr 07 - Req'd To Participate-Diversion ~

Reason Resolved ~

Resolved Cther |

| Affirmative Consentr ‘ ~

LEQ was Consulted  |Yes, Victim Consented
on Diversion | Yes, Unsuccessful Atempts to Contact Victim |
Yes, D Director/RPM Exemption
T — T

vi. If the petitioner is LEO and the Offense Decision selected is “07 — Req'd To Participate-Diversion,”
“18-Unsuccessful Diversion/Petition Filed,” “20-Successful Diversion,” or “21-Unsuccessful
Diversion/No Petition Filed,” (i) use the scroll bar to access the fields at the bottom of the Juvenile
Intake tab. (ii) Select an option from the LEO was Consulted on Diversion drop-down menu and,
if required, (iii) enter appropriate information in the LEO’s Rationale textbox. (iv) Select an option
from the Requested Charge Amended drop-down menu and, if required, (v) enter appropriate
information in the Rationale textbox.

a5 Juvenile Delinquent/Status Intake X

skl Juvenile Delinquent/Status Intake

Intake Case N.anaﬁu Intake Case  Namativg Juvenie nlske
Charged Offense Information Charged Offense Information
Offense Offense L Offense Retrieved Off Offense Off Retrieved
Daie VCCCode  pmper ~Offense Descrption PM Degision "0 by the SC Date . VCCCode Offense Description PM SIS D

Selected Offense Details Selected Offense Detals

Offense Date & 707 T 3 Offense Requires School Notffication Add New Offense Offenge Date  03/01/2022 3 Offense Requires School Notfication Add New Offense |
VCC Code WFREETWE | Find VCC Code | Statute | FELEEE VCC Code: |WFN-5248—F5 Find VCC Code | Statute [18.2286.1
Offense Decision 07 - Req'd To Participate-Diversion ~ [ LEO wao:‘%:;: "l "
Reason Resolved ~ LEQ's Rationale ‘
Resolved Other |
Requested Charge vl
Affimative Consent v Amended |
LEOQ was Consulted - Rationale |
on Diversion b
Save Cancel | Save Cancal
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a5l Juvenile Delinquent/Status Intake

Intake Case Namativg Juvenile Intske

IN PERPETRATION OF VIOLEN

Selected Offense Details

Offense Date  03/01/2022 E Offense Requires School Notfication Add New Offense
VCCCode [WPN-5261F2 | | Aind VCCCode  Statute [18.2:300

| LEO Did Not Agree with Diversion Decison " -
[fthe value chosen is "LEO Did Not Agree with Diversion Decision”.
“ the LEO's Rationale field will be required in order to save the

ques 5.“ I:IU! _WMW&M“W V|
A ; If the value chosen 1s "Requested Charge Was Reduced or Demied”
or "Requested Charge Increased”. the Rationale field will be v
cadio colar in the cfiarce

[ sawve | [ Concel |

If the value chosen for the LEO was Consulted on Diversion field is “LEO Did Not Agree with Diversion Decision”, the LEO’s
Rationale field will be required to save the offense.

vii. If “02 — Petition Filed,” “03 — Petition/Detention Order Filed,” or “11 — Petition/Shelter Care Filed” is
selected from the Offense Decision drop-down menu the Reason Offense Not Diverted drop-
down menu will become accessible. Select the Reason Offense Not Diverted from the drop-down
menu.

85 Juvenile Delinguent/Status Intake

Intake Case  Namative Juvenie Intake

Charged Offenss Information

g5l Juvenile Delinquent/Status Intake

Offense
Date

Offense
Number

Offense Reteved
PM Decision YO bythe SC

VCC Code Offense Description

Intake Case  Namative Juvenile Intake

Charged Offense Information

Offense
Date

Offense
Number

Offense Retrieved
PM Becision %0 bythe SC

WCC Code Offense Description

Selected Offense Detais
Offense Date | Wl e |- | Add New Cffense

VCCCode  mglhme s | |pgmem Bl | Statute [1 BEN

LEO’s Rationale

Selected Offense Detais
r i~ Requested Charge
Offense Date |1 0 ] A New Cifense d Charge

VCC Code il R Find VCC Code Statute |8 580 Rationale

Offense Decision

Reason Offense » |
Not Diverted
Commonwealth Attomey’s Office requested

Reason Resolved

03 - Petition/Detention Order Filed

05 - Referred To Another Agy For Sv

0E - Retumed To Probation Supervis

07 - Req'd To Participate-Diversion

08 - Complaint Unfounded

09 - Betumed To Out-Of-State
~Shelter Care On

13 - Detention Order Orly

14 - Pending

17 - Accepted Via ICJ

18 - Unsuccessful Diversion/Petition Filed

20 - Successful Diversion

21 - Unsuccessful Diversion/No Petttion Filed

Resolved Other

LEQ was Consutted
on Diversion

Complainant {citizen) insists on petition {with supervisor's approval)
Complainant {aw enforcement)insists on petition (with supervisor's
Considersd but not diverted due to additional charge(s) in the cul
T Considered but ot diverted dus to excessive number of charges
Considered but not diverted due to historical number of charges
Court intervention essential

Currerttly under court-ordered condtions

Judge ordered/requested

Judicial/Local court policy

Juvenile curently on probation /parole

Juvenile family refusal to participate

No response from juvenile or family/Muttiple missed appointments
Number of prior diversions

(Offense not eligible for diversion per Code of VA

(Offense not eligible for diversion per DJJ Administration

Cut-of state residency

Restitution concems flogistics/amount)

Seriousness of offense/Public safety

Virginia Uniform Summons adjudicated

Victim Did Not Affimnatively Consent

LEQ's Rationale

viii. Click the Save button.

1. If the intake offense selected is for a weapon offense that has a detention order requirement,
the DO Requirement information screen will appear. Click the OK button to close the DO
Requirement information screen and return to the Juvenile Intake tab on the Juvenile
Delinquent/Status Intake screen. The saved information will appear in the Charged Offense
Information section on the Juvenile Intake tab.

2. If the intake offense selected is not for a weapon offense that has a detention order
requirement, the DO Requirement information screen will not appear, and the saved
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information will immediately appear in the Charged Offense Information section on the
Juvenile Intake tab.

DO Reguirement X

A detention order is required per Administrative Directive.
When in accardance with the directive/Code of VA a DO is not
issued, an explanation must be documented in the intake
narrative.

A detention order is required per Administrative Directive for certain weapon offenses. When in accordance with an
Administrative Directive and/or the Code of VA a detention order is not issued, an explanation must be documented in the
intake narrative. The DO Requirement information screen will display when the user saves a Juvenile Intake containing certain
weapon offenses combined with the following Offense Decisions: “02 — Petition Filed,” “03 — Petition/Detention Order Filed,”
“07 — Req’d To Participate-Diversion,” or “13 — Detention Order Only.”

Refer to Administrative Directive A-2022-005—Mandatory Override for Weapons Offenses on the Detention Assessment
Instrument and Administrative Directive A-2023-003—Mandatory Override for Grand Larceny of a Vehicle and Eluding Police
in a Vehicle on the Detention Assessment Instrument for detail pertaining to weapon offenses that require either: (i) a
detention order, or (ii) an explanation entered in the intake narrative detailing why a detention order was not required.

ix. Once saved, the Add New Offense button will become accessible, and the Detention
Assessment, Shelter Care Order, or Detention Order buttons may appear depending upon the
Offense Decision selected. The Edit, Copy, Delete, and File Petition buttons will also appear on
the bottom of the Juvenile Delinquent/Status Intake screen.

| WPN-5261-.. | 5207665 |POSSESSION IN PERPETRATION OF VIOLEN...

a5l Juvenile Delmquent Status Intake be a5l Juvenile Delinquent/Status Intake x
Intake Case  Namative Juvenle Intke Intake Case  Namative Juvenile Intake
Charged Offense Information I Charged Offense Information I
Offense Offense Offense Retreved Offense Offense Offense Retrieved
Date VCC Code Number Offense Description PM Decision Ja by the SC Date WVCC Code Number = Offense Description PM' Decision ¥© by the SC

w50 Jowtzown 47 |USEor WOTOREED VEGLE RONGA.. A | 2 @] @ |

Selected Offense Details

Offense Date  03/01/2022 | Offense Requires School Notification

Find VCC Code

Add New Offense

VCC Code |WPN-5261-F2 | Statute | 18.2-300

LEO Did Not Agree with Diversion Decision
If the value chosen is "LED Did Not Agree with Diversion Decision™.
the LEQ's Rationale field will be required in order to save the

nse.

Requested Charge

Amended | Fequested Charge Was Reduced or Denied - Penalty Modffier | Attempt [ Judge Ordered Detention
If the value chosen is “Requested Charge \W/as Reduced or Denied - "
Rationale | o -Requested Charge | ncfeased the Rationale field will be - Offense Decision | 02 - Petition Filed
ramirad in nrdar bn eous tha nfance
Cancel Edit Copy Delete File Petition

Selected Offense Details
Offense Date | 06/02/2021

Add New Offense
VCC Code  |CNV-7026-M1
CONSERVATION

PARKS AND RECREATION

Statute | 10.1-203 Detertion Assessment

Heading
Subheading

Description | USE OF MOTORIZED VEHICLE ALONG APPALACHIAN TRAIL

A Detention Order button will appear on the Juvenile Intake tab if either Offense Decision “03 — Petition/Detention Order

Filed” or “13 — Detention Order Only” is selected.

A Shelter Care Order button will appear on the Juvenile Intake tab if either Offense Decision “11 — Petition/Shelter Care

Filed” or “12 — Shelter Care Only” is selected.

The Detention Order button will appear if the Judge Ordered Detention checkbox is selected.
In the Charged Offense Information table, a record will display a check mark in the JO checkbox whenever a judge orders a
juvenile to be detained, the Judge Ordered Detention checkbox associated with the offense record is selected, and the

record is saved.

In the Charged Offense Information table, a record will display a check mark in the Retrieved by the SC checkbox
whenever the Supreme Court number (SC#) on the petition was used by a clerk to pull intake case information into the

Supreme Court of Virginia’s data system.

x. Add New Offense Button—Juvenile Delinquent/Status Intake Screen, Juvenile Intake Tab
1. If another offense needs to be added to the petition/order, (i) click the Add New Offense button
on the Juvenile Intake tab, and the Selected Offense Details fields will become accessible. (ii)
Repeat the steps above to add another offense.
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xi. Detention Assessment Button—Juvenile Delinquent/Status Intake Screen, Juvenile Intake
Tab
1. Click the Detention Assessment button, and the Detention Assessment screen will appear.

Add Mew Offense

Detertion Assessment

2. Detention Assessment Screen
a. The Detention Assessment screen contains the DAl Scores tab and the Overrides tab. The
Worker Name field will auto-populate. The DAI Date field will auto-populate to the current
date but can be changed using the calendar drop-down screen. The DAI# is a system
generated number and will be assigned after both tabs are completed and the detention
assessment is saved.

Some fields in the DA/ Scores tab will auto-populate. Be sure to review all the auto-populated fields to ensure the correct
criteria are being used to calculate the DAI's total score.

b. DAI Scores Tab—Detention Assessment Screen

ol Detention Assessment X
Worker Name: [ 1 M DAl Date: DAIR:
Follow-up: []
(DAl Scores | Ovemdes
1. Most Serious CURRENT Petitioned Offense
7 Category C: Other felonies
2. Addtional CURRENT Petitioned Offenses in this Referal
0 One ormore status offenses OR No additional curent offenses
3. Prior Adjudications of Guilt includes continued adjudications with "evidence sufficient to finding of gui)
4. Petitions Pending Adjudication or Disposttion (exclude defemed adjudications)
5. Supervision Status
4  Parole
6. History of Failure to Appear (within past 12 months)
0 No petition/wamant/detention order for FTAin past 12 months
7. History of Escape/ Runaways (within past 12 months)
0  Noescapes or runaways within past 12 months
11 TOTAL SCORE Auto Fil Decision: | D
Actual Decision / Recommendation: () Release ) Atemative () Secure Detention
Save Close Prirt

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

i. Most Serious CURRENT Petitioned Offense Field
1. 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 to select the appropriate category from the drop-down menu.

If the juvenile is being charged with multiple offenses, use the most serious offense in the Most Serious CURRENT
Petitioned Offense section. The Scores for multiple offenses cannot be combined.

i. Additional CURRENT Petitioned Offenses in this Referral Field
1. 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.

When considering offenses to determine the value for Most Serious CURRENT Petitioned Offense and Additional
CURRENT Petitioned Offenses in this Referral only consider offenses where the Offense Decision is equal to “02 —
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Petition Filed,” “03 — Petition/Detention Order Filed,” “11 — Petition/Shelter Care Filed,” “15 — Consent Signed/Petition Filed,”
“16 — Court Summons,” or “18 — Unsuccessful Diversion/Petition Filed.”

iii. Prior Adjudications of Guilt (includes continued adjudication with “evidence

sufficient to finding of guilt”) Field

1. (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.

Cases that are dismissed by the court after successful completion of ordered conditions should NOT be counted in the Prior
Adjudications of Guilt section.

iv. Petitions Pending Adjudication or Disposition (exclude deferred adjudications)

Field

1. (i) Select the appropriate option from the drop-down menu 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 continued for the
disposition. The notes should specify if the case has been adjudicated or is pending
adjudication.

Do NOT include any offenses with a deferred finding in the Petitions Pending Adjudication or Disposition field.

Refer to the Offense History Manual on how to navigate the Offense History screen in the BADGE web and Windows
applications.

2> Refer to the Caseload Manual on how to navigate the Contacts tab in the BADGE web application.

v. Supervision Status Field
1. 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.
vi. History of Failure to Appear (within past 12 months) Field
1. 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.

vii. History of Escape/Runaways (within past 12 months) Field
1. 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.

viii. Auto Fill Button
1. Click the Auto Fill button to auto-populate, or reset, the fields (items i to vii above)
with their respective default values.
ix. Total Score Field
1. The total score will calculate based on the selected options.
X. Indicated Decision Field
1. The Indicated Decision is based on the Total Score. The Indicated Decision will
be either Release, Detention Alternative, or Secure Detention.
c. Overrides Tab—Detention Assessment Screen
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& Detention Assessment X

Worker Name: {7 1 Fewemn DAI Date DAl
Followup: [ ]
DA Scores | Gverides |
Mandatary Overides (Juvenile Must Be Detained)
() 1. Use of fiream in current offense Commet:
Weapons Offenses, Adm. Dir. A-2022-005, emai amend
| 3. Escapee/AWOL/Absconder per DJJ Procedure 3471
] 4. Local court policy {indicate applicable policy)

o

=]

iscretionary Override
(
(

] 1. Agaravating factors (ovemide to more restrictive placement than indicated by guidelines)
] 2. Mitigating factors {ovenide to less restrictive placement than indicated by guidelines)

Type Factor Narrative Add

Edit

Delete

Factor

Mamative

(D 3. Approved local graduated sanction for probation/parole violation
Justfication

Actual Decision | Recommendation: () Release () Mtemative () Secure Detention

Save Close Frirt

i. Mandatory Overrides (Juvenile Must Be Detained)
1. (i) Click the appropriate checkbox, if any, for items 1-4 and (ii) provide a detailed
description of why the mandatory override was selected in the Comment text field. If
a Mandatory Override is selected the juvenile must be detained, regardless of the
Indicated Decision field on the DA/ Score tab.

If Local Court Policy is selected as the mandatory override, provide a brief narrative indicating which court policy was
applied.

i. Discretionary Override
1. Aggravating factors are overrides for a more restrictive placement than indicated
by guidelines. Mitigating factors are overrides for a less restrictive placement than
indicated by guidelines.
a. If necessary, click the appropriate checkbox for either item 1, Aggravating
factors or item 2, Mitigating factors. An Error screen will be displayed if an
attempt is made to select both items.

Error X

Aggravating Override and Approved Local Graduation
Sanction
must be unchecked before selectinglh\t\gating Override

b. (i) Click the Add button to access the Factor drop-down menu. (ii) Select the
most applicable Factor from the drop-down menu and, depending upon the
Factor selected, the Narrative text field may auto-populate. (iii) Add text or
update the Narrative text field as required. (iv) Click the Done button and the
information will save as a new Discretionary Override entry. If the user attempts
to create an additional Discretionary Override an Error screen will be displayed.

ONLY an Aggravating factor or a Mitigating factor can be added to a DAI, but not both.

If an Aggravating factor is selected, select the most serious applicable aggravating factor.

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.
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gl Detention Assessment ot Detention Assessment x

DAl Scores {Ovenides | DAl Scores | Ovemdes |
Mandatory Overmides (Juvenile Must Be Detained) Mandatory Overrides (Juvenile Must Be Detained)
(0 1. Use of fiream in cument offense Comment [0 1. Use of fiream in current offense Comment
[[] 2. Weapons Offenses, Adm. Dir. A-2022-005, email amend [] 2. Weapons Offenses, Adm. Dir. A-2022-005, email amend
[ 3. Escapee/AWOL/Absconder per DJJ Procedure 9471 ‘ () 3. Escapee/AWOL/Absconder per DJJ Procedure 9471
(7] 4. Local court policy {indicate applicable policy) [ 4. Local court policy {indicate applicable policy)
Discretionary Ovemide Discretionary Ovemde
() 1. Aggravating factors (ovemide to more restrictive placement than indicated by guidelines) 8 1. Aggravating factors {ovemide to more restrictive placement than indicated by guidelines)
[ 2. Mitigating factors (override to less restrictive placement than indicated by guidelines) () 2. Mitigating factors fovenide to less restrictive placement than indicated by guidelines)

]
Type  Factor Marative Add Type Factor Nanative Done
Edit Cancel
Delete Delete

Factor | Factor v

Naative | Nanative
[ 3. Approved local graduated sanction for probation/parole violation - Approved local gradu: 'sanclion Tor probation/parole violation
Justfication | Justification |

()

[ T g e s VTG (0 MU (ESNCLYS paw et than INAICaTEd by gUIte.. e ,
[] 2. Mitigating factors {ovemide to less restrictive placement than indicated by guidelines) Error =
Type Factor Namative E Add i
A Juvenile Has Signfficant Substance Abuse Problem |Juvenile was screened by a qualified profes... Only one discretionary override factor may be keyed
for assessments completed after October 1, 2016,
Delete

Factor |Juvenile Has Significant Substance Abuse Problem

c. Edit Button
i. (i) Click the Edit button, and the Factor and Narrative boxes will become
accessible, (ii) edit the information as needed, and (iii) click the Done button
when the edits are completed.
d. Delete Button
i. Click the Delete button and the Discretionary Override will be removed.
2. Approved local graduated sanction for probation/parole violation Checkbox
a. If necessary, (i) click the item 3, Approved local graduated sanction for
probation/parole violation checkbox and (ii) provide a brief description in the
Justification text box. This item cannot be selected if either item 1, Aggravating
factors or item 2, Mitigating factors have been selected; attempting to do so
will display an Error screen.

Error x

(4] 3. Approved local graduated sanction for probation/parole viclation o Aggravating and Mitigating Overrides mubbe unchecked

befare selecting Approved Local Graduation Sanction

Justification |add description
S

d. Actual Decision/Recommendation—Detention Assessment Screen
i. Consider the Indicated Decision displayed on the DAl Scores tab and the selected
override, if any, then (i) select the appropriate Release, Alternative, or Secure
Detention radio button, and (ii) click the Save button. A warning will appear for any
items not completed on the DA/ Scores tab; the assessment cannot be saved until all
items are completed. Once the assessment is saved the DAI# field will auto-populate.
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B&! Detention Assessment X

Mandatory Ovenides {Juvenile Must Be Detained)
[ 1. Use of fiream in cument offense Comment;

[T 2 Weapons Offenses, Adm_Dir A-2022-005. email amend
[ 3. Escapee/AWOL/Absconder per DJJ Procedure 9471
(T 4. Local cout policy indicate applicable policy)

Discretionary Ovemide
[[] 1. Aggravating factors (ovemide to more restrictive placement than indicated by guidelines)
[ 2. Mitigating factors (ovenide to less restiictive placement than indicated by guidelines)

Type  Factor Namative Add
Edt
Delete

Faﬂorl
wal

(O 3, Approved local graduated sanction for prabation /parole violation
dustfication |

o) Detention Assessment X

[DAT Scares | Overides
1. Most Serious CURRENT Petitioned Offense
['7  Category C: Otherfelonies v

2. Addtional CURRENT Pettioned Offenses inthis Refemal
0 One ormore status ofienses OR No additional cument offenses

3. Prior Adudications of Guit fncludes continued wih “evidence to finding of guit
-

4. Petitions Pending Adwdication or Dispostion (exclude defemed adudications)

T [

| Please select value from the list i

"

3 atus

|4 Parie v — ___q_________‘_‘}‘
6 Hestory of Failre to Appear (wihin past 12 months)

[T0 Nopettion/wamant/dstention orderfor FTAin past 12months -
7. Hestory of Escape/ Runaways (within past 12 months)

[0 Noescapes or nnaways wihin past 12 months v

(11 TOTALSCORE  Auofd Indicated De D Alt

a5l Detention Assessment X

[DAT Scares | Overides
1. Meost Sericus CURRENT Petitioned Offense
,T Category C: Other felonies

DAl Mumber populates when the
Detention Assessment is saved.
2. Addtional CURRENT Pettioned Offenses in this Refe

0 One ormore status offenses OR No addiional cument offenses ~
3. Prior Adudications of Guilt fncludes continued with “evidence sufficient to finding of guit™)

w

4. Pettions Pending Adpdication or Dispostion (exchude defemed adpudications)

~

5. Supervision Status

[(4 Parcle -
E. Hestory of Faure to Appear (wthin past 12 morths)

[0 No pettion/wamant/detention order for FTA in past 12 months v
7. Hstory of Escape/ Runaways (whin past 12 morths)

’T No escapes of runaways within past 12 months ~

11 TOTALSCORE  AucFil D

e. Edit Button—Detention Assessment Screen
i. (i) Click the Edit button, (ii) edit the information on the DAl Scores tab or the Overrides
tab as required, and (iii) click (a) the Save button when the edits are completed or (b) the
Cancel button.
f. Close Button—Detention Assessment Screen
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Click the Close button and to return to the Detention Assessment tab on the Juvenile
Delinquent/Status Intake screen.

g. Pr|nt Button—Detention Assessment Screen
To view or print the Detention Assessment Instrument Report, click the Print button,
and the completed assessment will appear on the Virginia Department of Juvenile
Justice report viewer screen. View, print, or save the assessment from the report viewer
screen.
Click the X in the upper right corner to close the report viewer screen and return to the
Detention Assessment screen.

85l Virginia Department of Juvenile Justice - o X

1 of 1 @ | E A = -
Virginia Department of Juvenile Justice
Detention Assessment Instrument Report

100% - Find

Juvenile Name: = " p—
Intake Date:

Completed as Follow-up (on call Intake):®

Juvenile Number:
Worker Name:

DOB:
csuz
DAK: | =

1. MOST SERIOUS CURRENT PETITIONED OFFENSE
Category A: Felonies against persons 15
Category B: Feleny weapons or felony narcotics distribution 12
Category C: Other felonies. 7
Category D: Class 1 against persons 5
Category E: Other Class 1 3 7
Category F: Violations of i 2

2. ADDITIONAL CURRENT PETITIONED OFFENSES IN THIS REFERRAL
Twéo or more additional current felony offenses...... .3
One addtional current felony offen 2
One or more addtional misdemeanor OR violation of prob.iparole offenses. 1
One or more status offenses OR No additional current offenses... o

3. PRIOR ADJUDICATIONS OF GUILT

(includes continued adjudications with "evidence sufficient to finding of quilt™)
Two or more prior adjudications of guil for felony offenses

Score

One prior adjudication of guit for a felony offense
Two or more prior of guit for

Twa or more prior of guil for prob.
One prior adjudication of guit for a

offenses
le violations
or status offense.

No prior of quit.
4. PETITIONS PENDING ADJUDICATION OR DISPOSITION :exclude deferred adjudication:
One or more pending pefitionsidispositions for  felony offense .. ..
Two or more pending petitions/dispostions for other offenses .....
One pending pefiion/disposition for an other offense .....
No pending
5. SUPERVISION STATUS

EY-

4
Probation based on a Felony or Class 1 misdemeanor 3
Post-Disposition Case Management OR Probation based on Other Offenses H
1
0

Diversion
Hone.
6. HISTORY OF FAILURE TO APPEAR (within past 12 months)
Two or more petitions/warrants/detention orders for FTA in past 12 months.
One pettion/warrantdetention order for FTA in past 12 months 1

No petitioniwarrantidetention order for FTA in past 12 months. 0
7. HISTORY OF ESCAPE/RUNAWAYS (within past 12 months)

One or more escapes from secure or custody

One or more instances of absconding from non-secure, court-ordered placements

One or more runaways from home

No escapes or runaways wiin past 12 monihs.

INDICATED DECISION: 10-14 DETENTION ALTERNATIVE

o wa

TOTAL SCORE: 11

4 »

3. Detention Assessment Tab—Juvenile Delinquent/Status Intake Screen
The Detention Assessment tab displays the assessment(s) completed using the Detention
Assessment button on the Juvenile Delinquent/Status Intake screen, Juvenile Intake tab. At the
bottom of the Detention Assessment tab, three buttons allow the user to add, view/edit, or
delete a detention assessment.

gl Juvenile Delinquent/Status Intake

Intake Case  Namative Juvenile Intake

a5l Juvenile Delinquent/Status Intake

I Charged Cffense Information I

Intake Case Namative Juvenile Intakd ~Detention Assessment

DA Date Follow-Up? DAl Score  Indicated Decision

Offense
Date

Offense

VCC Code Number

Offense Description

1602211 Nz 752 USEOPHOTORZED VEHCLENONG P A | 12 || @

Offense

Retrieved
M Decision

by the SC

Actual Decision

T T I e g e e S

Worker Name

| =

landatory Ovemides (Juvenile Must Be Detained)
[ 1. Use of firearm in cument offense
Weapons Offenses, Adm. Dir. A-2022-005, email amend

[
ra

w
m
8
8
&
H
8
=
-
[=]
3
H
2
8
S
E
@
b=
q
(=]
1=
o
3
8
2
g
g
a
4

Selected Offense Details

Offense Date | 06/02/2021
VCC Code | CNV-7026-M1
Heading |CONSERVATION
Subheading | PARKS AND RECREATION

Description
Penalty Modffier | Attempt

Offense Decision | 02 - Pettion Filed

Statute | 10.7-203

USE OF MOTORIZED VEHICLE ALONG APPALACHIAN TRAIL
[ Judge Ordered Detention

[_] 4. Local court policy (indicate applicable policy}

Detention Assessment

Add New Offense Discretionary Ovenide

Comment:

[[] 1. Aggravating factors (pvemide to more restrictive placement than indicated by guidelines)
[C] 2. Mitigating factors {ovenide to less restrictive placement than indicated by guidelines)

Factor Marative

[0 3. Approved local graduated sanction for probation./parole vialation
Justification

I Edit I

Copy

Delate

File Petition

Add View /Edit

Delete

a. Add Button—Juvenile Delinquent/Status Intake Screen, Detention Assessment Tab
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i. Click the Add button and the Detention Assessment screen will appear. To add a new
assessment, perform the steps detailed in the Detention Assessment screen section
above.

o Detention Assessment X

1. Most Serious CURRENT Petitioned Offense

7 Category C: Other felonies v
2. Addtional CURRENT Pettioned Offenses in this Refemal

0 One ormore status offenses OR No additional current offenses v
3. Prior Adudications of Guit fncludes continued adudications with “evidence sufficient to finding of guit™)

4. Petitions Pending Adpdication or Dispostion (exclude deferred adudications)

5. Supervision Status

4 Paole v
Hestory of Fadure to Appear (whin past 12 months)

0 No petition/warmant/detention order for FTAin past 12 months v
@gyd&me/&mm(w&mmﬂ’mﬂu)

0 No escapes or runaways within past 12 months v

o

~

11 TOTAL SCORE Auto Fill Indi d D D

b. View/Edit Button—Juvenile Delinquent/Status Intake Screen, Detention Assessment
Tab
i. (i) Click on a row to select a detention assessment and the row will be highlighted in
blue. (ii) Click the View/Edit button, and the Detention Assessment screen will appear.
See the steps detailed in the Detention Assessment screen section above for
instructions on completing the detention assessment.

o5} Juvenile Delinquent/Status Intake X

Intake Case  Namative Juvenils Intake Detention Assessment

Detention Atemative Detention Altemative

Mandatory Ovemides {Juvenile Must Be Detained)

[J 1. Use of fiream in cument offense

[0 2. Weapons Offenses. Adm. Dir. A-2022-005. email amend
[ 3. Escapee/AWOL/Absconder per DJJ Procedure 9471
[ 4. Local court palicy findicate applicable policy)

Comment:

Discretionary Overmide
[C] 1. Aggravating factors {ovenide to more resirictive placement than indicated by guidelines)
[C] 2. Mitigating factors (ovemde to less restrictive placement than indicated by guidelines)

Factor Narrative

[J 3. Approved local graduated sanction for probation/parole violation

Add View /Edit | Delete

c. Delete Button—Juvenile Delinquent/Status Intake Screen, Detention Assessment Tab
i. (i) Click on a row to select a detention assessment and the row will be highlighted in
blue. (ii) Click the Delete button and the Please Confirm Delete Operation screen will
appear. (iii) Click either the (a) Yes button to delete the assessment or (b) the No button
to cancel the delete operation.

Justification ‘

Revised 09/2025

91|Page



g Juvenile Delinquent/Status Intake

Intake Case  Mamative Juvenile Imak4 Detention Assessment

\

| — . = =
[Eomm | W | 1otk MmO Renaie

Mandatory Overmides {Juvenile Must Be Detained)

(] 1. Use of fiream in current offense

() 2 Weapons Offenses, Adm_ Dir. A-2022-005, email amend
(] 3 Escapee/AWOL/Absconder per DJJ Procedure 9471
([ 4. Local court policy findicate applicable policy)

Comment

Discretionary Ovemide
(] 1. Aggravating factors (ovemide to more restrictive placement than indicated by guidelines)
() 2. Mitigating factors (overide to less restrictive placement than indicated by guidelines)

BADGE CSU Intake Manual

Please Confirm Delete Operation

Case Number
keyed by

Would you like to delete detention assessment for Intake

. 7

=

Factor Narative

(] 3. Approved local graduated sanction for probation/parole violation

Justification

Add View/Edit

xii. Detention Order Button—Juvenile Delinquent/Status Intake Screen, Juvenile Intake Tab
1. (i) Select the Juvenile Intake tab on the Juvenile Delinquent/Status Intake screen, (ii) click the
Detention Order button, and the Detention Orders tab will appear.

a. Detention Orders Tab

i Juvenile Delinquent/Status Intake

Intake Case Marativp Juvenile Intake  [Jetertion Assessment

Charged Offense Information

Offense Retrieved

Offense
M Decision o by the SC

Number

Offense
Date

- 0o
R i R o B i e 6 W W

VCC Code (Offense Description

Selected Offense Details

Offense Date Add New Offense
VCC Code | DWI-5457-F6 Statute | 18.2-266
Heading | TRAFFIC - DRIVING WHILE INTOXICATED Detention Order
Subheading | Motor Vehicle, Etc. - A Prior Felony {1 18.2-270(C.2))

d w/10 yrs - prior DVWI manslaughter, assaul or felony DWI
[1 Judge Ordered Detention

Description
Penalty Modffier

Offense Decision |03 - Petition/Detention Order Filed

Copy Delete File Petition

45 Juvenile Delinquent/Status Intake

Intake Case Mamative Juvenile Intake Detention Assessmen| Detention Orders

lssued Served Withdrawn

» I N A

Detention Date Printed

Detention Order Information
Facility

Date |ssued Date Served

]

Detention Order / Capias Reason(s)
[1 The juvenile is alleged to have

committed an act that would be a felony or Class 1 misdemeanour f committed by adult,

violated the tenms of probation or parcle when the charge for which he/she was placed on probation or parcle
misdemeanar f committed by an adult

would have been a felory or
wviolated any of the provisions of §18.
AMND there is clear and convincing evidence that:

23087

the release of the juvenile constitutes a clear and substantial threat to the person or property of others; or

2 ook amdisl Hamsk ~f sarine ke bn sosk i oenile’s e e

tha rmlamea o tha iusnile weld nesssnt 2 Alase

Add Save

() Al @ Secure Detentions () Jails

Date Withdrawn

Offenses forthis Detertion Order

@

]

Cancel View / Print

A Detention Order button will appear on the Juvenile Intake tab if either Offense Decision “03 — Petition/Detention Order

Filed” or “13 — Detention Order Only” is selected.

The Detention Order button will appear if the Judge Ordered Detention checkbox is selected.

Multiple VCCs can be added to a petition/order.

i. Select the appropriate Facility (i) radio button and (ii) facility name from the drop-down
menu. The Date Issued field will auto-populate to the current date. If the date must be
changed select the date using the Date Issued calendar drop-down screen. (iii) Place a
checkmark in the appropriate Offenses for this Detention Order checkbox(es). The
Date Served and Date Withdrawn will need to be entered into BADGE if and when the
detention order is served or withdrawn. (iv) Place a checkmark in all the appropriate
Detention Order / Capias Reason(s) checkboxes that apply to the juvenile; use the
scroll bar to view all available items. (v) Click the Save button to save the detention
order or the Cancel button. Once the detention order is saved the Add, Edit, Delete,
and View / Print buttons will become accessible.
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! Juvenile Delinguent/Status Intake x
Intzke Case Marative Juvenile Intake Dstention Assessmerf Detention Crders
lssued Served Withdrawn Detention Date Printed

» BTN

Detention Order Information

Facility Offenses for this Detertion Crder
Richmond Detention T
Date Issued Date Served Date Withdrawn

Detention Order / Capias Reasons - 1 Reason Selected
The juvenile is alleged to have ~
committed an act that would be a felony or Class 1 misdemeanour if committed by adult,

O violated the terms of probation or parole when the charge for which he/she was placed on probation or parole
would have been a felony or Class 1 misdemeanor f committed by an adutt

[ violated any of the provisions of §18.2-308.7
AMD there is clear and convincing evidence that:
[ the release of the juvenile constitutes a clear and substantial threat to the person or property of others; or
— tha ralazea of tha i nianils werld nraeant 3 clase and okekankal thrast of carine ham ta o @ ania’e fa e

| Add Delete View / Print

~

1. Add Button
a. To add a new detention order click the Add button and complete the immediately
preceding steps.
2. Edit Button
a. To edit an existing detention order (i) select an order and the row will be
highlighted in blue. (ii) Click the Edit button and the fields on the Detention
Orders tab will become accessible. (iii) Edit the information as required and (iv)
click the Save button when the edits are completed.

Intake Case  Mamative Juvenil Intake Dstention Assessment Detention Orders

Issued Served Withdrawn Detention Date Printed
06/10/2021

3 06/10/2021

Detention Order Information

Click a row to select a detention order to edit, delete
or view/print

et — - (Chile e fi™ ki Bl

3. 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.

Please Confirm Delete Operation

‘Would you like to delete detention order for Intake Case
Mumber s

4. View/Print Button
a. (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.
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55 Virginia Department Of Juvenile Justice _ o x
P L
1 of 1 @ |- | 100% - Find | Next
DETENTION ORDER / CAPIAS PURSUANT TO § 16.1-247(K) Case No. A

Commonweaith of Virginia Va. Code §§ 16.1-247(A & D), 16.1.248 1, 16,1250 F, 16125

DETENTION ORDER:

It appears from the pefition or warmant filed conceming the juvenile that the juvenile may come within the purview of the Juvenile and
Domestic Relations District Court Law, and it further appears that the welfare of the juvenile requires that his or her custody be immediately
assuned by the Cour, in that there is probable cause to beieve that the juvenile committed the act alleged in the petition or wamrant and:

[X] The juvenile s alleged to have
[X] committed an act that would be a felony or Class 1 misdemeanor if committed by an adult;
[] violated the terms of probation or parole when the charge for which he/she was placed on probation or parole would have been
2 felony or Class 1 misdemeanor if committed by 2n adult; or
[1 violated any of the provisions of § 182-308.7
AND thereis clear and convincing evidence that
[] therelease of the juvenile constitutes a clear and substantial threat to the person or property of athers; or
[] theselease of the juvenie would present a clear and substantial threat of serious ham to such juvenile’s ke or health; or
] thejuvenile has threatened to abscond from the court’s jurisdiction during the pendenicy of the instant proceedings orhas a
record of williul faihure to appear at a court’ 2 within the Iy 2
[] Thejuvenile absconded from a detention home or facility where he has been directed to remain by the lawful order of a judge or intake
officer.
[]  Thejuvenile s a fugitive from a jurisdiction outside Virginia and subject to verified petition or warant.
[] Thejuvenile has failed to appearin court after having been duly served with 2 summons in anry case in whichit is alleged that the
juvenile has committed a delinquent act or that the juvenile is in need of services or the juvenile is in need of supervision.
[] Thejn adhere to the p ly mp. ing his release upon a Class 1mis demeanor charge of 2
felony charge
Ttis hereby ORDERED that the juvenile be taken into imme iate custody and be brought before 2 judge orintake officer. If courtis NOT
open, the juvenile shall be placed in the custody of:

8 , a secure facility, until brought before the Court

o the next day on which the Coust sits, not to exceed 72 hours. Ho

day on which the Courtis lawfully closad, the juvenile shall be bror
legal holiday of day on which the Coust s lawfully closed

e if the 72 hours expires on a Saturday, Sunday, legal holiday, or
before the Court on the next day thatis not a Saturday, Sunday,

[ CAPIAS PURSUANT TO § 16.1-247(K): v
<

xiii. Shelter Care Order Button—Juvenile Delinquent/Status Intake Screen, Juvenile Intake Tab
1. (i) The Shelter Care Order button on the Juvenile Intake tab will only appear when either (a)
Petition/Shelter Care Filed or (b) Shelter Care Only are selected from the Offense Decision
drop-down menu. Once displayed, (ii) click the Shelter Care Order button and the Shelter Care
Orders tab will appear.

gl Juvenile Delinquent/Status Intake X

Intake Case Namative Court Summons Detention Assessment Detention Orders | Juvenie Intake }

Charged Offense Information

Penalty Modifier ~| [ Judge Ordered Detention I Offense Cffene Offense Retneved
[ Date: VCC Code Number  Offense Description PM pecison Y@ by the SC

(Offense Decision |12 - Shelter Care Only bl

01 - Resolved

02 - Petition Filed

03 - Petition/Detention Order Fled
05 - Refemred To Ancther Agy For Sv
D6 - Retumed To Probation Supervis
07 - Req'd To Paricipate-Diversion
08 - Complaint Unfounded e
03 - Retumed To Out-Cf-State I Selected Offense Detais

1 etter Cars Orl | Offense Date | 03/01/2022 Offense Requires School Notification Add New Offense

03/01/2022 | WPN-5261-... |5207665 |POSSESSION IN PERPETRATION OF VIOLEN..

- Detenton rger U | VCC Code | WPN-5261-F2 Stante [18.2:300 Detention Assessment
14 - Pending |
17 - Accepted Via ICJ Heading | WEAPONS )

;%: gzzzzzzrﬁfalivl:z;?ﬁonfpeﬁion Filed J Subheading | SAWED-OFF SHOTGUNS

21 - Unsuccessful Diversion/No Petition Filed ( Description | POSSESSION IN PERPETRATION OF VIOLENT CRIME
Penalty Modifier [[] Judge Ordered Detention
e - Offense Decision | | 11 - Petition./Shekter Care Filed

Copy Delete Fie Pettion

A Shelter Care Order button will appear on the Juvenile Intake tab if either Offense Decision “11 — Petition/Shelter Care
Filed” or “12 — Shelter Care Only” is selected.

2. Shelter Care Orders Tab—Juvenile Delinquent/Status Intake Screen
a. Select the appropriate Facility (i) radio button and (ii) facility name from the drop-down
menu. (iii) Select all the Shelter Care Order Reason(s) that apply to the juvenile, and (iv)
click the Save button.
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gl Juvenile Delinquent/Status Intake

Intake Case  Narative Juvenile Intake Detention Assessment Detention Ordery  Shetter Care Orders

Shefter Care # Date Printed Facility

» [

Shelter Care Order Information

Facility

@ Al (O Community Youth Homes () Shefter Facities (O Less Secure Detentions

Shelter Care Order Reason(s)
[ The child is eligible for placement in a secure facility: or
[] The child has failed to adhere to the directions of the court, intake officer or magstrate while on conditional release; or
[[] The child’s parent. guardian or other person able to provide supervision cannot be reached within a reasonable time; or
[ The child does not consent to retum home; or

O Meither the child’s parent or guardian nor any other person able to provide proper supervision can amive to assume custody
within & reasonable time; or

O The child's parent or guardian refuses to pemit the child to retum home and no relative or other person willing and able to
provide proper supervision and care can be located within a reasonable time.

Add Save Cancel View / Print

b. Add Button

Click the Add button to add a new shelter care order.

c. Edit Button

(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.

a5l Juvenile Delinquent/Status Intake X

Intske Case  Namative Juvenile Intake Detention Assessmert Detention Orders  Shelter Care Orders

Shelter Care # Date Printed Facility
89565 Chesterfield Group Home:

» T

Shelter Care Order Information

Facilty |Crater Green House (The Green House) Shelter

Shelter Care Order Reasons - 1 Reason Selected
The child is eligible for placement in a secure facility: or

[ The child has failed to adhere to the directions of the court, intake officer or magistrate while on conditional release: or

[ The child's parent, guardian or other person able to provide supervision cannot be reached within a reasonable time; or

[ The child does net consent to retum home: or

O Neither the child’s parert or guardian nor any other person able to provide proper supervision can amive to assume custody
within a reasonable time; or

O The child’s parent or guardian refuses to pemit the child to retum home and no relative or other person willing and able to
provide proper supervision and care can be located within a reasonable time.

Add Delete View / Frnt

d. Delete Button

Please Confirm Delete Operation

Would you like to delete shelter care order for Intake Case
MNumber (== ?

e. View/Print Button

BADGE CSU Intake Manual

(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.

To view or print a shelter care order (i) click on the row containing the desired
information and the row will be highlighted in blue. (ii) Click the View / Print button and
the shelter care order will appear in the Virginia Department of Juvenile Justice report

viewer screen. From this screen the order can be viewed, printed, or exported. (iii) Click
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the X button in the upper right corner to close the screen and return to the Shelter Care

Orders tab.

&1 Virginia Department OF Juvenile Justice

1 of 2 b b D |~ | 100% - Find | Next

SHELTER CARE ORDER CASENO.

2 the . sy y ofthe
elations District Court Law, and it further appears that the welfare of the juvenile requires that his custody be
the Court, in that

[X] 1L Thechildis eligible for p cure facilty: or

[1 2 Thechild has failed to adhere to the directions of the court, intake officer of magistrate while on conditional release: or
[1 3 Thechild's parent, guardian or other person able to provide supevision cannot be reached within a reasonable time: or
[1 4 Thechild does not consent to retum home: or

[1 5 Neither the child’s parent or guardian nor any other person able to provide proper supervision can amive to assume custody
within a reasonable

and no relative or other person willing and able to
time.

ght before 2 judge or intake officer or magistrate
T open. the juvenile shall be placed in the custody of:

. a shelter care facility, there to remain until brought

is ordered to pay child supportin

the amount of per to

for the duration of the placement.

SPECIAL INSTRUCTIONS:

[ JT0DGE [ INTAKE OFFICER | |MAGBIRATE L3

xiv. Edit Button—Juvenile Delinquent/Status Intake Screen, Juvenile Intake Tab

1.

oy Juvenile Delinguent/Status Intake

Intake Case Namative Coutt Summons Detertion Assessmert Detention Orders |Juvenie Intake |

Charged Offense Information

x

g:tee”” VCC Code ’Dgrenl: Offense Description PM g:;;z?
| WPN-5261-... 5207665 | POSSESSION IN PERPETRATION OF VIOLEN... RO
JUVENILE INTAKE TAB
Edit, Copy, Delete, and File
Petition Buttons

Selected Offense Details

Offense Date | 03/01/2022 Offense Requires School Notification
VCC Code |WPN-5261-F2 Statute | 18.2-300
Heading |WEAPONS .
Subheading | SAWED-OFF SHOTGUNS

Description | POSSESSION IN PERPETRATION OF VIOLENT CRIME

Add New Offense

Detertion Assessment

Shetter Care Order

Penalty Modiier [ Judge Ordered Detention
Offense Decision | 11 - Petition/Shelter Care|Filed
: v
=] [ om Dekte Fie peton |

(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.

xv. Copy Button—Juvenile Delinquent/Status Intake Screen, Juvenile Intake Tab
1. (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.
xvi. Delete Button—Juvenile Delinquent/Status Intake Screen, Juvenile Intake Tab
1. (i) Select an offense and the row will be highlighted in blue. (ii) Click the Delete button.
xvii.  File Petition Button—Juvenile Delinquent/Status Intake Screen, Juvenile Intake Tab
1. Click the File Petition button and the Check Information Before Continuing screen will appear.
Edits CANNOT be made once a petition is filed. If an additional offense, affidavit, or order needs
to be added, click the No button and make the addition.

Revised 09/2025
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Check Information Before Continuing

' Please be aware that after saving the petition you will
/| not be able to edit the information for this offense:

Offense Date: M=
VCC Code: Mo =

Would you like to continue?

CT70 w |

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

Once the petition is saved it is sent to the Virginia Supreme Court and no changes can be made to the petition. If there is an
error, a new petition must be created and the local Juvenile and Domestic Relations Court must be contacted to inform them of
the mistake. The local Juvenile and Domestic Relations Court will need to be provided with both the original and new SC # to
update the Virginia Supreme Court data.

The File Petition button will transition into the View Petition button once the petition is saved.

Delete | File Petition ‘} Delete | View Petition | ‘

e et e ™,

3. Petition Screen

4l Petition =

=

INVICLATION OF SECTION 18.2-456(5) OF THE 1950 CODE OF VIRGINIA AS AMENGED

L) (J (o]

[l

No Selection Was Made v
= [l

] £

e S see | o |
| vewspm || Go

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

b. The Petition Date and Time will auto-populate to the date and time the Petition screen was
opened. To change the date, select the date from the calendar drop-down screen. 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 will auto-populate standard language for the selected offense. If required,
edit or add to the information in the Offense Text textbox.

d. 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.

Select Offense Number
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e. Complete the detention-related questions in the Petition Information section. If they do not
apply, leave the fields blank.

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

g. Ifthe 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.

ZF Refer to the Petitioner’s Information section for detail pertaining to searching for and adding an adult; this information is

applicable to both petitioners and respondents.

h. Click the Save button and the SC # will auto-populate. Once the Save button is clicked it will
transition into the Edit button.

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

okl Petition =

IN VIOLATION OF SECTION 18.2-456(5) OF THE 1950 CODE OF VIRGINIA AS AMENDED

NoSclecton Was Made

|

On the Petition screen, the Save button and the Edit button are interchangeable. The action to be performed determines
whether the Save button or the Edit button is displayed.

j- To delete the petition, click the Delete button, and the Please Confirm Delete Operation
screen will appear. When the petition is deleted the Juvenile Intake tab in the Juvenile
Delinquent/Status Intake screen will appear.

Please Confirm Delete Operation

Would you like to delete the petition for Intake Case Number
raliee?

Lo [ ]

k. To view or print the petition, click the View/Print button, and the completed petition will
appear on the Virginia Department of Juvenile Justice report viewer screen. View, print, or
save the custody petition from the report viewer screen.

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

I. Click the X in the upper right corner to close the report viewer screen and return to the
Petition screen. Click the Close button to exit the Petition screen and return to the Juvenile
Delinquent/Status Intake screen.
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The File Petition button will transition into the View Petition button once the petition is saved.

XViii.

1.

o Virginia Department Of huvenie Justice - o x
H 41 A2k M o+ @ W 100% - Find | Next
PETITION Case No.
Commonwulth of Virinia VA. CODE {] 16.1-26%, 161263
. RICHMOND Juvesss and Domestic Relations District Court
Jirre a Cruld unds
CRILDS NaAE T DATEOF BETH G EACE
il | o ——— ) e igmm o mw
(CHILD'S ADDRESS TELEPHONE NO
4 L i ) -
NAVE OF PARENT TTMOTHER [ JFATRER o DATE OF BIIH TELEPHONE NO
5.
|ADDRESS OF PARENT
s
[NARE OF PARENT T1MOTIZR [ JFATIER B3 DATEOF BITH TELEFHONE NO
| ADDRESS OF PARENT
o
GUARDIANLEGAL CUSTODIAN OF PEESON INLOCO PARENTIS NANE AND ADDRESS TELEFHDNE NO
o
GUARDIANTEGAL CUSTODIAN OF PERSON TN [OC0 PAREN TS RELATIONSHF TO CHILD
10.
(OTFER) SAGE AND ADDRESS TELEFHONE NO
1L
1% Chil beidia CUSTODY [ ] Y65 (1 N0
T3, Placs of Detention o Shelter Care e e e
14. Date snd Teme Taken o Custody. 15, Date and Time Plced i Desention o Sheler Care

I I ___m I i H =
16 The above mformation s 5ot Enva 1o fhe petitionss No)

1. the undersigod,
Domestic Reations Distrct Court Law i that within this ity couty, the
1N VIOLATION OF SECTION 15.-486(8) OF TEE 1980 CODE OF VIRGINIA AS AMENDED.

eesie ind Dosssstic Relatioes District Couat L.
1 YADDLE LAFORCE

i, ndr ot the bt of ko h o auand il ik e e of b v o

Virginis Crime Code: CUS-38749
WHEREFORE, the Peitionerreqsts that the child and the persons having is o hes custody and conte] be summmaned 12 sppeas befors this Cot,
wmmmcmmwmmwwmumcwmmwwmmmmhw which will erve the purpose
e Jovs

___w_____j
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Requires School Notification Statement and Print School Letter Button
In certain circumstances, when the user has filed a petition and returns to the Juvenile Intake
tab on the Juvenile Delinquent/Status Intake screen, the Requires School Notification statement

and the Print School Letter button will appear. The following actions must occur to display the
Print School Letter button:

otl Juvenile Delinquent/Status Intake

Charged Offense Information

Offense Offense
Number

Cffense Description

ADULTERATION OF FOOD, DRUG, ETC. WITH...

Selected Offense Details

Offense Date w [ i Offense Requires School Notification
VCC Code |ASL-1317-F3 Statute |18.2-54.2
Heading [ASSAULT

Subheading |
Description |ADULTEHAT\ON OF FOOD, DRUG, ETC. WITH INTENT INJURE

Penalty Modifier [J Judge Ordered Detention

Offense Decision |03- Petition/Detention Order Filed

Edit Copy Delete View Petition

PM Offense Retrieved
Decision by the SC

Add New Offense
Detention Assessment

Detention Order

l

Reguires School Notification
Frint School Letter

Offense Selection
a. When adding a juvenile intake the user must select an offense, using the Find VCC Code
button, that displays a checkmark in the Notify School?* checkbox on the Search Offense

Screen.

Revised 09/2025

99 |Page



BADGE CSU Intake Manual

i. See the instructions for the Search Offense screen in the Add Juvenile Intake button,
Juvenile Intake tab section.

a5 Juvenile Delinquent/Status Intake s Sesrch Offende b

Intake Case Namativg Juvenile Intake

Charged Offense Information

Offense Offerse . Offense Retrieved
Date VCC Code Number (Offense Description PM Decision Jo by the SC

Diffense Descipton
101114400 [BunD ARE WITHIN 150 FEET OF WOODLAND, BRUSHLAMD ETC,
-10 1214 l UNDERWATER RECOVERY OF HISTORIC PROPERTY WITHOUT PERMIT
Offense Date ["""'@ Add New Offense 10.14 SEOF MOTORZED VEHICLE ALONG APPALACHIAN TRA
VCC Code Find VOC Code | | Statute ’7 10.0-2305 ARCHAEOLOGICAL EXCAVATION OF HUMAN REMAINSG WITHOUT PERMIT
e a _W 1-2306 _DMEEWWOMTGFWEUIT\'GN STATECONTROLLED LAND
10.0-1005 DUMP ETC. WITHOUT PERMISSIGN OF OWNER
Subheading | I - -10.1-IDDl | EXCAVATE ETC. WITHOUT PERMISSION OF OWNER
Penalty Modier ~ | [ Judge Ordered Detention
Offense Decision ~
v
Save Cancel

Juvenile petitions for certain offenses filed in accordance with §16.1-260 of the Code of Virginia, will display a checkmark in
the Notify School?* checkbox on the Search Offense Screen.

2. Offense Decision
a. The Offense Decision selected must be “02 — Petition Filed,” “03 — Petition/Detention Order
Filed,” or “11 — Petition/Shelter Care Filed.”
i. See the instructions for the Offense Decision drop-down menu in the Add Juvenile
Intake button, Juvenile Intake tab section.

g Juvenile Delinquent/Status Intake

Intake Case  Nanativg Juvenie Intake

Charged Offense Information

Offense Offense . Offense Retrieved
Date VCC Code Number Offense Description PM Decision Jo by the SC

Selected Offense Detals
OfenseDae [ T} Add New Offense

VCC Code Find VCC Code  Statute

Headng |
Subheading |
Descrption |

Penalty Moddier | [ Judge Ordered Detertion
| Offense Decision v

———

Save Cancel

3. Save Juvenile Intake
a. Click the Save button on the Juvenile Intake tab and the File Petition button will appear on
the Juvenile Intake tab.
i. See the instructions for the Save button in the Add Juvenile Intake button, Juvenile
Intake tab section.
4. File Petition
a. Click the File Petition button and the Petition screen will appear.
i. If necessary, return to the beginning of the instructions for the Petfition screen in this
section.
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o5l Juvenile Delinguent/Status Intake o5l Juvenile Delinguent/Status Intake x

Intake Case MNamativg Juvenie Intake v
Charged Offense Information Charged Offense Information

Offense Offerse . Offense Retrieved Offense Cffense . Offense Retrieved

Date VCC Code Mumber  Cffense Description Date VCC Code Numbe Offense Description PM Dedisi Jo bythe SC

Offense Date Add New Offense Offense Date |- m= Offense Requires School Add New Offense
VCC Code Find VCC Code  Stalute VCC Code [ASL-1317:F3 Statute [18.2542 Detention Assessment
Heading | - Heading |ASSAULT Detoniion Order
Subheading | I Subheading |
Description | Description | ADULTERATION OF FOOD, DRUG, ETC. WITH INTENT INJURE
Penalty Moddier «| [ Judge Ordered Detention Penaky Modfier (O Judge Ordered Detertion
v
= - = - =

b. Petition Screen
i. Click the Save button on the Petition screen and the View / Print button will become

accessible.
ii. Click the View / Print button on the Petition screen and the Report Viewer screen will
appear.

& Virginia Departrent Of Juvenile Justice

M4l o2h M|« @G |er| 100 Find | Hext |

PETITION CaseNo. &
a5l Petition X Commonmealth of Vingieia VA, CODE §} 16.1-263; 16.1-263

__RICHMOND Juvenile and Domestic Relations District Court

1 re 3 Chald undes ighteen years of ags

[CRILD s "anaE. = DATE OF BIRTH AGE RN ACE

1 [Pt i . ] —— 1 WeW  EER B W

[CFLDs ADDRESS TELEPHONE NO

|4 R SR T e -

[FAm TTMOTHER [ JFATEER B i ENO

s

FARENT
4

[NARE GF FARENT TTMOTRER [ IFATRER e BATE OF BIRTH TELEPHONE NO

Copy Offense Text - — e
IN VIOLATION OF SECTION 18.2-456(5) OF THE 1950 CODE OF VIRGINIA AS AMENDED. OEIIMM\GEAHDM TEEPHONE NO

11.
12 Chd held= CUSTODY [ ] ¥ES (] KO
13 Place of Detemticm or Sheltes Cace e
14. Dute and Tine Taloes into Custody 15, Date and Time Placed in Detentson or Shehier Care

i i — ™ ! i i m
16 The above mformation 1 not knows to the petitioner Nofs).
L ledge, that ek and
‘Demeatic Relations District Court Law ia that, within this city county, the child:
1N VIOLATION OF SICTION 18.2.486(6) OF THE 1966 CODE OF VIRGINIA AS AMENDID.

Virginia Crisse Code: CUS- 387409

WHEREFORE, the Pesitioner reqoests that the clib and the pessons b his o her custody and control b sceamemed to appeas befire this Cout,
’ w : i

and mtent of the Jevenale and Domeste Retions Dratnet Court L
| snan VADDLE LAFORCE

iii. Report Viewer Screen
1. Click the Print button on the Report Viewer screen and the Print Petition information

screen will appear.
a. Click the OK button on the Print Petition information screen and the Print screen

will appear.
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& Virginis Depastment Of havenile Justice

Print Petition | X
1 A2 M @@ (| |
PETITION Case X B : . :
c"‘:m‘_ s come 26 151088 ase e some information for this intake case and petition will remain
g open to editing until retrieved by the Supreme Court of
" Virginia.
. RICHMOND Juvenile and Domestic Relations Distict Court
1 7¢ 3 Chald undes eightemn years of agn
[FRLOSNAE = DATEOF BIRIR AGE WX RAGE
§ s - g o —— ) megmm L omem
(CRILDS 2008 TELEPRONE O
S SRR T =iy
\_:u.zwrwq TTMOTHER [ JFATEER S DATE OF BIRTH  TELEFHONE NO
[ADDORESS OF PARENT
e [E -
Print X
TALE OF FARENT TTMOTHER, [ IFATIER. iy GATE OF BIRTH TELEPHONE NO
General
[ADORESS GF PARENT
TSI Select Printer
BFax = Onehlote (Desktap)
[ CUARDIANLEGAL CUSTODIAN 07 PERSON [N LOCO PAFENTE FELATIONSHIP TO CHILD o —_
I ‘ez Microsoft Prink to POE = Policy
‘ﬂﬁmiﬂ—\“‘l—m’m TELEFHORE N0 = Microsoft XPS Document Writer
13 Chd held e CUSTODY [ ] Y85 [] MO
S Status Ready CiPrinttofie | Preferences
£5. Dats aod Time Placnd in Detention o Shelier Care Loeation:
! ! L3 Comment Find Printer...
1. the underigmed petitione. stace under sath o the best of my knzwledge, 52t the above-camed chibd i within the purview of the Jovenile and
Desmeatac Relatuoas Drstract Court Law = that, within this city county, the child Page Range
¥ VIGLATION OF SICTION 18.2-48648) OF THE 1868 CODE OF VIRGINIA AS AMINDED. 3
on Number of copies: 1 3]
Selection Cument Page
() Pages 1 Collate
Virgiaia Crime Code: CUS. 7420 Enter sither a single page number or a single _l}zﬂ _1}2@
'WHERGFORE, s it sl 4 b s 1 et o i oo ooy aod it bt s 1 g s s Cot gle pag g
a0 that hes Court enter such orders asd judgmmests a5 the Court deems fit 25 proper in accosdance with the lu and which wil serve the purpose page range. For example, 512
ant enile and Domests: Reations Dhserct Couet Law.
¥ADDLE LAFORCE
Brint Cancel Apply
MOTHER oo adfimed DEEIRL 0L P ~

i. (i) Click the Print button on the Print screen to complete print activity and
return to the Report Viewer screen. (ii) Click the X in the upper right corner to
close the Report Viewer screen and return to the Petition screen.

ii. (i) Click the Cancel button on the Print screen to cancel the print activity and
return to the Petition screen. (ii) Click the X in the upper right corner to close
the Report Viewer screen and return to the Petition screen.

& Virginis Department Of Juvenile Justice

(1 of2b M|«

PETITION
Commarmyaith +f Viegsia VA, CODE 1§ 16.1-263; 16,1263

. RICHMOND: Juvensle and Domestic Relations District Cout

= Print X 1 8 CHib s vighteen vesss of ags
- E DATECF BIFIR A A
e - —— ) megm 3
General
(CRILDS A00Es% T
S SRR T D min
Select Printer [FE OF PARENT T [ IMOTHER [ |FATEER S DATE OF BIRTH T.[LEPHB\E\U
=2 —_ -
Srx = OneNote (Desktor) R
i Microsoft Print to POE = Palicy s
= Microsoft XPS Docurment Writer [FARE OF PARENT [ IMOTIER [ JFATHER. E5 DATE OF BIETH TELEPHONE NO
kil
Status Ready [ Printtofile  Preferences
Location:
Comment Find Printer... N . O e B 230 PR o E e e
[CTEREy NAE A0 ADDRES TELEPHONE NO
Page Range
on Number of copies: 1 ] _
12 Chdbelia CUSTODY [ ] V88 (] NO
Selection Currert Page T3 Ploce o Deteatiom o SBAR GO s
14, Date and Time Takom i Custody 15, Dats a5t Tie Placed in Ditention or Shelte Care
) Pages 1 Collate ) 7 7 .
T 213 2|3 ——
Enter either a single page number or a single 1 1
1 e oo, st s ch o s et of ol thal e svecued il s i i o e ol
RS ReGEa R ‘Demestic Reltions Distict Cout Lo this ity county, the chil
15 VIOLATION OF SICTION 183ASKF) OF THE 1961 CODE OF VIRGINIA AS AMINDID.
Print Cancel Apply
Virginia Crime Code: CUS 387419
WHEREFORE, the Petiioner cequests hat the b and the pessons having his o ber custodly and caatrol be sussmaned to appear befocethis Cour,
208 that this Courteater such caders asd udsments 25 the Cour deems fit and peopes in socordance with the L and which il serve the purposs
40 aten o e Feenie 0 Dot Relons D st L
= "
(%8 St | >

iv. Click the Close button on the Petition screen and the user will return to the Juvenile
Intake tab on the Juvenile Delinquent/Status Intake screen. The Requires School
Notification statement and Print School Letter button will now display on the Juvenile
Intake tab.
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55 Juvenile Delinguent/Status Intake x

Juvernile Intake

Charged Offense Information

Offense

Retrieved
P Decision

by the SC

Offense
Date

Offense
Number

VCC Code Cffense Description Jo

ADULTERATION OF FOOD, DRUG, ETC. WITH...

Copy Offense Text
Selected Offense Details

IN VIOLATION OF SECTION 18.2-456(5) OF THE 1950 CODE OF VIRGINIA AS AMENDED. Offense Date I ERENSE Offense Requires Schoal Notfication Add New Offense
VCC Code [ASL-1317-F3 Statute [18.2-542 Detention Assessment
Heading |ASSAULT Detention Order

@) () O Subheading |
No Selection Was Made Description | ADULTERATION OF FOOD, DRUG, ETC. WITH INTENT INJURE 1

Penalty Modfier [[) Judge Ordered Detertion

Offense Decision |03- Petition/Detention Order Filed

Reqguires School Notification
Edit Copy Delete View Petition Print School Letter

The File Petition button will transition into the View Petition button once the petition is saved.

Delete | File Petition Delste | View Petition | ‘

==

1. Print School Letter Button
a. Click the Print School Letter button and the Report Viewer screen will appear displaying
any School Notifications. If more than one notification exists, the user must select the
desired intake case number from the list displayed in the left column of the Report Viewer
screen.
b. The School Notifications lists the petition date; juvenile’s name, date of birth, and address;
the intake officer, ICN; and FIPS; and the charges and related statute.

B Virginia Department Of Juvenile Justice - u] X
d 4 ] of 16 b |« @ & |- | 100% - Find | Next

= SchoolNotfications

ol
CONFIDENTIAL

PETITION FILED

RE:

Select Intake DOB: [
Case Number i
W T, B R

INTAKE OFFICER: After Hours Intake ~ FIPS: 5.

ICN: [
CHARGES STATUTE PETITION DA1

(ASSAULT) 18.2-64.2 (e b ]
ADULTERATION OF FOOD, DRUG. ETC. WITH INTENT INJURE OR KILL

in accordance with Section 16.1-260 of the Code of Virginia as amended, this is ta notify you that this agency has filed
the petition listed which involves a juvenile who is or should be enrolled in your school.

Page 1 of 1

2. Add Court Summons Button—Juvenile Delinquent/Status Intake Screen, Intake Case Tab
a. Click the Add Court Summons button, and the Court Summons tab will appear on the Juvenile
Delinquent/Status Intake screen.
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gl Juvenile Delinquent/Status Intake

Petitioner’s Information
Unknown?  SSN | Name
Unknown?

Juvenile’s Infarmation

SSN Name

Juvenile Number DOB

Intake Case Number (ICN): Fe=
Court District
Open Date
Case Type

Time

Relationship
Worker

Edit Intake Case
Info

Copy Intake
Case

Delete Intake

Intake Case  Namative Juvenile Intake Detention Assessment Detention Orders  Shelter Care Orders

Age (Years - Maonths)

FIPS
Close Date
Petitioner Type
(Petitionerfo Juveriie)

Keyed By

View / Print

Case Intake Report

Add View | | Clear

Add View | Clear

Add

Clear

Juvenile Has Alert(s)

Offense History
Summary Report

Wiew Supreme
Court Details

Add Juvenile Intake

Add Court Summons

Add Bench Warrant

8 Juvenile Delinquent/Status Intake

Intake Case  MNamative Juvenile Intake Detention Assessment Detention Orders  Shefter Care Orde

Charged Offense Information

*

Cffense
Date

Offense

VCC Code Number

(ffense Description

Offense Retrieved
M Decision 0 by the SC

Selected Offense Details

Ofense Date
VCCCode [ ||Find VCCCode

Heading

Subheading

Description
Penalty Modifier -

Offense Decision

Save

SC#
Statute

[] Judge Ordered Detertion

Cancel

Add New Offense

b. Court Summons Tab—Juvenile Delinquent/Status Intake Screen
i. Select the Offense Date from the calendar drop screen.

ii. Click the Find VCC Code button and the Search Offense screen will appear. If the Offense Date

has not been selected a warning will display on the VCC Code Search screen.

| | Find vCC Code

Staty

VCC Code Search *
@ Please enter the offense date before searching for VCC code,

1. Locate the desired offense from those displayed in the Search Results table or search for an
offense by (i) typing the Statute, VCC, Heading, Sub-Heading, or Description into the
corresponding field(s). The Use Wildcard?* checkbox will be selected automatically, uncheck
the checkbox if the wildcard function will not be used. (ii) Click the Find button and the Search
Results section will display all items that meet the search criteria by VCC Code, Statute, and
Offense Description. (iii) Click on a row to select a VCC Code and the row will be highlighted in

blue.

2. Click the Ok button.
a. If the intake offense selected is a Prohibited Diversion Offense the Prohibited Diversion
Offense information screen will appear. Click the OK button to close the Prohibited Diversion
Offense information screen and return to the Court Summons tab on the Juvenile
Delinquent/Status Intake screen.

b. If the intake offense selected is not a Prohibited Diversion Offense the user will
immediately return to the Court Summons tab on the Juvenile Delinquent/Status Intake
screen.
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ol Search Offense *
Offense Search Criteria
swie | S N R T
Heading | | Find
- Prohibited Diversion Offense X
o | |
Search Results The offense selected
- (i} cannot be resolved or diverted,
VCC Coce Statute Offense Description . (ii} cannot be resolved unless the victim is a family or
CHNV-7017-M3  [10.1-1142(D) BUILD FIRE WITHIN 150 FEET OF WOODLAND, BRUSHLAND ETC household member, or
- (i) requires affirmative consent for diversion per VOL 111-9123
-/ s { ) . . -
CNY-7025-M1 10.1-2214 UNDERWATER RECOVERY OF HISTORIC PROPERTY WITHOUT PERMIT _ Diversion and Resolution at Intake.
CNV-7026-M1 10.1-203 USE OF MOTORIZED VEHICLE ALONG APPALACHIAN TRAIL
CNV-T027-M1 | 10.1-2305 ARCHAEOLOGICAL EXCAVATION OF HUMAN REMAINS WITHOUT PERMIT mggpn':t:tff:ept"’”” exemptions must be entered in the
CNV-7028-M1 10.1-2306 DAMAGE, ETC ANY OBJECT OF ANTIQUITY ON STATE-CONTROLLED LAND
CNV-7030-M1 10.1-1005 DUMP ETC. WITHOUT PERMISSION OF OWNER
CNY-7031-M1 10.1-1004 EXCAVATE ETC. WITHOUT PERMISSION OF OWNER
A
Selected Offense Details
Heading COMSERVATION [] NnﬁythSl?'
Sub Heading PARKS AND RECREATION
t- Yes [] Mo Ok Close

Multiple VCCs can be added to a petition/order.

Click the Find button on the Search Offense screen to search for an offense without entering any information into the search
fields.

When a VCC is selected, 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 Prohibited Diversion Offense (i) cannot be resolved or diverted, (ii) cannot be resolved unless the victim is a family or
household member, or (iii) requires affirmative consent for diversion. Some cases may be resolved with the appropriate
exception/exemption and require an explanation to be entered in the intake narrative.

> Refer to the CSU Procedure, VOL 11I-9123, Diversion and Resolution at Intake, for detail pertaining to: (i) selected offenses for
which resolution is prohibited and affirmative consent is required to divert; and (ii) certain offenses for which diversion is
prohibited.

ii. Select the (i) Penalty Modifier, if applicable, and (ii) the Offense Decision from the drop-down
menus.
iv. Click the Save button.

1. If the intake offense selected is for a weapon offense that has a detention order requirement,
the DO Requirement information screen will appear. Click the OK button to close the DO
Requirement information screen and return to the Juvenile Intake tab on the Juvenile
Delinquent/Status Intake screen. The saved information will appear in the Charged Offense
Information section on the Juvenile Intake tab.

2. If the intake offense selected is not for a weapon offense that has a detention order
requirement, the DO Requirement information screen will not appear, and the saved
information will immediately appear in the Charged Offense Information section on the
Juvenile Intake tab.

DO Requirement x

A detention order is required per Administrative Directive.
When in accordance with the directive/Code of VA a DO is not
issued, an explanation must be documented in the intake
narrative.

A detention order is required per Administrative Directive for certain weapon offenses. When in accordance with an
Administrative Directive and/or the Code of VA a detention order is not issued, an explanation must be documented in the
intake narrative. The DO Requirement information screen will display when the user saves a Juvenile Intake containing certain

weapon offenses combined with the following Offense Decisions: “02 — Petition Filed,” “03 — Petition/Detention Order Filed,”
“07 — Req’'d To Participate-Diversion,” or “13 — Detention Order Only.”

¥
Gy

Refer to Administrative Directive A-2022-005—Mandatory Override for Weapons Offenses on the Detention Assessment
Instrument and Administrative Directive A-2023-003—Mandatory Override for Grand Larceny of a Vehicle and Eluding Police
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in a Vehicle on the Detention Assessment Instrument for detail pertaining to weapon offenses that require either: (i) a
detention order, or (ii) an explanation entered in the intake narrative detailing why a detention order was not required.

v. Once saved, the Add New Offense button will become accessible, and the Detention
Assessment, Shelter Care Order, or Detention Order buttons may appear depending upon the
Offense Decision selected. The Edit, and Delete buttons will also appear on the bottom of the

Court Summons tab.

8 Juvenile Delinquent/Status Intake

Intake Case  Namative Court Summons

o5 Juvenile Delinquent/Status Intake X

Intake Case Namative Court Summons

]

Add New Offense

Detention Assessment

Charged Offense Information Charged Offense Information
(Offense Offense Offense Retrieved Offense Offense Offense Retrieved
Date VCC Code Number Offense Description PM Decision 0 by the SC Date VCC Code Number Offense Description M Decision o by the 5C
Selected Offense Details Selected Offense Details
Offense Date ZI sC# Add New Offense Offense Date sCc# " Add New Offense
VCCCode (W< | [Find VEC Code |  Statute VEC Code Statute | % Detention Assessment
Heading: Heading:

Subheading: ™ Subheading:

Decription Decription:

Penalty Modfier ~ | [ Judge Ordered Detention Penalty Modifier [ Judge Ordered Detention
Offense Decision ~ Offense Decision | 21 - Unsuccessful Diversion/No Petttion Filed L\,

|

Add New Offense

Detention Assessment

Shefter Care Order

A Detention Order button will appear on the Court Summons tab if either Offense Decision “03 — Petition/Detention Order

Filed” or “13 — Detention Order Only” is selected.

A Shelter Care Order button will appear on the Court Summons tab if either Offense Decision “11 — Petition/Shelter Care

Filed” or “12 — Shelter Care Only” is selected.

The Detention Order button will appear on the Court Summons tab if the Judge Ordered Detention checkbox is selected.
In the Charged Offense Information table, a record will display a check mark in the JO checkbox whenever a judge orders a
juvenile to be detained, the Judge Ordered Detention checkbox associated with the offense record is selected, and the

record is saved.

In the Charged Offense Information table, a record will display a check mark in the Retrieved by the SC checkbox
whenever the Supreme Court number (SC#) on the petition was used by a clerk to pull intake case information into the

Supreme Court of Virginia’s data system.

vi. Add New Offense Button—Juvenile Delinquent/Status Intake Screen, Court Summons Tab
1. If another offense needs to be added to the petition/order, (i) click the Add New Offense button
on the Court Summons tab, and the Selected Offense Details fields will become accessible. (i)
Repeat the steps above to add another offense.

vii. Detention Assessment Button—Juvenile Delinquent/Status Intake Screen, Court Summons

Tab

1. Click the Detention Assessment button, and the Detention Assessment screen will appear.

Add Mew Offense

Detertion Assessment
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2. Detention Assessment Screen
a. The Detention Assessment screen contains the DA/ Scores tab and the Overrides tab. The
Worker Name field will auto-populate. The DAI Date field will auto-populate to the current
date, but can be changed using the calendar drop-down screen. The DAI# is a system
generated number and will be assigned after both tabs are completed and the detention
assessment is saved.

Some fields in the DA/ Scores tab will auto-populate. Be sure to review all the auto-populated fields to ensure the correct
criteria are being used to calculate the DAI’s total score.

b. DAI Scores Tab—Detention Assessment Screen

85l Detention Assessment X
Worker Name: i | " DAl Date: DAI:
Follow-up: []
{DAIScores | Ovemides
1. Most Serious CURRENT Petiioned Offense
7 Category C: Otherfelonies
2. Addttional CURRENT Petitioned Offenses in this Referal
0 One ormore status offenses OR No additional curent offenses
3. Prior Adjudications of Guilt (includes continued adjudications with "evidence sufficient to finding of guit)
4. Petitions Pending Adjudication or Dispostion (exclude defemed adjudications)
5. Supervision Status
4  Parole
6. History of Failure to Appear (within past 12 months)
0 No petition/wamrant /detention order for FTAin past 12 months
7. History of Escape/ Runaways (within past 12 months)
0 No escapes or runaways within past 12 months
11 TOTAL SCORE Auto Fill Decision: | D«
Actual Decision / Recommendation: O Release O Atemative () Secure Detention
Save Close Print

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

i. Most Serious CURRENT Petitioned Offense Field
1. 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 to select the appropriate category from the drop-down menu.

If the juvenile is being charged with multiple offenses, use the most serious offense in the Most Serious CURRENT
Petitioned Offense section. The Scores for multiple offenses cannot be combined.

i. Additional CURRENT Petitioned Offenses in this Referral Field
1. 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.

When considering offenses to determine the value for Most Serious CURRENT Petitioned Offense and Additional
CURRENT Petitioned Offenses in this Referral only consider offenses where the Offense Decision is equal to “02 —
Petition Filed,” “03 — Petition/Detention Order Filed,” “11 — Petition/Shelter Care Filed,” “15 — Consent Signed/Petition Filed,”
“16 — Court Summons, “ or “18 — Unsuccessful Diversion/Petition Filed.”

iii. Prior Adjudications of Guilt (includes continued adjudication with “evidence
sufficient to finding of guilt”) Field
1. (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
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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.

Cases that are dismissed by the court after successful completion of ordered conditions should NOT be counted in the Prior
Adjudications of Guilt section.

iv. Petitions Pending Adjudication or Disposition (exclude deferred adjudications)

Field

1. (i) Select the appropriate option from the drop-down menu 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 continued for the
disposition. The notes should specify if the case has been adjudicated or is pending
adjudication.

Do NOT include any offenses with a deferred finding in the Petitions Pending Adjudication or Disposition field.

Refer to the Offense History Manual on how to navigate the Offense History screen in the BADGE web and Windows
applications.

¥ Refer to the Juvenile / Adult Search & Information Manual for instructions on how to search for a juvenile in the BADGE web
application.

Refer to the Caseload Manual on how to navigate the Contacts tab in the BADGE web application.

v. Supervision Status Field
1. 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.
vi. History of Failure to Appear (within past 12 months) Field
1. 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.

vii. History of Escape/Runaways (within past 12 months) Field
1. 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.

viii. Auto Fill Button
1. Click the Auto Fill button to auto-populate, or reset, the fields (items i to vii above)
with their respective default values.
ix. Total Score Field
1. The total score will calculate based on the selected options.
X. Indicated Decision Field
1. The Indicated Decision is based on the Total Score. The Indicated Decision will
be either Release, Detention Alternative, or Secure Detention.
c. Overrides Tab—Detention Assessment Screen
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gl Detention Assessment =
Worker Name: {7 1 "o DAI Date: DAl
Follow-up: []
DAI Scores | Gvertides |
Mandatory Overides {(Juvenile Must Be Detained)
() 1. Use of fiream in curent offense Comment
(C] 2. Weapons Offenses, Adm. Dir. A-2022-005, emai amend
[ 3. Escapee/AWOL/Absconder per DJJ Procedure 9471
() 4. Local court policy {indicate applicable policy)
Discretionary Qvemide
([ 1. Agaravating factors (ovemide to more restrictive placement than indicated by guidelines)
[ 2. Mitigating factors {overide to less restrictive placement than indicated by guidelines)
Type Factor Narrative Add
Edit
Delete
Factor
Namative
[ 3. Approved local graduated sanction for probation./parole violation
Justfication
Actual Decision | Recommendation: () Release () AMtemative (C) Secure Detention
Save Close Prirt

i. Mandatory Overrides (Juvenile Must Be Detained)
1. (i) Click the appropriate checkbox, if any, for items 1-3 and (ii) provide a detailed
description of why the mandatory override was selected in the Comment text field. If
a Mandatory Override is selected the juvenile must be detained, regardless of the
Indicated Decision field on the DAl Score tab.

If Local Court Policy is selected as the mandatory override, provide a brief narrative indicating which court policy was
applied.

i. Discretionary Override
1. Aggravating factors are overrides for a more restrictive placement than indicated
by guidelines. Mitigating factors are overrides for a less restrictive placement than
indicated by guidelines.
a. If necessary, click the appropriate checkbox for either item 1, Aggravating
factors or item 2, Mitigating factors. An Error screen will be displayed if an
attempt is made to select both items.

Error X

Aggravating Override and Approved Local Graduation
Sanction
must be unchecked befare selectinglkmgating Override

b. (i) Click the Add button to access the Factor drop-down menu. (ii) Select the
most applicable Factor from the drop-down menu and, depending upon the
Factor selected, the Narrative text field may auto-populate. (iii) Add text or
update the Narrative text field as required. (iv) Click the Done button and the
information will save as a new Discretionary Override entry. If the user attempts
to create an additional Discretionary Override an Error screen will be displayed.

ONLY an Aggravating factor or a Mitigating factor can be added to a DAI, but not both.

Select the most serious aggravating factor, if any apply to the juvenile.

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.
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gl Detention Assessment ot Detention Assessment x

DAl Scores {Ovenides | DAl Scores | Ovemdes |
Mandatory Overmides (Juvenile Must Be Detained) Mandatory Overrides (Juvenile Must Be Detained)
(0 1. Use of fiream in cument offense Comment [0 1. Use of fiream in current offense Comment
[[] 2. Weapons Offenses, Adm. Dir. A-2022-005, email amend [] 2. Weapons Offenses, Adm. Dir. A-2022-005, email amend
[ 3. Escapee/AWOL/Absconder per DJJ Procedure 9471 ‘ () 3. Escapee/AWOL/Absconder per DJJ Procedure 9471
(7] 4. Local court policy {indicate applicable policy) [ 4. Local court policy {indicate applicable policy)
Discretionary Ovemide Discretionary Ovemde
() 1. Aggravating factors (ovemide to more restrictive placement than indicated by guidelines) 8 1. Aggravating factors {ovemide to more restrictive placement than indicated by guidelines)
[ 2. Mitigating factors (override to less restrictive placement than indicated by guidelines) () 2. Mitigating factors fovenide to less restrictive placement than indicated by guidelines)

]
Type  Factor Marative Add Type Factor Nanative Done
Edit Cancel
Delete Delete

Factor | Factor v

Naative | Nanative
[ 3. Approved local graduated sanction for probation/parole violation - Approved local gradu: 'sanclion Tor probation/parole violation
Justfication | Justification |

()

[ T g e s VTG (0 MU (ESNCLYS paw et than INAICaTEd by gUIte.. e ,
[] 2. Mitigating factors {ovemide to less restrictive placement than indicated by guidelines) Error =
Type Factor Namative E Add i
A Juvenile Has Signfficant Substance Abuse Problem |Juvenile was screened by a qualified profes... Only one discretionary override factor may be keyed
for assessments completed after October 1, 2016,
Delete

Factor |Juvenile Has Significant Substance Abuse Problem

c. Edit Button
i. (i) Click the Edit button, and the Factor and Narrative boxes will become
accessible, (ii) edit the information as needed, and (iii) click the Done button
when the edits are completed.
d. Delete Button
i. Click the Delete button and the Discretionary Override will be removed.
2. Approved local graduated sanction for probation/parole violation Checkbox
a. If necessary, (i) click the item 3, Approved local graduated sanction for
probation/parole violation checkbox and (ii) provide a brief description in the
Justification text box. This item cannot be selected if either item 1, Aggravating
factors or item 2, Mitigating factors have been selected; attempting to do so
will display an Error screen.

Error x

(4] 3. Approved local graduated sanction for probation/parole viclation o Aggravating and Mitigating Overrides mubbe unchecked

befare selecting Approved Local Graduation Sanction

Justification |add description
S

d. Actual Decision/Recommendation—Detention Assessment Screen
i. Consider the Indicated Decision displayed on the DAl Scores tab and the selected
override, if any, then (i) select the appropriate Release, Alternative, or Secure
Detention radio button, and (ii) click the Save button. A warning will appear for any
items not completed on the DA/ Scores tab; the assessment cannot be saved until all
items are completed. Once the assessment is saved the DAI# field will auto-populate.
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B&! Detention Assessment X

Mandatory Ovenides {Juvenile Must Be Detained)
[ 1. Use of fiream in cument offense Comment;

[T 2 Weapons Offenses, Adm_Dir A-2022-005. email amend
[ 3. Escapee/AWOL/Absconder per DJJ Procedure 9471
(T 4. Local cout policy indicate applicable policy)

Discretionary Ovemide
[[] 1. Aggravating factors (ovemide to more restrictive placement than indicated by guidelines)
[ 2. Mitigating factors (ovenide to less restiictive placement than indicated by guidelines)

Type  Factor Namative Add
Edt
Delete

Faﬂorl
wal

(O 3, Approved local graduated sanction for prabation /parole violation
dustfication |

o) Detention Assessment X

[DAT Scares | Overides
1. Most Serious CURRENT Petitioned Offense
['7  Category C: Otherfelonies v

2. Addtional CURRENT Pettioned Offenses inthis Refemal
0 One ormore status ofienses OR No additional cument offenses

3. Prior Adudications of Guit fncludes continued wih “evidence to finding of guit
-

4. Petitions Pending Adwdication or Dispostion (exclude defemed adudications)

T [

| Please select value from the list i

"

3 atus

|4 Parie v — ___q_________‘_‘}‘
6 Hestory of Failre to Appear (wihin past 12 months)

[T0 Nopettion/wamant/dstention orderfor FTAin past 12months -
7. Hestory of Escape/ Runaways (within past 12 months)

[0 Noescapes or nnaways wihin past 12 months v

(11 TOTALSCORE  Auofd Indicated De D Alt

a5l Detention Assessment X

[DAT Scares | Overides
1. Meost Sericus CURRENT Petitioned Offense
,T Category C: Other felonies

DAl Mumber populates when the
Detention Assessment is saved.
2. Addtional CURRENT Pettioned Offenses in this Refe

0 One ormore status offenses OR No addiional cument offenses ~
3. Prior Adudications of Guilt fncludes continued with “evidence sufficient to finding of guit™)

w

4. Pettions Pending Adpdication or Dispostion (exchude defemed adpudications)

~

5. Supervision Status

[(4 Parcle -
E. Hestory of Faure to Appear (wthin past 12 morths)

[0 No pettion/wamant/detention order for FTA in past 12 months v
7. Hstory of Escape/ Runaways (whin past 12 morths)

’T No escapes of runaways within past 12 months ~

11 TOTALSCORE  AucFil D

e. Edit Button—Detention Assessment Screen
i. (i) Click the Edit button, (ii) edit the information on the DAl Scores tab or the Overrides
tab as required, and (iii) click (a) the Save button when the edits are completed or (b) the
Cancel button.
f. Close Button—Detention Assessment Screen
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Click the Close button and to return to the Detention Assessment tab on the Juvenile
Delinquent/Status Intake screen.

g. Pr|nt Button—Detention Assessment Screen
To view or print the Detention Assessment Instrument Report, click the Print button,
and the completed assessment will appear on the Virginia Department of Juvenile
Justice report viewer screen. View, print, or save the assessment from the report viewer
screen.
Click the X in the upper right corner to close the report viewer screen and return to the
Detention Assessment screen.

85l Virginia Department of Juvenile Justice - o X

1 of 1 @ | E A = -
Virginia Department of Juvenile Justice
Detention Assessment Instrument Report

100% - Find

Juvenile Name: = " p—
Intake Date:

Completed as Follow-up (on call Intake):®

Juvenile Number:
Worker Name:

DOB:
csuz
DAK: | =

1. MOST SERIOUS CURRENT PETITIONED OFFENSE
Category A: Felonies against persons 15
Category B: Feleny weapons or felony narcotics distribution 12
Category C: Other felonies. 7
Category D: Class 1 against persons 5
Category E: Other Class 1 3 7
Category F: Violations of i 2

2. ADDITIONAL CURRENT PETITIONED OFFENSES IN THIS REFERRAL
Twéo or more additional current felony offenses...... .3
One addtional current felony offen 2
One or more addtional misdemeanor OR violation of prob.iparole offenses. 1
One or more status offenses OR No additional current offenses... o

3. PRIOR ADJUDICATIONS OF GUILT

(includes continued adjudications with "evidence sufficient to finding of quilt™)
Two or more prior adjudications of guil for felony offenses

Score

One prior adjudication of guit for a felony offense
Two or more prior of guit for

Twa or more prior of guil for prob.
One prior adjudication of guit for a

offenses
le violations
or status offense.

No prior of quit.
4. PETITIONS PENDING ADJUDICATION OR DISPOSITION :exclude deferred adjudication:
One or more pending pefitionsidispositions for  felony offense .. ..
Two or more pending petitions/dispostions for other offenses .....
One pending pefiion/disposition for an other offense .....
No pending
5. SUPERVISION STATUS

EY-

4
Probation based on a Felony or Class 1 misdemeanor 3
Post-Disposition Case Management OR Probation based on Other Offenses H
1
0

Diversion
Hone.
6. HISTORY OF FAILURE TO APPEAR (within past 12 months)
Two or more petitions/warrants/detention orders for FTA in past 12 months.
One pettion/warrantdetention order for FTA in past 12 months 1

No petitioniwarrantidetention order for FTA in past 12 months. 0
7. HISTORY OF ESCAPE/RUNAWAYS (within past 12 months)

One or more escapes from secure or custody

One or more instances of absconding from non-secure, court-ordered placements

One or more runaways from home

No escapes or runaways wiin past 12 monihs.

INDICATED DECISION: 10-14 DETENTION ALTERNATIVE

o wa

TOTAL SCORE: 11

4 »

3. Detention Assessment Tab—Juvenile Delinquent/Status Intake Screen
The Detention Assessment tab displays the assessment(s) completed using the Detention
Assessment button on the Juvenile Delinquent/Status Intake screen, Juvenile Intake tab. At the
bottom of the Detention Assessment tab, three buttons allow the user to add, view/edit, or
delete a detention assessment.

gl Juvenile Delinquent/Status Intake

Intake Case  Namative Juvenile Intake

a5l Juvenile Delinquent/Status Intake

I Charged Cffense Information I

Intake Case Namative Juvenile Intakd ~Detention Assessment

DA Date Follow-Up? DAl Score  Indicated Decision

Offense
Date

Offense

VCC Code Number

Offense Description

1602211 Nz 752 USEOPHOTORZED VEHCLENONG P A | 12 || @

Offense

Retrieved
M Decision

by the SC

Actual Decision

T T I e g e e S

Worker Name

| =

landatory Ovemides (Juvenile Must Be Detained)
[ 1. Use of firearm in cument offense
Weapons Offenses, Adm. Dir. A-2022-005, email amend

[
ra

w
m
8
8
&
H
8
=
-
[=]
3
H
2
8
S
E
@
b=
q
(=]
1=
o
3
8
2
g
g
a
4

Selected Offense Details

Offense Date | 06/02/2021
VCC Code | CNV-7026-M1
Heading |CONSERVATION
Subheading | PARKS AND RECREATION

Description
Penalty Modffier | Attempt

Offense Decision | 02 - Pettion Filed

Statute | 10.7-203

USE OF MOTORIZED VEHICLE ALONG APPALACHIAN TRAIL
[ Judge Ordered Detention

[_] 4. Local court policy (indicate applicable policy}

Detention Assessment

Add New Offense Discretionary Ovenide

Comment:

[[] 1. Aggravating factors (pvemide to more restrictive placement than indicated by guidelines)
[C] 2. Mitigating factors {ovenide to less restrictive placement than indicated by guidelines)

Factor Marative

[0 3. Approved local graduated sanction for probation./parole vialation
Justification

I Edit I

Copy

Delate

File Petition

Add View /Edit

Delete

a. Add Button—Juvenile Delinquent/Status Intake Screen, Detention Assessment Tab
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i. Click the Add button and the Detention Assessment screen will appear. To add a new
assessment perform the steps detailed in the Detention Assessment screen section
above.

o Detention Assessment X

1. Most Serious CURRENT Petitioned Offense

7 Category C: Other felonies v
2. Addtional CURRENT Pettioned Offenses in this Refemal

0 One ormore status offenses OR No additional current offenses v
3. Prior Adudications of Guit fncludes continued adudications with “evidence sufficient to finding of guit™)

4. Petitions Pending Adpdication or Dispostion (exclude deferred adudications)

5. Supervision Status

4 Paole v
Hestory of Fadure to Appear (whin past 12 months)

0 No petition/warmant/detention order for FTAin past 12 months v
@gyd&me/&mm(w&mmﬂ’mﬂu)

0 No escapes or runaways within past 12 months v

o

~

11 TOTAL SCORE Auto Fill Indi d D D

b. View/Edit Button—Juvenile Delinquent/Status Intake Screen, Detention Assessment
Tab
i. (i) Click on a row to select a detention assessment and the row will be highlighted in
blue. (ii) Click the View/Edit button, and the Detention Assessment screen will appear.
See the steps detailed in the Detention Assessment screen section above for
instructions on completing the detention assessment.

o5} Juvenile Delinquent/Status Intake X

Intake Case  Namative Juvenils Intake Detention Assessment

Detention Atemative Detention Altemative

Mandatory Ovemides {Juvenile Must Be Detained)

[J 1. Use of fiream in cument offense

[0 2. Weapons Offenses. Adm. Dir. A-2022-005. email amend
[ 3. Escapee/AWOL/Absconder per DJJ Procedure 9471
[ 4. Local court palicy findicate applicable policy)

Comment:

Discretionary Overmide
[C] 1. Aggravating factors {ovenide to more resirictive placement than indicated by guidelines)
[C] 2. Mitigating factors (ovemde to less restrictive placement than indicated by guidelines)

Factor Narrative

[J 3. Approved local graduated sanction for probation/parole violation

Add View /Edit | Delete

c. Delete Button—Juvenile Delinquent/Status Intake Screen, Detention Assessment Tab
i. (i) Click on a row to select a detention assessment and the row will be highlighted in
blue. (ii) Click the Delete button and the Please Confirm Delete Operation screen will
appear. (iii) Click either the (a) Yes button to delete the assessment or (b) the No button
to cancel the delete operation.

Justification ‘
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Intake Case  Mamative Juvenile Imak4 Detention Assessment

\

| — . = =
[Eomm | W | 1otk MmO Renaie

Mandatory Overmides {Juvenile Must Be Detained)

(] 1. Use of fiream in current offense

() 2 Weapons Offenses, Adm_ Dir. A-2022-005, email amend
(] 3 Escapee/AWOL/Absconder per DJJ Procedure 9471
([ 4. Local court policy findicate applicable policy)

Comment

Discretionary Ovemide
[] 1. Aggravating factors (ovemide ta more restrictive placement than indicated by guidelines)

() 2. Mitigating factors (overide to less restrictive placement than indicated by guidelines)

BADGE CSU Intake Manual

keyed by

Please Confirm Delete Operation

Would you like to delete detention assessment for Intake
Case Number

. 7

=

Factor Narative

(] 3. Approved local graduated sanction for probation/parole violation

Justification

viii. Detention Order Button—Juvenile Delinquent/Status Intake Screen, Court Summons Tab
1. (i) Select the Court Summons tab on the Juvenile Delinquent/Status Intake screen, (ii) click the
Detention Order button, and the Detention Orders tab will appear.

a. Detention Orders Tab

g2 Juvenile Delinquent/Status Intake * o5l Juvenile Delinquent/Status Intake X
Intake Case  Narative Court Summans Intake Case Namative Court Summons Detention Assessmery Detention Orders
Charged Cffense Infomation lssued Served Withdrawn Detention Date Printed
Date VCC Code Number Offense Description P Decision by the SC 3 07/08/2021
Detention Order Information
Facilty (O Ml ® Secure Detertions () Jails  Offenses for this Detention Order

Selected OF Detal Date lssued Date Served Date Withdrawn

elected Offense Details

=] [E]
Offense Date 5C# Add New Offense
Detention Order / Capias Reason(s)
5 "
VCC Code | VAN-D170-M3 Statute |8 Detention Assessment [ The juvenile is alleged to have ~
Heading: * = " committed an act that would be a felony or Class 1 misdemeanour f committed by adult,

Subheading n Detention Order " » P

Decription = violated the terms of probation or parole when the change for which he/she was placed on probation or parole

would have been a felony or Class 1 misdemeanor if committed by an adult
Penatty Madfier [ Judge Ordered Detention violated any of the provisions of §18.2-308.7
Offense Decision | 13 - Detention Order Only AMND there is clear and convincing evidence that:
the release of the juvenile constitutes a clear and substantial threat to the person or property of others; or
tha ralazes of tha ismils we il nraeamt = slasr snd sketastisl thra st of sarine bam b sk i’ Fa ar A
Delete Add Save Cancel View / Print

A Detention Order button will appear on the Juvenile Intake tab if either Offense Decision “03 — Petition/Detention Order

Filed” or “13 — Detention Order Only” is selected.

The Detention Order button will appear if the Judge Ordered Detention checkbox is selected.

Multiple VCCs can be added to a petition/order.

i. Select the appropriate Facility (i) radio button and (ii) facility name from the drop-down
menu. The Date Issued field will auto-populate to the current date. If the date must be
changed select the date using the Date Issued calendar drop-down screen. (iii) Place a
checkmark in the appropriate Offenses for this Detention Order checkbox(es). The
Date Served and Date Withdrawn will need to be entered into BADGE if and when the
detention order is served or withdrawn. (iv) Place a checkmark in all the appropriate
Detention Order / Capias Reason(s) checkboxes that apply to the juvenile; use the
scroll bar to view all available items. (v) Click the Save button to save the detention
order or the Cancel button. Once the detention order is saved the Add, Edit, Delete,
and View / Print buttons will become accessible.
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gl Juvenile Delinquent/Status Intake

Intake Case  Narative Court Summons Detention Assessment  Detention Orders

lssued Served Withdrawn Detertion Date Frinted

Detention Order Information

Facility Offenses for this Detention Order

Date Issued Date Served Date Withdrawn

Detention Order / Capias Reasons - 1 Reason Selected
The juvenile is alleged to have
[] committed an act that would be a felory or Class 1 misdemeanour f committed by adult,

O violated the terms of probation or parole when the charge for which he/she was placed on probation or parole
would have been a felony or Class 1 misdemeanor if committed by an aduft

violated any of the provisions of §18.2-308.7
AND there is clear and convincing evidence that
[ the release of the juvenile constitutes a clear and substantial threat to the person or property of others; or

__ tha ralazes o Hha issenils weold rrssaet 3 Alase 2nd ookt smtisl theast of sariene hemm de sosk b oesile’s Fa e o

| Add Delete View / Pirt

Add Button
a. To add a new detention order click the Add button and complete the immediately

preceding steps.

2. Edit Button

BADGE CSU Intake Manual

a. To edit an existing detention order (i) select an order and the row will be

highlighted in blue. (ii) Click the Edit button and the fields on the Detention
Orders tab will become accessible. (iii) Edit the information as required and (iv)

click the Save button when the edits are completed.

gl Juvenile Delinquent/Status Intake

e

Intake Case  Narative Court Summons Detention Assessment  Detention Orders

lssued Served Withdrawn Detertion Date Frinted

- Click a row to select a detention order -
14 _ to edit, delete, or view/print

Detention Order Information

Facility Offenses for this Detention Order

"

Date Issued Date Served Date Withdrawn

Detention Order / Capias Reasons - 1 Reason Selected
The juvenile is alleged to have

~
committed an act that would be a felony or Class 1 misdemeanour f committed by adult,
O violated the terms of probation or parole when the charge for which he/she was placed on probation or parole
would have been a felony or Class 1 misdemeanor if committed by an aduft

[ violated any of the provisions of §18.2-308.7
AMND there is clear and convincing evidence that

[ the release of the juvenile constitutes a clear and substantial threat to the person or property of others; or

—_ tha ralazes o tha i wanis weld rreeset 2 rlase 2nd ohetsetisl theast of oafee bam tn sk §oenilss Fa e b

Add Delete View / Pirt

3. 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.

Please Confirm Delete Operation

‘Would you like to delete detention order for Intake Case
Number s

4. View/Print Button

(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.

a.
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Bl Virginia Department OF Juvenile Justice _ o x
Pt L3
1 of 1 @ |- | 100% - Find | Next
DETENTION ORDER / CAPIAS PURSUANT TO § 16.1-247(K) Case No. L]

Commonwealth of Virginia Va. Code §§ 16.1-247(A & D), 16.1-245.1, 16.1-250 F, 16.1-256

[X] The juvenileis alleged to have

[] violated any of the provisions of § 18.2-308.7
AND there is clear and convincing evidence that

[] thejuvenile has theeatened to
£d of 2 court's

[X] committed an act that would be a felony or Class | misdemeanorif committed by an adult
[] violated the temns of probation of parole when the charge for which he/she was placed on probation or parole would have been
afelony or Class 1 misdemeanor if committed by 2n adult: or

[] therelease of the juvenile constitutes a clear and substantial threat to the person o property of others: ot
e release of the juvenile would present a clear and substantial threat of serious ham to such juvenile’s lfe or health; o

[] therelease of the juvenile would p clear and substantial threat of B ch juvenile’s life or health;

nd from the court’s jurisdiction during the pendency of the instant proceedings orhas 2

h

[ Thejo
officer.

[]  Thejuvenile is a fugitive from a jusisdiction outside Virginia and subject to verified petition or wamaat.
[1 The juvenile has failed to appearin court after having been duly served with a summons in any case in which it is affeged that the
juvenile has committed 2 delinquent act or that the juvenile is inneed of services or the juvenile is inneed of supervision.

ly ps 5
he has been directed to remain by the Jawful order of 2 judge or intake

[1 Thejw adhete to the p ty imp
felony charge

open, the juvenile shall be placed in the custody of:

Tegal holiday or day on which the Court is lawfully closed.

Ttis hereby ORDERED that the juvenile be taken into immediate custody and be brought before a judge orintakce officer. If court is NOT

on the next day on which the Court sits, not to exceed 72 hours. However, if the 72 hours expires on a Saturday, Sunday, legal holiday, or
day on which the Courtis lawfully closed, the juvenile shall be brought before the Court on the next day thatis not a Saturday, Sunday

2 his release upon a Class 1 misdemeanor charge ora

8 , a secure facility, until brought before the Court

[ CAPIAS PURSUANT TO § 16.1-247(K):
<

ix. Shelter Care Order Button—Juvenile Delinquent/Status Intake Screen, Court Summons Tab
1. (i) To display the Shelter Care Order button on the Court Summons tab select Shelter Care
Only from the Offense Decision drop-down menu. Once displayed, (ii) click the Shelter Care
Order button and the Shelter Care Orders tab will appear.

renalty Modifier |1 Judge Ordered Detention

(Offense Decision |12-She|ter Care Only i

—TrerEm
16 - Court Summen

20 - Successful Diversion

21 - Unsuccessful Diversion/No Petition Filed

o5l Juvenile Delinquent/Status Intake X

Intake Case Namative Court Summons  Detention Assessment  Detention Orders

Charged Offense Information

Offense Retrizved
Fm Decision o by the 5C

- - - = L] - - D D
T N L T TN

Offense
Number

Offense

Date VCC Code

Offense Description

Selected Offense Details

Offense Date sC# Add New Offense
VCC Code Statute
Heading:
Subheading:
Decription: *

Shelter Care Order

Penaty Modifier [0 Judge Ordered Detertion

Offense Decision | 12 - Shelter Care Cnly |

Dste

A Shelter Care Order button will appear on the Juvenile Intake tab if either Offense Decision “11 — Petition/Shelter Care

Filed” or “12 — Shelter Care Only” is selected.

2. Shelter Care Orders Tab—Juvenile Delinquent/Status Intake Screen
a. Select the appropriate Facility (i) radio button and (ii) facility name from the drop-down
menu. (iii) Select all the Shelter Care Order Reason(s) that apply to the juvenile, and (iv)

click the Save button.

Revised 09/2025
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gl Juvenile Delinquent/Status Intake s
Intake Case  Narative Court Summons Detention Assessment Detention Ordery Shefter Care Orders
Shefter Care # Date Printed Facility

» [

Shelter Care Order Information

Facility

(O M @ Community Youth Homes () Shefter Faciities (O Less Secure Detentions

Shelter Care Order Reason(s)
[ The child is eligible for placement in a secure facility: or
[] The child has failed to adhere to the directions of the court, intake officer or magstrate while on conditional release; or
[[] The childs parent. guardian or other person able to provide supervision cannot be reached within a reasonable time; or
[ The child does not consent to retum home; or

O Meither the child’s parent or guardian nor any other person able to provide proper supervision can amive to assume custody
within & reasonable time; or

O The child's parent or guardian refuses to pemit the child to retum home and no relative or other person willing and able to
provide proper supervision and care can be located within a reasonable time.

Add Save Cancel View / Print

b. Add Button
i. Click the Add button to add a new shelter care order.
c. Edit Button
i. (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.

gl Juvenile Delinquent/Status Intake X

Intake Case  Namative Court Summons Detention Assessment  Detention Orders  Shelter Care Orders

Shetter Care &# Date Printed Facility

T

Shetter Care Order Information

Facilty | Salem House {VA Beach Shelter)

Shetter Care Order Reasons - 1 Reason Selected
[[] The child is eligible for placement in a secure facility; or

The child has failed to adhere to the directions of the court, intake officer or magistrate while on conditional release; or
[[] The child's parent, guardian or other person able to provide supervision cannot be reached within a reasonable time; or
] The child does not consent to retum hame: or

O Meither the child’s parent or guardian nor any other person able to provide proper supervision can anive to assume custody
within a reasonable time: or

O The child’s parert or guardian refuses to permit the child to retum home and no relative or other person willing and able to
provide proper supervision and care can be located within a reasonable time:

Add Delete View / Print

d. Delete Button

i. (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.

Please Confirm Delete Operation

Would you like to delete shelter care order for Intake Case
Mumber ==

s

e. View/Print Button
i. To view or print a shelter care order (i) click on the row containing the desired
information and the row will be highlighted in blue. (ii) Click the View / Print button and
the shelter care order will appear in the Virginia Department of Juvenile Justice report
viewer screen. From this screen the order can be viewed, printed, or exported. (iii) Click
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x. Edit Button—Juvenile Delinquent/Status Intake Screen, Court Summons Tab
(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.

1.

xi. Delete Button—Juvenile Delinquent/Status Intake Screen, Court Summons Tab
(i) Select an offense and the row will be highlighted in blue. (ii) Click the Delete button.
3. Add Bench Warrant Button—Juvenile Delinquent/Status Intake Screen, Intake Case Tab

1.

&1 Virginia Department OF Juvenile Justice N ~ o x
1 of 2 b bl D | =~ | 100% - Find | Next

SHELTER CARE ORDER CASENO.

2 the . sy y ofthe
elations District Court Law, and it further appears that the welfare of the juvenile requires that his custody be
the Court, in that

[X] 1L Thechildis eligible for p cure facilty: or

[1 2 Thechild has failed to adhere to the directions of the court, intake officer of magistrate while on conditional release: or

[1 3 Thechild's parent, guardian or other person able to provide supevision cannot be reached within a reasonable time: or

[1 4 Thechild does not consent to retum home: or

[1 5 Neither the child’s parent or guardian nor any other person able to provide proper supervision can amive to assume custody
within a reasonable

and no relative or other person willing and able to
time.

ght before 2 judge or intake officer or magistrate
T open. the juvenile shall be placed in the custody of:

. a shelter care facility, there to remain until brought

is ordered to pay child supportin
the amount of per to

for the duration of the placement.

SPECIAL INSTRUCTIONS:

[ JT0DGE [ | INTAKE OFFICER MAGKIRATE L3

gl Juvenile Delinquent/Status Intake X

Intake Case  Namative 'E’Eﬁﬂ“ﬁﬂﬁﬁiaﬁ’é"; Detention Assessment Detention Orders  Shelter Care Orders

Charged Offense Information

Cffense Offense Offense Retrieved
Date VCC Code Number Offense Description PM Decision 0 by the SC
= - - -m - D |:|
COURT SUMMONS TAB
Edit and Delete Buttons
Selected Cffense Details
Offense Date sC# Add New Offense
VCC Code L] Statute
Heading:
Subheading
Decription: ®
Penalty Modfier [ Judge Ordered Detention
(Offense Decision =
¥
| Edit Delete |

BADGE CSU Intake Manual

the X button in the upper right corner to close the screen and return to the Shelter Care
Orders tab.

a. (i) Click the Add Bench Warrant button, and the Bench Warrant tab will appear on the Juvenile
Delinquent/Status Intake screen.

Revised 09/2025
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g Juvenile Delingquent/Status Intake x 8 Juvenile Delinquent/Status Intake *

Intake Case  Narative Juvenile Intake  Detention Assessment  Detention Orders  Shetter Care Orders Intake Case Namative Juvenile Intake Detention Assessment Detention Orders  Shetter Care Orders
Pettioner's Information Charged Offense Information
Unknown? E Add Vi Cl
Jnicnenn SSN Neme = == Offense \VCC Cod Offense O D . M Offense 10 Retrieved
Date ode Mumber fense Description Decision by the SC
Unknown? Add View | | Clear
Juvenile’s Information
55N Name Add M= | | Clear
Juvenile Number DoB Age (Years - Months) Juvenile Has Aler(s)
Intake Case Number (ICN): Fes
Selected Offense Details
Court District FIPS Offense Date lji sc# Add New Offense
Open Date Time Ciose Date VCCCode [ | |FndVCCCode | Statute
Case Type Petitioner Type Heading
Relationship (Pestioner fo Juvenie) Subheading
Worker Keyed By Description
Penalty Modifier w [ Judge Ordered Detention
Edit Intake Case Copy Intake Delete Intake View / Print View Supreme Offense History
Info Case Case Intake Report Court Details Summary Report Offense Decision i
F Save Cancel
Add Juvenile Intake Add Court Summons Add Bench Wamant I,\\,

Multiple VCCs can be added to a petition/order.

b. Bench Warrant Tab—Juvenile Delinquent/Status Intake Screen
xii. Select the Offense Date from the calendar drop screen.
xiii. Click the Find VCC Code button and the Search Offense screen will appear. If the Offense Date
has not been selected a warning will display on the VCC Code Search screen.

VCC Code Search *

| Find VCC Code Staty @ Please enter the offense date before searching for VCC code,

1. Locate the desired offense from those displayed in the Search Results table or search for an
offense by (i) typing the Statute, VCC, Heading, Sub-Heading, or Description into the
corresponding field(s). The Use Wildcard?* checkbox will be selected automatically, uncheck
the checkbox if the wildcard function will not be used. (ii) Click the Find button and the Search
Results section will display all items that meet the search criteria by VCC Code, Statute, and
Offense Description. (iii) Click on a row to select a VCC Code and the row will be highlighted in
blue.

2. Click the Ok button.

a. If the intake offense selected is a Prohibited Diversion Offense the Prohibited Diversion
Offense information screen will appear. Click the OK button to close the Prohibited Diversion
Offense information screen and return to the Bench Warrant tab on the Juvenile
Delinquent/Status Intake screen.

b. If the intake offense selected is not a Prohibited Diversion Offense the user will
immediately return to the Bench Warrant tab on the Juvenile Delinquent/Status Intake
screen.
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ol Search Offense *
Offense Search Criteria
swie | ool [ e
Heading | | Find
- Prohibited Diversion Offense X
o \ |
Search Resuts The offense selected
(i} cannot be resolved or diverted,
VCC Code Statute Offense Description - (ii} cannot be resolved unless the victim is a family or
CNV-7017-M3  [10.1-1142(D) BUILD FIRE WITHIN 150 FEET OF WOODLAND, BRUSHLAND ETC. household member, or
- (i) requires affirmative consent for diversion per VOL 111-9123
- s { ¥ . . -
CNV-7025-M1 10.1-2214 UNDERWATER RECOVERY OF HISTORIC PROPERTY WITHOUT PERMIT _ Diversion and Resolution at Intake.
CNV-7026-M1 10.1-203 USE OF MOTORIZED VEHICLE ALONG APPALACHIAN TRAIL
CNV-7027-M1 | 1012305 ARCHAEOLOGICAL EXCAVATION OF HUMAN REMAINS WITHOUT PERMIT mggpn':t:tff:ept"’”” exemptions must be entered in the
CNV-7028-M1 10.1-2306 DAMAGE, ETC ANY OBJECT OF ANTIQUITY ON STATECONTROLLED LAND
CNV-7030-M1 10.1-1005 DUMP ETC. WITHOUT PERMISSION OF OWNER
CHNV-7031-M1 10.1-1004 EXCAVATE ETC. WITHOUT PERMISSION OF OWNER
W
Selected Offense Details
Heading CONSERVATION [] NdfySdlS?’
Sub Heading PARKS AND RECREATION
c- Yes [] No Ok Close

Click the Find button on the Search Offense screen to search for an offense without entering any information into the search
fields.

When a VCC is selected, 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 Prohibited Diversion Offense (i) cannot be resolved or diverted, (ii) cannot be resolved unless the victim is a family or
household member, or (iii) requires affirmative consent for diversion. Some cases may be resolved with the appropriate
exception/exemption and require an explanation to be entered in the intake narrative.

i
iy

Refer to the CSU Procedure, VOL 111-9123, Diversion and Resolution at Intake, for detail pertaining to: (i) selected offenses for
which resolution is prohibited and affirmative consent is required to divert; and (ii) certain offenses for which diversion is
prohibited.

xiv. Select the (i) Penalty Modifier, if applicable, and (ii) the Offense Decision from the drop-down
menus.
xv. Click the Save button.

1. If the intake offense selected is for a weapon offense that has a detention order requirement,
the DO Requirement information screen will appear. Click the OK button to close the DO
Requirement information screen and return to the Juvenile Intake tab on the Juvenile
Delinquent/Status Intake screen. The saved information will appear in the Charged Offense
Information section on the Juvenile Intake tab.

2. If the intake offense selected is not for a weapon offense that has a detention order
requirement, the DO Requirement information screen will not appear, and the saved
information will immediately appear in the Charged Offense Information section on the
Juvenile Intake tab.

DO Requirement X

A detention order is required per Administrative Directive.
When in accordance with the directive/Code of VA a DO is not

issued, an explanation must be documented in the intake
narrative.

A detention order is required per Administrative Directive for certain weapon offenses. When in accordance with an
Administrative Directive and/or the Code of VA a detention order is not issued, an explanation must be documented in the
intake narrative. The DO Requirement information screen will display when the user saves a Juvenile Intake containing certain

weapon offenses combined with the following Offense Decisions: “02 — Petition Filed,” “03 — Petition/Detention Order Filed,”
“07 — Req’'d To Participate-Diversion,” or “13 — Detention Order Only.”

¥
oy

Refer to Administrative Directive A-2022-005—Mandatory Override for Weapons Offenses on the Detention Assessment
Instrument and Administrative Directive A-2023-003—Mandatory Override for Grand Larceny of a Vehicle and Eluding Police
in a Vehicle on the Detention Assessment Instrument for detail pertaining to weapon offenses that require either: (i) a
detention order, or (ii) an explanation entered in the intake narrative detailing why a detention order was not required.
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xvi. Once saved, the Add New Offense button will become accessible, and the Detention
Assessment, Shelter Care Order, or Detention Order buttons may appear depending upon the
Offense Decision selected. The Edit, and Delete buttons will also appear on the bottom of the
Bench Warrant tab.

atl Juvenile Delinquent/Status Intake o Juvenile Delinquent/Status Intake =
Intake Case  Namative Juvenile Intake Court Summons ~ Bench Wamant Intake Case Narative Juvenile Intake Court Summons Bench Warmart
Charged Offense Information ICharged Cffense Infarrnatmnl
Offense Offense . Offense Retrieved Cffense Offense . Offense Retrieved
Date WCC Code MNumber Uffense Description M Decision by the SC Date WCC Code Number Offense Description M Decision by the SC
Selected Offense Details Selected Offense Details
Cffense Date E sc# Add New Offense Offense Date sC# Add New Offense
VCCCode [ ||FndVOCCode | Statite VCC Code Statute D ——
Heading Heading
Subheading Subheading
Description Description
Penalty Modifier ~ | [ Judge Ordered Detention Penalty Modifier [ Judge Ordered Detention
Offense Decision ~ Offense Decision |07 - Req'd To Participate-Diversion
o1iw
Penalty Maodifier «| | OO Judge Ordered Detention %
Offense Decision |07 - Req'd To Participate-Diversion V

Revised 09/2025

Add New Offense

Detention Assessment

13 - Detertion Order Only

16 - Court Summons

20 - Successful Diversion

21 - Unsuccessful Diversion/Mo Petition Filed

Detention Order

Shetter Care Order

A Detention Order button will appear on the Bench Warrant tab if either Offense Decision “03 — Petition/Detention Order

Filed” or “13 — Detention Order Only” is selected.

A Shelter Care Order button will appear on the Bench Warrant tab if either Offense Decision “11 — Petition/Shelter Care

Filed” or “12 — Shelter Care Only” is selected.

The Detention Order button will appear on the Bench Warrant tab if the Judge Ordered Detention checkbox is selected.

In the Charged Offense Information table, a record will display a check mark in the JO checkbox whenever a judge orders a

juvenile to be detained, the Judge Ordered Detention checkbox associated with the offense record is selected, and the

record is saved.

In the Charged Offense Information table, a record will display a check mark in the Retrieved by the SC checkbox

whenever the Supreme Court number (SC#) on the petition was used by a clerk to pull intake case information into the

Supreme Court of Virginia’s data system.

xvii.  Add New Offense Button—Juvenile Delinquent/Status Intake Screen, Bench Warrant Tab

1. If another offense needs to be added to the petition/order, (i) click the Add New Offense button
on the Bench Warrant tab, and the Selected Offense Details fields will become accessible. (ii)
Repeat the steps above to add another offense.

xviii. Detention Assessment Button—Juvenile Delinquent/Status Intake Screen, Bench Warrant
Tab

1. Click the Detention Assessment button, and the Detention Assessment screen will appear.

Add New Offense

Detention Assessment

2. Detention Assessment Screen
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a. The Detention Assessment screen contains the DAl Scores tab and the Overrides tab. The
Worker Name field will auto-populate. The DAI Date field will auto-populate to the current
date, but can be changed using the calendar drop-down screen. The DAI# is a system
generated number and will be assigned after both tabs are completed and the detention
assessment is saved.

Some fields in the DA/ Scores tab will auto-populate. Be sure to review all the auto-populated fields to ensure the correct
criteria are being used to calculate the DAI’s total score.

b. DAI Scores Tab—Detention Assessment Screen

85 Detention Assessment X
Worker Name: [ 1 S DAl Date: DAI#:
Follow-up: []
{DATScores | Overides
1. Most Serious CURRENT Petitioned Offense
7 Category C: Other felonies
2. Addttional CURRENT Petitioned Offenses in this Referral
0 One or more status offenses OR No additional current offenses
3. Prior Adjudications of Guilt (includes continued adjudications with "evidence sufficient to finding of guilt”)
4. Petitions Pending Adjudication or Dispostion (exclude defemed adjudications)
5. Supervision Status
4 Pale
6. History of Failure to Appear (within past 12 morths)
0 No petition/warrant/detention order for FTAin past 12 months
7. History of Escape/ Runaways {within past 12 morths)
0 Noescapes or runaways within past 12 months
11 TOTAL SCORE Auto Fill Indi d Decision: | Ds ion Alt
Actual Decision / Recommendation: O Release O Atemative () Secure Detention
Save Close Print

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

i. Most Serious CURRENT Petitioned Offense Field
1. 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 to select the appropriate category from the drop-down menu.

If the juvenile is being charged with multiple offenses, use the most serious offense in the Most Serious CURRENT
Petitioned Offense section. The Scores for multiple offenses cannot be combined.

i. Additional CURRENT Petitioned Offenses in this Referral Field
1. 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.

When considering offenses to determine the value for Most Serious CURRENT Petitioned Offense and Additional
CURRENT Petitioned Offenses in this Referral only consider offenses where the Offense Decision is equal to “02 —
Petition Filed,” “03 — Petition/Detention Order Filed,” “11 — Petition/Shelter Care Filed,” “15 — Consent Signed/Petition Filed,”
“16 — Court Summons, “ or “18 — Unsuccessful Diversion/Petition Filed.”

ii. Prior Adjudications of Guilt (includes continued adjudication with “evidence

sufficient to finding of guilt”) Field

1. (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.
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Cases that are dismissed by the court after successful completion of ordered conditions should NOT be counted in the Prior
Adjudications of Guilt section.

iv. Petitions Pending Adjudication or Disposition (exclude deferred adjudications)
Field
1. (i) Select the appropriate option from the drop-down menu 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 continued for the

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

Do NOT include any offenses with a deferred finding in the Petitions Pending Adjudication or Disposition field.

<& Refer to the Offense History Manual on how to navigate the Offense History screen in the BADGE web and Windows
applications.

Refer to the Caseload Manual on how to navigate the Contacts tab in the BADGE web application.

v. Supervision Status Field
1. 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.
vi. History of Failure to Appear (within past 12 months) Field
1. 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.

vii. History of Escape/Runaways (within past 12 months) Field
1. 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.

viii. Auto Fill Button
1. Click the Auto Fill button to auto-populate, or reset, the fields (items i to vii above)
with their respective default values.
ix. Total Score Field
1. The total score will calculate based on the selected options.
X. Indicated Decision Field
1. The Indicated Decision is based on the Total Score. The Indicated Decision will
be either Release, Detention Alternative, or Secure Detention.
c. Overrides Tab—Detention Assessment Screen
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gl Detention Assessment =
Worker Name: {7 1 "o DAI Date: DAl
Follow-up: []
DAI Scores | Gvertides |
Mandatory Overides {(Juvenile Must Be Detained)
() 1. Use of fiream in curent offense Comment
(C] 2. Weapons Offenses, Adm. Dir. A-2022-005, emai amend
[ 3. Escapee/AWOL/Absconder per DJJ Procedure 9471
() 4. Local court policy {indicate applicable policy)
Discretionary Qvemide
([ 1. Agaravating factors (ovemide to more restrictive placement than indicated by guidelines)
[ 2. Mitigating factors {overide to less restrictive placement than indicated by guidelines)
Type Factor Narrative Add
Edit
Delete
Factor
Namative
[ 3. Approved local graduated sanction for probation./parole violation
Justfication
Actual Decision | Recommendation: () Release () AMtemative (C) Secure Detention
Save Close Prirt

i. Mandatory Overrides (Juvenile Must Be Detained)
1. (i) Click the appropriate checkbox, if any, for items 1-3 and (ii) provide a detailed
description of why the mandatory override was selected in the Comment text field. If
a Mandatory Override is selected the juvenile must be detained, regardless of the
Indicated Decision field on the DAl Score tab.

If Local Court Policy is selected as the mandatory override, provide a brief narrative indicating which court policy was
applied.

i. Discretionary Override
1. Aggravating factors are overrides for a more restrictive placement than indicated
by guidelines. Mitigating factors are overrides for a less restrictive placement than
indicated by guidelines.
a. If necessary, click the appropriate checkbox for either item 1, Aggravating
factors or item 2, Mitigating factors. An Error screen will be displayed if an
attempt is made to select both items.

Error X

Aggravating Override and Approved Local Graduation
Sanction
must be unchecked befare selectinglkmgating Override

b. (i) Click the Add button to access the Factor drop-down menu. (ii) Select the
most applicable Factor from the drop-down menu and, depending upon the
Factor selected, the Narrative text field may auto-populate. (iii) Add text or
update the Narrative text field as required. (iv) Click the Done button and the
information will save as a new Discretionary Override entry. If the user attempts
to create an additional Discretionary Override an Error screen will be displayed.

ONLY an Aggravating factor or a Mitigating factor can be added to a DAI, but not both.

If an Aggravating factor is selected, select the most serious applicable aggravating factor.

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.
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gl Detention Assessment ot Detention Assessment x

DAl Scores {Ovenides | DAl Scores | Ovemdes |
Mandatory Overmides (Juvenile Must Be Detained) Mandatory Overrides (Juvenile Must Be Detained)
(0 1. Use of fiream in cument offense Comment [0 1. Use of fiream in current offense Comment
[[] 2. Weapons Offenses, Adm. Dir. A-2022-005, email amend [] 2. Weapons Offenses, Adm. Dir. A-2022-005, email amend
[ 3. Escapee/AWOL/Absconder per DJJ Procedure 9471 ‘ () 3. Escapee/AWOL/Absconder per DJJ Procedure 9471
(7] 4. Local court policy {indicate applicable policy) [ 4. Local court policy {indicate applicable policy)
Discretionary Ovemide Discretionary Ovemde
() 1. Aggravating factors (ovemide to more restrictive placement than indicated by guidelines) 8 1. Aggravating factors {ovemide to more restrictive placement than indicated by guidelines)
[ 2. Mitigating factors (override to less restrictive placement than indicated by guidelines) () 2. Mitigating factors fovenide to less restrictive placement than indicated by guidelines)

]
Type  Factor Marative Add Type Factor Nanative Done
Edit Cancel
Delete Delete

Factor | Factor v

Naative | Nanative
[ 3. Approved local graduated sanction for probation/parole violation - Approved local gradu: 'sanclion Tor probation/parole violation
Justfication | Justification |

()

[ T g e s VTG (0 MU (ESNCLYS paw et than INAICaTEd by gUIte.. e ,
[] 2. Mitigating factors {ovemide to less restrictive placement than indicated by guidelines) Error =
Type Factor Namative E Add i
A Juvenile Has Signfficant Substance Abuse Problem |Juvenile was screened by a qualified profes... Only one discretionary override factor may be keyed
for assessments completed after October 1, 2016,
Delete

Factor |Juvenile Has Significant Substance Abuse Problem

c. Edit Button
i. (i) Click the Edit button, and the Factor and Narrative boxes will become
accessible, (ii) edit the information as needed, and (iii) click the Done button
when the edits are completed.
d. Delete Button
i. Click the Delete button and the Discretionary Override will be removed.
2. Approved local graduated sanction for probation/parole violation Checkbox
a. If necessary, (i) click the item 3, Approved local graduated sanction for
probation/parole violation checkbox and (ii) provide a brief description in the
Justification text box. This item cannot be selected if either item 1, Aggravating
factors or item 2, Mitigating factors have been selected; attempting to do so
will display an Error screen.

Error x

(4] 3. Approved local graduated sanction for probation/parole viclation o Aggravating and Mitigating Overrides mubbe unchecked

befare selecting Approved Local Graduation Sanction

Justification |add description
S

d. Actual Decision/Recommendation—Detention Assessment Screen
i. Consider the Indicated Decision displayed on the DAl Scores tab and the selected
override, if any, then (i) select the appropriate Release, Alternative, or Secure
Detention radio button, and (ii) click the Save button. A warning will appear for any
items not completed on the DA/ Scores tab; the assessment cannot be saved until all
items are completed. Once the assessment is saved the DAI# field will auto-populate.
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B&! Detention Assessment X

Mandatory Ovenides {Juvenile Must Be Detained)
[ 1. Use of fiream in cument offense Comment;

[T 2 Weapons Offenses, Adm_Dir A-2022-005. email amend
[ 3. Escapee/AWOL/Absconder per DJJ Procedure 9471
(T 4. Local cout policy indicate applicable policy)

Discretionary Ovemide
[[] 1. Aggravating factors (ovemide to more restrictive placement than indicated by guidelines)
[ 2. Mitigating factors (ovenide to less restiictive placement than indicated by guidelines)

Type  Factor Namative Add
Edt
Delete

Faﬂorl
wal

(O 3, Approved local graduated sanction for prabation /parole violation
dustfication |

o) Detention Assessment X

[DAT Scares | Overides
1. Most Serious CURRENT Petitioned Offense
['7  Category C: Otherfelonies v

2. Addtional CURRENT Pettioned Offenses inthis Refemal
0 One ormore status ofienses OR No additional cument offenses

3. Prior Adudications of Guit fncludes continued wih “evidence to finding of guit
-

4. Petitions Pending Adwdication or Dispostion (exclude defemed adudications)

T [

| Please select value from the list i

"

3 atus

|4 Parie v — ___q_________‘_‘}‘
6 Hestory of Failre to Appear (wihin past 12 months)

[T0 Nopettion/wamant/dstention orderfor FTAin past 12months -
7. Hestory of Escape/ Runaways (within past 12 months)

[0 Noescapes or nnaways wihin past 12 months v

(11 TOTALSCORE  Auofd Indicated De D Alt

a5l Detention Assessment X

[DAT Scares | Overides
1. Meost Sericus CURRENT Petitioned Offense
,T Category C: Other felonies

DAl Mumber populates when the
Detention Assessment is saved.
2. Addtional CURRENT Pettioned Offenses in this Refe

0 One ormore status offenses OR No addiional cument offenses ~
3. Prior Adudications of Guilt fncludes continued with “evidence sufficient to finding of guit™)

w

4. Pettions Pending Adpdication or Dispostion (exchude defemed adpudications)

~

5. Supervision Status

[(4 Parcle -
E. Hestory of Faure to Appear (wthin past 12 morths)

[0 No pettion/wamant/detention order for FTA in past 12 months v
7. Hstory of Escape/ Runaways (whin past 12 morths)

’T No escapes of runaways within past 12 months ~

11 TOTALSCORE  AucFil D

e. Edit Button—Detention Assessment Screen
i. (i) Click the Edit button, (ii) edit the information on the DAl Scores tab or the Overrides
tab as required, and (iii) click (a) the Save button when the edits are completed or (b) the
Cancel button.
f. Close Button—Detention Assessment Screen
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Click the Close button and to return to the Detention Assessment tab on the Juvenile
Delinquent/Status Intake screen.

g. Pr|nt Button—Detention Assessment Screen
To view or print the Detention Assessment Instrument Report, click the Print button,
and the completed assessment will appear on the Virginia Department of Juvenile
Justice report viewer screen. View, print, or save the assessment from the report viewer
screen.
Click the X in the upper right corner to close the report viewer screen and return to the
Detention Assessment screen.

85l Virginia Department of Juvenile Justice - o X

1 of 1 @ | E A = -
Virginia Department of Juvenile Justice
Detention Assessment Instrument Report

100% - Find

Juvenile Name: = " p—
Intake Date:

Completed as Follow-up (on call Intake):®

Juvenile Number:
Worker Name:

DOB:
csuz
DAK: | =

1. MOST SERIOUS CURRENT PETITIONED OFFENSE
Category A: Felonies against persons 15
Category B: Feleny weapons or felony narcotics distribution 12
Category C: Other felonies. 7
Category D: Class 1 against persons 5
Category E: Other Class 1 3 7
Category F: Violations of i 2

2. ADDITIONAL CURRENT PETITIONED OFFENSES IN THIS REFERRAL
Twéo or more additional current felony offenses...... .3
One addtional current felony offen 2
One or more addtional misdemeanor OR violation of prob.iparole offenses. 1
One or more status offenses OR No additional current offenses... o

3. PRIOR ADJUDICATIONS OF GUILT

(includes continued adjudications with "evidence sufficient to finding of quilt™)
Two or more prior adjudications of guil for felony offenses

Score

One prior adjudication of guit for a felony offense
Two or more prior of guit for

Twa or more prior of guil for prob.
One prior adjudication of guit for a

offenses
le violations
or status offense.

No prior of quit.
4. PETITIONS PENDING ADJUDICATION OR DISPOSITION :exclude deferred adjudication:
One or more pending pefitionsidispositions for  felony offense .. ..
Two or more pending petitions/dispostions for other offenses .....
One pending pefiion/disposition for an other offense .....
No pending
5. SUPERVISION STATUS

EY-

4
Probation based on a Felony or Class 1 misdemeanor 3
Post-Disposition Case Management OR Probation based on Other Offenses H
1
0

Diversion
Hone.
6. HISTORY OF FAILURE TO APPEAR (within past 12 months)
Two or more petitions/warrants/detention orders for FTA in past 12 months.
One pettion/warrantdetention order for FTA in past 12 months 1

No petitioniwarrantidetention order for FTA in past 12 months. 0
7. HISTORY OF ESCAPE/RUNAWAYS (within past 12 months)

One or more escapes from secure or custody

One or more instances of absconding from non-secure, court-ordered placements

One or more runaways from home

No escapes or runaways wiin past 12 monihs.

INDICATED DECISION: 10-14 DETENTION ALTERNATIVE

o wa

TOTAL SCORE: 11

4 »

3. Detention Assessment Tab—Juvenile Delinquent/Status Intake Screen
The Detention Assessment tab displays the assessment(s) completed using the Detention
Assessment button on the Juvenile Delinquent/Status Intake screen, Juvenile Intake tab. At the
bottom of the Detention Assessment tab, three buttons allow the user to add, view/edit, or
delete a detention assessment.

gl Juvenile Delinquent/Status Intake

Intake Case  Namative Juvenile Intake

a5l Juvenile Delinquent/Status Intake

I Charged Cffense Information I

Intake Case Namative Juvenile Intakd ~Detention Assessment

DA Date Follow-Up? DAl Score  Indicated Decision

Offense
Date

Offense

VCC Code Number

Offense Description

1602211 Nz 752 USEOPHOTORZED VEHCLENONG P A | 12 || @

Offense

Retrieved
M Decision

by the SC

Actual Decision

T T I e g e e S

Worker Name

| =

landatory Ovemides (Juvenile Must Be Detained)
[ 1. Use of firearm in cument offense
Weapons Offenses, Adm. Dir. A-2022-005, email amend

[
ra

w
m
8
8
&
H
8
=
-
[=]
3
H
2
8
S
E
@
b=
q
(=]
1=
o
3
8
2
g
g
a
4

Selected Offense Details

Offense Date | 06/02/2021
VCC Code | CNV-7026-M1
Heading |CONSERVATION
Subheading | PARKS AND RECREATION

Description
Penalty Modffier | Attempt

Offense Decision | 02 - Pettion Filed

Statute | 10.7-203

USE OF MOTORIZED VEHICLE ALONG APPALACHIAN TRAIL
[ Judge Ordered Detention

[_] 4. Local court policy (indicate applicable policy}

Detention Assessment

Add New Offense Discretionary Ovenide

Comment:

[[] 1. Aggravating factors (pvemide to more restrictive placement than indicated by guidelines)
[C] 2. Mitigating factors {ovenide to less restrictive placement than indicated by guidelines)

Factor Marative

[0 3. Approved local graduated sanction for probation./parole vialation
Justification

I Edit I

Copy

Delate

File Petition

Add View /Edit

Delete

a. Add Button—Juvenile Delinquent/Status Intake Screen, Detention Assessment Tab
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i. Click the Add button and the Detention Assessment screen will appear. To add a new
assessment perform the steps detailed in the Detention Assessment screen section
above.

o Detention Assessment X

1. Most Serious CURRENT Petitioned Offense

7 Category C: Other felonies v
2. Addtional CURRENT Pettioned Offenses in this Refemal

0 One ormore status offenses OR No additional current offenses v
3. Prior Adudications of Guit fncludes continued adudications with “evidence sufficient to finding of guit™)

4. Petitions Pending Adpdication or Dispostion (exclude deferred adudications)

5. Supervision Status

4 Paole v
Hestory of Fadure to Appear (whin past 12 months)

0 No petition/warmant/detention order for FTAin past 12 months v
@gyd&me/&mm(w&mmﬂ’mﬂu)

0 No escapes or runaways within past 12 months v

o

~

11 TOTAL SCORE Auto Fill Indi d D D

b. View/Edit Button—Juvenile Delinquent/Status Intake Screen, Detention Assessment
Tab
i. (i) Click on a row to select a detention assessment and the row will be highlighted in
blue. (ii) Click the View/Edit button, and the Detention Assessment screen will appear.
See the steps detailed in the Detention Assessment screen section above for
instructions on completing the detention assessment.

o5} Juvenile Delinquent/Status Intake X

Intake Case  Namative Juvenils Intake Detention Assessment

Detention Atemative Detention Altemative

Mandatory Ovemides {Juvenile Must Be Detained)

[J 1. Use of fiream in cument offense

[0 2. Weapons Offenses. Adm. Dir. A-2022-005. email amend
[ 3. Escapee/AWOL/Absconder per DJJ Procedure 9471
[ 4. Local court palicy findicate applicable policy)

Comment:

Discretionary Overmide
[C] 1. Aggravating factors {ovenide to more resirictive placement than indicated by guidelines)
[C] 2. Mitigating factors (ovemde to less restrictive placement than indicated by guidelines)

Factor Narrative

[J 3. Approved local graduated sanction for probation/parole violation

Add View /Edit | Delete

c. Delete Button—Juvenile Delinquent/Status Intake Screen, Detention Assessment Tab
i. (i) Click on a row to select a detention assessment and the row will be highlighted in
blue. (ii) Click the Delete button and the Please Confirm Delete Operation screen will
appear. (iii) Click either the (a) Yes button to delete the assessment or (b) the No button
to cancel the delete operation.

Justification ‘

Revised 09/2025
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g Juvenile Delinquent/Status Intake

Intake Case  Mamative Juvenile Imak4 Detention Assessment

\

| — . = =
[Eomm | W | 1otk MmO Renaie

Mandatory Overmides {Juvenile Must Be Detained)
[ 1. Use of fiream in curent offense

Comment

[_] 2. Weapons Offenses, Adm. Dir. A-2022-005, email amend
[_] 3. Escapee/AWOL/Absconder per DJJ Procedure 5471
([ 4. Local court policy findicate applicable policy)

Discretionary Ovemide
(] 1. Aggravating factors (ovemide to more restrictive placement than indicated by guidelines)
() 2. Mitigating factors (overide to less restrictive placement than indicated by guidelines)

Please Confirm Delete Operation

Case Number
keyed by = ?

Would you like to delete detention assessment for Intake

Factor Narative

(] 3. Approved local graduated sanction for probation/parole violation
Justification

Add View/Edit

xix. Detention Order Button—Juvenile Delinquent/Status Intake Screen, Bench Warrant Tab
1. (i) Select the Bench Warrant tab on the Juvenile Delinquent/Status Intake screen, (ii) click the
Detention Order button, and the Detention Orders tab will appear.

a. Detention Orders Tab

g2 Juvenile Delinquent/Status Intake * o5l Juvenile Delinquent/Status Intake X
Intake Case Narative Juvenile Intake Court Summon | Bench .‘N;f;élr'tm; Intake Case Namatve Court Summons Detertion Assessmenf Detertion Orders
Charged Cffense Infomation lssued Served Withdrawn Detention Date Printed
ate VCC Code Number Offense Description Decision by the SC b PR
Detention Order Information
Facilty (O Ml ® Secure Detertions () Jails  Offenses for this Detention Order
Selected OF Detal Date lssued Date Served Date Withdrawn
elected Offense Details
=] [E]
Offense Date 5C# Add New Offense
Detention Order / Capias Reason(s)
VCC Code Statute Detention Assessment [ The juvenile is alleged to have ~
Heading Detention Order committed an act that would be a felony or Class 1 misdemeanour f committed by adult,
Subheadi violated the terms of probation or parole when the change for which he/she was placed on probation or parole
ubheading would have been a felony or Class 1 misdemeanor if committed by an adult
Description = violated any of the provisions of §18.2-308.7
Penaky Modfier 1 Judgs Ordered Detention AMND there is clear and convincing evidence that:
the release of the juvenile constitutes a clear and substantial threat to the person or property of others; or
Cffense Dedision | 13 - Detention Crder Only tha ralassa ~f tha iimusrils wild nresant = Alasr and skt ambsl thrast o saraie ham b sk invenia's e o A
Edit Delete Add Save Cancel View // Print

A Detention Order button will appear on the Bench Warrant tab if either Offense Decision “03 — Petition/Detention Order

Filed” or “13 — Detention Order Only” is selected.

The Detention Order button will appear if the Judge Ordered Detention checkbox is selected.

Multiple VCCs can be added to a petition/order.

i. Select the appropriate Facility (i) radio button and (ii) facility name from the drop-down
menu. The Date Issued field will auto-populate to the current date. If the date must be
changed select the date using the Date Issued calendar drop-down screen. (iii) Place a
checkmark in the appropriate Offenses for this Detention Order checkbox(es). The
Date Served and Date Withdrawn will need to be entered into BADGE if and when the
detention order is served or withdrawn. (iv) Place a checkmark in all the appropriate
Detention Order / Capias Reason(s) checkboxes that apply to the juvenile; use the
scroll bar to view all available items. (v) Click the Save button to save the detention
order or the Cancel button. Once the detention order is saved the Add, Edit, Delete,
and View / Print buttons will become accessible.
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gl Juvenile Delinquent/Status Intake

Intake Case  Narative Court Summons Detention Assessment  Detention Orders

lssued Served Withdrawn Detertion Date Frinted

Detention Order Information

Facility Offenses for this Detention Order

Date Issued Date Served Date Withdrawn

Detention Order / Capias Reasons - 1 Reason Selected
The juvenile is alleged to have
[] committed an act that would be a felory or Class 1 misdemeanour f committed by adult,

O violated the terms of probation or parole when the charge for which he/she was placed on probation or parole
would have been a felony or Class 1 misdemeanor if committed by an aduft

violated any of the provisions of §18.2-308.7
AND there is clear and convincing evidence that
[ the release of the juvenile constitutes a clear and substantial threat to the person or property of others; or

__ tha ralazes o Hha issenils weold rrssaet 3 Alase 2nd ookt smtisl theast of sariene hemm de sosk b oesile’s Fa e o

| Add Delete View / Pirt

Add Button
a. To add a new detention order click the Add button and complete the immediately

preceding steps.

2. Edit Button

BADGE CSU Intake Manual

a. To edit an existing detention order (i) select an order and the row will be

highlighted in blue. (ii) Click the Edit button and the fields on the Detention
Orders tab will become accessible. (iii) Edit the information as required and (iv)

click the Save button when the edits are completed.

gl Juvenile Delinquent/Status Intake

e

Intake Case  Narative Court Summons Detention Assessment  Detention Orders

lssued Served Withdrawn Detertion Date Frinted

- Click a row to select a detention order -
14 _ to edit, delete, or view/print

Detention Order Information

Facility Offenses for this Detention Order

"

Date Issued Date Served Date Withdrawn

Detention Order / Capias Reasons - 1 Reason Selected
The juvenile is alleged to have

~
committed an act that would be a felony or Class 1 misdemeanour f committed by adult,
O violated the terms of probation or parole when the charge for which he/she was placed on probation or parole
would have been a felony or Class 1 misdemeanor if committed by an aduft

[ violated any of the provisions of §18.2-308.7
AMND there is clear and convincing evidence that

[ the release of the juvenile constitutes a clear and substantial threat to the person or property of others; or

—_ tha ralazes o tha i wanis weld rreeset 2 rlase 2nd ohetsetisl theast of oafee bam tn sk §oenilss Fa e b

Add Delete View / Pirt

3. 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.

Please Confirm Delete Operation

‘Would you like to delete detention order for Intake Case
Number s

4. View/Print Button

(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.

a.
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Bl Virginia Department OF Juvenile Justice _ o x

Pt

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

DETENTION ORDER / CAPIAS PURSUANT TO § 16.1-247(K) Case No. @
Commonswealth of Virginia Va. Code §§ 16.1-247(A & D), 16.1-248.1, 16.1-250 F, 16.1-256

[X] The juvenileis alleged to have
[X] committed an act that would be a felony or Class | misdemeanorif committed by an adult
[] violated the temns of probation of parole when the charge for which he/she was placed on probation or parole would have been
afelony or Class 1 misdemeanor if committed by 2n adult: or
[] violated any of the provisions of § 18.2-308.7
AND there is clear and convincing evidence that
[] therelease of the juvenile constitutes a clear and substantial threat to the person o property of others: ot
[] therelease of the juvenile would present a clear and substantial threat of serious ham to such juvenile’s lfe or health: or
[] thejuvenile has theeatened to
£d of

nd from the court’s jurisdiction during the pendency of the instant proceedings orhas 2
2 court’s heating iy p 2
h y e has been directed to remain by the lawful order of 2 judge orintake

[] Theju
officer.

[]  Thejuvenile is a fugitive from a jusisdiction outside Virginia and subject to verified petition or wamaat.

[1 The juvenile has failed to appearin court after having been duly served with a summons in any case in which it is affeged that the
juvenile has committed 2 delinquent act or that the juvenile is inneed of services or the juvenile is inneed of supervision.

[1 Thejm adhere to the ps ty imp ing his release upon a Class 1 misdemeanor charge or a
felony charge.

Ttis hereby ORDERED that the juvenile be taken into immediate custody and be brought before a judge or intake officer. If court is NOT

open, the juvenile shall be placed in the custody of:

8 , a secure facility, until brought before the Court

on the next day on which the Court sits, not to exceed 72 hours. However, if the 72 hours expires on a Saturday, Sunday, legal holiday, or
day on which the Courtis lawfully closed, the juvenile shall be brought before the Court on the next day thatis not a Saturday, Sunday
legal holiday or day on which the Court is lawfully closed

[ CAPIAS PURSUANT TO § 16.1-247(K): v
<

xX. Shelter Care Order Button—Juvenile Delinquent/Status Intake Screen, Bench Warrant Tab
1. (i) To display the Shelter Care Order button on the Bench Warrant tab select Shelter Care
Only form the Offense Decision drop-down menu. Once displayed, (ii) click the Shelter Care
Order button and the Shelter Care Orders tab will appear.

o5l Juvenile Delinquent/Status Intake X

Intake Case Namative Juvenie Intake Court Summons Bench Wamant  Detention Orders

Charged Offense Information

Offense Offense " Offense Retrizved
Date VCC Code Number Offense Description M Decision 0 biy the 5C

renalty Modifier |1 Judge Ordered Detention

(Offense Decision |12-She|ter Care Only i

=TT
Selected Cffe Detail:
16 - Court Summan eiected itense helals
20 - Successful Diversion Offense Date sC# Add New Offense
21 - Unsuccessful Diversion/No Petition Filed VCC Code Statute T iy o
Heading
Subheading
Shelter Care Order
Description |
Penaty Modifier [ Judge Ordered Detertion
Offense Decision | 12 - Shelter Care Only |

A Shelter Care Order button will appear on the Bench Warrant tab if either Offense Decision “11 — Petition/Shelter Care
Filed” or “12 — Shelter Care Only” is selected.

2. Shelter Care Orders Tab—Juvenile Delinquent/Status Intake Screen
a. Select the appropriate Facility (i) radio button and (ii) facility name from the drop-down
menu. (iii) Select all the Shelter Care Order Reason(s) that apply to the juvenile, and (iv)
click the Save button.
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gl Juvenile Delinquent/Status Intake s
Intake Case  Narative Juvenile Intake Court Summons  Bench Wamant Detention Crders| Shetter Care Orders
Shefter Care # Date Printed Facility

» [

Shelter Care Order Information

Facility

(O M @ Community Youth Homes () Shefter Faciities (O Less Secure Detentions

Shelter Care Order Reason(s)
[ The child is eligible for placement in a secure facility: or
[] The child has failed to adhere to the directions of the court, intake officer or magstrate while on conditional release; or
[[] The childs parent. guardian or other person able to provide supervision cannot be reached within a reasonable time; or
[ The child does not consent to retum home; or

O Meither the child’s parent or guardian nor any other person able to provide proper supervision can amive to assume custody
within & reasonable time; or

O The child's parent or guardian refuses to pemit the child to retum home and no relative or other person willing and able to
provide proper supervision and care can be located within a reasonable time.

Add Save Cancel View / Print

b. Add Button
i. Click the Add button to add a new shelter care order.
c. Edit Button
i. (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.

gl Juvenile Delinquent/Status Intake X

Intake Case  Namative Juvenile Intake Court Summons  Bench Wamant Detention Orders  Shefter Care Orders

Shetter Care &# Date Printed Facility

»

Shetter Care Order Information

Facilty | Anchor House

Shetter Care Order Reasons - 1 Reason Selected
The child is eligible for placemert in a secure facilty; or

[[] The child has failed to adhere ta the directions of the court, intake officer or magistrate while on conditional release; or
[[] The child's parent, guardian or other person able to provide supervision cannot be reached within a reasonable time; or
] The child does not consent to retum hame: or

O Meither the child’s parent or guardian nor any other person able to provide proper supervision can anive to assume custody
within a reasonable time: or

O The child’s parert or guardian refuses to permit the child to retum home and no relative or other person willing and able to
provide proper supervision and care can be located within a reasonable time:

Add Delete View / Print

d. Delete Button

i. (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.

Please Confirm Delete Operation

Would you like to delete shelter care order for Intake Case
Mumber ==

s

e. View/Print Button
i. To view or print a shelter care order (i) click on the row containing the desired
information and the row will be highlighted in blue. (ii) Click the View / Print button and
the shelter care order will appear in the Virginia Department of Juvenile Justice report
viewer screen. From this screen the order can be viewed, printed, or exported. (iii) Click
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the X button in the upper right corner to close the screen and return to the Shelter Care

Orders tab.

&1 Virginia Department OF Juvenile Justice N

1 of 2 b M % W~ | 100%

SHELTER CARE ORDER

Find | Next

CASE NO.

the Court, in that

2 the . sy y ofthe
elations District Court Law, and it further appears that the welfare of the juvenile requires that his custody be

[X] 1L Thechildis eligible for p cure facilty

[1 2 Thechild has failed to adhere to the directions of the court, intake officer of magistrate while on conditional release: or

[1 3 Thechild's parent, guardian or other person able to provide supevision cannot be reached within a reasonable time: or

[1 4 Thechild does not consent to retum home: or

[1 5 Neither the child’s parent or guardian nor any other person able to provide proper supervision can amive to assume custody
within a reasonable

and no relative or other person willing and able to
time.

the amount of per to

for the duration of the placement.

SPECIAL INSTRUCTIONS:

w a shelter care facilty, there to remain until brought

[ JT0DGE [ | INTAKE OFFICER MAGKIRATE L3

ght before 2 judge or intake officer or magistrate
T open. the juvenile shall be placed in the custody of:

is ordered to pay child supportin

xxi. Edit Button—Juvenile Delinquent/Status Intake Screen, Bench Warrant Tab
(i) Select an offense and the row will be highlighted in blue. (ii) Click the Edit button, (iii) edit the

1.

XXii.
1.

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

85 Juvenile Delinquent/Status Intake X

Intake Case Namative Juvenile Intake  Court Summaons ;IE"E}IE.H.WSFF&I:I{HE Detention Orders  Shelter Care Orders

Charged Offense Information

Cffense Offense Offense Retrieved
Date VCC Code Number Offense Description PM Decision Jo by the SC

BENCH WARRANT TAB
Edit and Delete Buttons

Selected Cffense Details

Offense Date sC# Add New Offense
VCC Code Statute Detention Assessment
Heading
Subheading
Description

Penatty Madier [ Judge Ordered Detention

(ffense Decision |12 - Shelter Care Only

| Edit Delete |

4. Narrative Tab—Juvenile Delinquent/Status Intake Screen
a. Click the Narrative tab.
b. The For Juvenile radio button will be selected automatically. (i) Click on the row containing the ICN
(Intake Case Number) 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. (iii)
Type a detailed description of the intake in the textbox and (iv) click the Save button when the notes

are complete.
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Delete Button—Juvenile Delinquent/Status Intake Screen, Bench Warrant Tab
(i) Select an offense and the row will be highlighted in blue. (ii) Click the Delete button.
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Intake Casg | Namative | Jivenile Intake Detention Assessment Detertion Orders  Shelter Care Orders

Intake Case Mamative History
@ For Juvenile

For Respondent

FIPS Worker Name Date Opened

Date Closed

-

Selected Intake Case Namative

c. The Respondent’s Information section is greyed out and is not accessible.

d. Print Button

BADGE CSU Intake Manual

i. To view or print the intake narrative (i) click on the row containing the ICN associated with the
opened intake case and the row will be highlighted in blue. (ii) Click the Print button and the intake
narrative will appear in the CSU Intake — Reports report viewer screen. From this screen the intake
narrative can be viewed, printed, or exported. (iii) Click the X button in the upper right corner to
close the screen and return to the Narrative tab.

CSU Intake - Reports

1 of 1 % e E M- | 1w00x - Find

Virginia Department of Juvenile Justice
Intake Narrative

CASE NUMBER:
JUVENILE NUMBER:
JUVENILE NAME:
RESPONDENT NAME:

JUVENILE SSN:
JUVENILE DOB:
JUVENILE RACE:
JUVENILE SEX*:

Mext

Page 10f1

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 may be used in court.
Notes must be fact-based statements ONLY.

Adult Criminal Intake

From the Adult Criminal Intake screen, an adult criminal intake can be created.

Adult criminal intakes are not conducted at every CSU.

From the BADGE home screen (i) click the JTS Modules menu, (ii) select the CSU Intake option from the
drop-down menu, and the CSU Intake screen will appear. On the CSU Intake screen (iii) click the File menu,
(iv) select the New Intake option from the drop-down menu, and the Select Intake Case Category screen will
appear. On the Select Intake Case Category screen (v) select the Adult Criminal option and (vi) click the

Revised 09/2025
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Continue button to open the Adult Criminal Intake screen, Intake Case tab. For additional detail see the
Adding a New Intake section.

Intake Case Tab
1. Petitioner’s Information

a. Add Button. On the Adult Criminal Intake screen, in the Petitioner’s Information section, click the
Add button and the Adult Search screen will appear. This screen consists of three adult search options
allowing users to search by Adult Number, Caseload Number, or by Advance Search. If a search
does not return any results and an adult record is determined to not exist, an adult record can be

created via Add Adult. Also, if a match is not found the Adult Search information screen will appear
and inform the user the search criteria should be changed.

Adult Search Screen Options
(Adult Criminal Intake)

Caseload Number radio button

Add Adult radio button

ol |Adu|t Criminal Intake

Intake Case

Petitioner’s Information

[ Unknown? 55N | Name ‘ View | Clear
Respondent’s Information a Adult Search %
[ Unknown? 55N | MName ‘ View | Clear .
Juvenile’s Information
SN | Name | Add | View  Clear
Juverile Number | DOB ‘ Age (Years - Months

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

Court District | | FIPS

Open Date ‘I- | iy V‘ Time || s kﬁ” Close Date

Case Type ‘ V| PﬁilionerTmel V‘

Relationship (Pettioner to Juveriie) Mandatory fields displayed in bold

Worker | Keyed By [ | "emmm

Save Copy Intake Cloge View / Print View Supreme Offense History
Case Intake Report Court Details Summary Report

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

i. Adult Number Radio Button

1. Onthe Adult Search screen (i) click the Adult Number radio button, (i) type in the Adult
Number, (iii) click the Find button, and the Adult Information screen will appear. Review the
information displayed on Adult Information screen to ensure the correct adult is found, (iv) click
the Close button, and the adult’s information will auto-populate into the Petitioner’s
Information fields on the Intake Case tab of the Adult Criminal Intake screen. If a match is not

found the Adult Search information screen will inform the user the search criteria should be
changed.

o Adult Search X
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Adult Information Screen - Adult
number and name displayed here

Address / Phones / Email  Employment Information  Associated Juveniles
Adult Information

Heigt [0 [ = Weigt [4  ColorByes [Hin Hair [l
Marital Status L Is .S, Ctizen? | “em
Docket # {Adington CSU)

Drivers License Information

Driver's License Number | " B0 = State License lssued | 7=

BADGE CSU Intake Manual

©F Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Adult Information screen in the BADGE

web application.
ii. Caseload Number Radio Button

1. On the Adult Search screen (i) click the Caseload Number radio button, (ii) type in the
Caseload Number, (iii) click the Find button, and the Adult Information screen will appear.
Review the information displayed on the Adult Information screen to ensure the correct adult is
found, (iv) click the Close button, and the adult’s information will auto-populate into the
Petitioner’s Information fields on the Intake Case tab of the Adult Criminal Intake screen. If a
match is not found the Adult Search information screen will inform the user the search criteria

should be changed.

iE TEE LR

Adult Information Screen - Adult
number and name displayed here

Address / Phones / Email  Employment Information  Associated Juveniles

Height [0 ' [ " Weight [  Color: Eyes [ Hair | e
Marital Status L Is .S, Ctizen? | “em
Docket # {Adington CSU)

Drivers License Information

Driver's License Number | " B0 = State License lssued | 7=

iii. Advance Search Radio Button

1. On the Adult Search screen click the Advance Search radio button and the fields at the bottom

of the screen will appear.

Revised 09/2025
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a5 Adult Search X

) Adut Number
) Caseload Number

(®) Advance Search

() Add Adult
T — T
[ Mame Suffix

L R PR
[ Include Atemative Spelings

DacofBith | | (MM/DDAYYY)

[ Include records that have no values for suffix and DOB

GeneticSex @) Al (O Male () Female

SweetAddess | | (FulorPama)
cy | | ZIPCode | |

[ Is Law Enforcement Officer {LEQ)?  LED Badge #

Phone [ | (Home, Work, or Cel)

[ Find Adults with Open Workload

Closs Clear Al

2. Either (a) type the full last name in the Last Name text field for an exact name match or (b) (i)
enter a partial sequence of characters beginning with the first letter of the last name in the Last
Name text field and (ii) click the Use Wildcard checkbox to obtain results based on a partial
name match.

a. The Name Suffix checkbox is automatically left unchecked for none, if desired click the
checkbox to select a suffix from the drop-down menu.

3. Either (a) type the full first name in in the First Name text field for an exact name match or (b) (i)
enter a partial sequence of characters beginning with the first letter of the first name in the First
Name text field and (ii) click the Use Wildcard checkbox to obtain results based on a partial
name match.

4. An adult can be searched for by including the Date of Birth in the following format

MM/DD/YYYY.

a. If the date of birth is not known, click the Include records that have no values for suffix
and DOB checkbox.

Select the Genetic Sex by clicking one radio button for All, Male, or Female.

Search using the adult’s Social Security number by typing it into the SSN textbox with or without

dashes.

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.

0. If the adult search is 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. (ii)
Type the badge number in the LEO Badge # field.

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

12. To include adults with open workloads in the search results, click the Find Adults with Open
Workload checkbox.

13. Click the Find button and any records matching the criteria entered will appear in the Search
Results screen. If a match is not found the Adult Search information screen will inform the user
the search criteria should be changed.

o o

= © >N

Conduct an Advance Search for each criterion separately. Entering multiple criteria may be too specific to yield any results.
To clear all the information in the search fields, click the Clear All button.

To yield broader search results, type ONLY the first 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 a LEO, the adult will not be found using the Is Law Enforcement (LEO)?
checkbox option. It is best to search for the officer by name and city, if known.

a. Ifthe Search Results screen displays multiple similar records, each record can be viewed
individually to identify the correct adult. (i) Select an adult record, and the row will be
highlighted in blue, (ii) click the View Info button, and the Adult Information screen will
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appear and display additional information for the record. Review the Adult Information
screen to ensure the correct adult is identified, (iii) click the Close button to exit the Adult
Information screen and return to the Search Results screen. (iv) Once the correct record is
identified, click the Select button and the Adult Information screen will appear and display
additional information for the record. (v) Click the Close button to exit the Adult Information
screen and the selected adult’s information will auto-populate the Petitioner’s Information
fields on the Intake Case tab of the Adult Criminal Intake screen.

If the desired adult record is readily identifiable on the Search Results screen (i) select the
adult record, and the row will be highlighted in blue. (ii) Click the Select button and the Adult
Information screen will appear and display additional information for the record. (iii) Click the
Close button to exit the Adult Information screen and the selected adult’s information will
auto-populate the Petitioner’s Information fields on the Intake Case tab of the Adult
Criminal Intake screen.

85! Search Results - 30 adults meet your criteria. x

Middle Name

EXERTR
R |

TEIL

Adult Information

Adult Information Screen - Adult
number and name displayed here

Q Edrt. l.F"\‘dult
Info

Print Face

Sheet

Height |— ’_" Weight |'®  Color: Eyes |mam Hair | /s
Marital Status g - Is US. Citizen? | “em
Docket # {Adington CSU)

Drivers License Information

Driver's License Number | "% B0 == State License lssued | %

e

=¥ Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Adult Information screen in the BADGE
web application.

iv. Add Adult Radio Button

1.

If an adult record does not exist a new adult record can be created. From the Adult Search
screen click the Add Adult radio button and the fields at the bottom of the screen will appear.

Revised 09/2025
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85 Adult Search X

The Add Adult radio button will create a new adult record with a unique Adult Number. All information pertaining to this adult
will be found under the newly assigned adult number.

a. Type the last name in the Last Name field.
i. Ifrequired, click the Name Suffix checkbox to select a suffix from the drop-down menu.
b. Type the appropriate data in the (i) First Name and (ii) Date of Birth fields, and (iii) click the
Add button.
c. If the system finds possible matches, the Add New Adult information screen will appear.

Add New Adult

System has found possible matches with the information you
have entered.

It is advised that you review all possible matches. Would you
like to review these matches?

.

i. To review the possible matches, click the Yes button and the Adult Search screen will
appear with the Advance Search radio button preselected and the Last Name, Name
Suffix (if applicable), First Name, and Date of Birth fields auto-populated with the data
that was entered in the Add Adult radio button fields.

ii. Ifan Advance Search was conducted and the correct adult was not found, click the No
button, and the Please Enter ALL Available Information for New Adult screen will appear.

85 Adult Search *

oLl Please Enter ALL Available Information for New Adult X

{ Name/Address Information | General Information  Employment Information

Adult Name Adutt Address

Suffix (o, Sr, 1, 1, 11, 1V, etc) | |
T | e[

Middle Name | |  Ciy/Town | |

Genetic Sex () Male () Female (@ Unknown State | |Ur'knowr‘| V|

] Is Deceased?®  “pprow. Date [m] Is Address Confidential? ©  Paste Unknown

All Felds in Bold Are Mandatory

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

d. Please Enter All Available Information for New Adult Screen
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If the system does not find any possible matches, the Please Enter ALL Available
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

o5 Please Enter ALL Available Information for New Adult

: Name/Address Information

Adult Name
Last Name | |

Suffie (Jr, Sr, [ 1L TV, ete) | None

First Name | . |

Middle Name | |

Genetic Sex () Male () Female (@ Unknown

[m] Is Deceased? *

"= Yes [ | Mo [H] Unknown Save

General Information  Employment Information

All Fields in Bold Are Mandatory

Adult Address
Address | |

| |
ZpCode [ | Find City by Zip Code
City/Town | |

State I:I Unknaown i

[®] Is Address Corfidential? *  Paste Unknown

Cancel

1. The Last Name, Suffix (if applicable), First Name, and Date of Birth fields will
auto-populate with the data that was entered in the Add Adult radio 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. (ii) Type the approximate death date.

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

If the adult is Deceased?* is checked, “Deceased” will auto-populate into the

2.
button and the City/Town and State fields will auto-populate.
a.
Address and City/Town fields.
Adult Address
Address .Deceased
Zip Code Find City by Zip Code
City/Town |Deceased
State ‘Unkmwn e
[] Is Address Confidential? * Paste Unknown
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.

Adult Address
Address |Unknown

Zip Code
City/Town |Unknown

State

Find City by Zip Code

| Unknown v

[ Is Address Corfidential? * [Paste. Linknawn

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 exists.

Revised 09/2025
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ol Please Enter ALL Available Information for Mew Adult

Name /Address Informatior] | G

Adutt Information

Date of Bith [\ [n =8 | Age (rY-MM)

Race | Unknawn

L

Height | | "

Marital Status | Unknown

LV

Weight I:I

Driver's Lic. # |

Adutt Phione/E-mail

n | Bmployment Information

ssN [ | [W s Aduk US. Ciizen?”

BEthnicity (Hispanic/Latino?) | Unknown ~

Eye Color |Unknown ~ | Hair Color | Unknown

Docket# [ | ffor Adington CSU)

State Issued Driver's License |:| ~

Home Phone I:I Cell Phone I:I E-mail
- Yes [ No [W] Unknown Save Cancel
1. The Date of Birth will auto-populate with the date that was entered in the Add Adult

radio button Date of Birth field. 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 in feet and the second 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, (iv) type the adult’s Driver’s Lic. #, and (v) select the state of issuance
from the State Issued Driver’s License drop-down menu.

(i) Type the adult’s Social Security number in the SSN field. 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 located at the Arlington
CSU, input the Docket #.

Input the adult’s (i) Home Phone, (ii) Cell Phone, and (iii) E-mail in the
corresponding fields.

Employment Information Tab

o5l Please Enter ALL Available Information for New Adult

Name/Address Infermation  General Informatio

Adult Employment Information
Status | Unknown

~ | Aprox. Date I:I

Employer | | |
Job Tie | | ZpCode [ | Find City by Zip Code
City/Town | |
[ Is Adutt Law Enforcement Officer?” State I:I Linknown ~ | Same as Home
Phane I:I Phone Extension l:l
- ves [ Mo [m] Unkrlbm Save Cancel

Adult Employer Address / Phone Number

Address |

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
the adult is a law enforcement officer (v) check the Is Adult Law Enforcement
Officer?* checkbox and (vi) input the Law Enforcement Officer Badge Number in

the textbox.
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City by Zip Code button and the City/Town and
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ii) Zip Code. (iii) Click the Find
State fields 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.
4. (i) Click the Save button, and the Adult Information screen will appear displaying the

data entered in the preceding steps. Review the Adult Information screen to ensure

the information is correct. (ii) Click the Close button to return to the Intake Case tab

of the Adult Criminal Intake screen.

L2

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

b. View Button. On the Adult Criminal Intake screen, in the Petitioner’

Type the Zip Code and click the Find City by Zip Code button. The City/Town and State fields will auto-populate for Virginia

s Information section, click the

View button and the petitioner's Adult Information screen will appear.

(i) On the Adult Information screen click the Edit Adult Info button and the Edit Information for

Adult Number screen will appear. On the Edit Information for Adult Number screen edit existing

information as required and (ii) click either (a) the Save button or (b) the Cancel button to return to

and the Adult Information screen. On the Adult Information scree
return to the Adult Criminal Intake screen.

n (iii) click the Close button to

o Iédu\t Criminal Intake

Intake Case

Petitioner's Information
Unknown?  SSN
iespondent’s Infarmation

[ Unknown?  SSN

Adult Information
Adult Number TV IS

Name Add Wiew ||| Clear

Date of Bith £ =i

Name Add View | Clear

Add View | Clear

Is Deceased? No

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

Adult Information
Height

Court District

FIPS

Open Date | Close Date

Case Type

v] Tme [

~ | Petitioner Type

Marital Status
w

Docket #
Relationship | None | (Pettionerto Juvends) Mandatory fields displayed in bold
Driver's License Information

Worker Keyed By =

Drivers License Number

Copy Intake
Case

View # Print
Intake Report

View Supreme
Court Details

Offense History

Save Summary Report

Close

Adult Name  |LISSITIIE. FREE.0

Race / Bthicty S8 =g

" Weight

Adult Information Screen - Adult
number and name displayed here

55N nii-ln sl

Edit Adutt
Info

Age (Years - Morths) 7o Print Face

Shest

Genetic Sex  Fem

Color: Eyes Hair

Is 1.5, Citizen?
{Adington CSU)

State License lssued

Close

¥ Refer to the Juvenile & Adult Information Screens User Manual for instructions on using the Adult Information screen in the

BADGE Windows application.

o2 Edit Information for Adult Number

Adult Number

Name/Address Information  General Information  Employment Information

Adutt Name Adult Address
Last Name | | Address | |
Suffi (Jr. Sr. 1. 1L 11, V. tc) [None | |
First Name | | Zip Code [0 | Find City by Zip Code
Middle Mame | | City/Town |Unknown |

Genetic Sex () Male @ Female () Unknown

State Virginia

[ Is Deceased? * [ Is Address Corfidenti

All Felds in Bold Are Mandatory

Save

*- Yes [ | No [m] Unknown Cancel

L

al?* Paste Unknown
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c. Clear Button. On the Adult Criminal Intake screen, in the Petitioner’s Information section, click the
Clear button to remove the data from the Petitioner’s Information fields on the Intake Case tab.

Intake Case

Pettioner's Information
Unknown? 55N Mame

2. Respondent’s Information

Clear

a. Add Button. On the Adult Criminal Intake screen, in the Respondent’s Information section, click the
Add button and the Adult Search screen will appear. This screen consists of three adult search options
allowing users to search by Adult Number, Caseload Number, or by Advance Search. When a
search is performed and a match is not found the Adult Search information screen will appear and
inform the user the search criteria should be changed. If a search does not return any results and an
adult record is determined to not exist, an adult record can be created via the Add Adult radio button.
i. See the instructions detailed in the Petitioner’s Information section for instructions related to the

following Adult Search screen options:

AXe

Adult Number ra

dio button

Caseload Number radio button

Advance Search radio button

Add Adult radio button

o5 [Adult Criminal Intake

Intake Case

Petitioner’s Information

Close

[ Unknown?  SSN Name Add | | View | Clear
Respondent’s Information
[ Unknown? ~ SSN Name View | Clear
Add View | Clear
Intake Case Number (ICN): Will be assigned after saving
Court District ~ FIPS
Open Date | - V| Time: | + | Close Date
Case Type | Petitioner Type ~
Relationship | Mone ~ (Petiioner fo Juvenie) Mandatory fields displayed in bold
Worker Keyed By
Save Copy Intake View / Print View Supreme (Offense History

Case Intake Report Court Details Summary Report

ol Adult Search

(®) Adult Number
() Caseload Number
() Advance Search
() Add Adult

Find

Close

2% o

2> Refer to the Petitioner’s Information section for detail pertaining to searching for and adding an adult; this information is

applicable to both petitioners and respondents.

b. View Button. On the Adult Criminal Intake screen, in the Respondent’s Information section, click the

View button and the petitioner's Adult Information screen will appear.
i. (i) On the Adult Information screen click the Edit Adult Info button and the Edit Information for
Adult Number screen will appear. On the Edit Information for Adult Number screen edit existing

information as required and (ii) click either (a) the Save button or (b) the Cancel button to return to
and the Adult Information screen. On the Adult Information screen (iii) click the Close button to

return to the Adult Criminal Intake screen.

Revised 09/2025
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R x g
s o EEEN AR AT
Adult Information Screen - Adult
Intake Case number and name displayed here
Petitioner’s Information
Unknown?  SSN [ SR [ Name = Fij=
Respondent’s Information
Unknown?  SSN [EELELSES  Name [Foar e
Juvenile’s Information
S| e | =
Juvenile Number ‘ DOB | Age (Years - Months)
Intake Case Number (ICN): Will be assigned after saving
Court District | vl FIPS l— At Infomation
ou ri
Height |— ’_ " Weight |'®  Color Eyes |Sum Hair |
OpenDate [~ 00 | Tme [ = 2] Close Date
Marital Status g — Is U.S. Citizen? | "o
Case Type | Vl Petilinner'lmel V‘
Docket # {Adington CSLU)
Relationship (Pettionerto duveniie) Mandatory fields displayed in bold
Drivers License Information
Work Keyed i"mn B
ol B | . Driver's License Number | 9% B0 = State License lssued |7
Save Copy Intake T View / Print View Supreme Offense Histary
Case Intake Report Court Details Summary Report

o5 Edit Information for Adult Number |8 ==y Adult Number =

Name/Address Information  General Information  Employment Information

Adult Mame Adult Address

Last Name | s | Address | . o = |
Suffi (Jr, Sr, 1, 11, 111, 1V, ete) | |

First Name | © 007 | Zp Code [0 |

Middle Name | | City/Town |Unknown |

Genetic Sex () Male @ Female () Unknown State |W& |V|-g"ia V|

[ Is Deceased? * Approx. Date [ Is Address Confidential? *  Paste Unknown

All Fields in Bold Are Mandatory

c. Clear Button. On the Adult Criminal Intake screen, in the Respondent’s Information section, click the
Clear button to remove the data from the Respondent’s Information fields on the Infake Case tab.

Adult Criminal Intake

Intake Case

Petitioner's Information

Unknown?  SSN |* e MName |- T T -
Respondent's Information

Unknown?  SSN [EELEL™ES  Name [SCer mce me
Juvenile’s Information

SSN | Name |
by

Juvenile Number | DOB | Age (Years - Morths)

For a new respondent, 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.

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.

3. Juvenile’s Information
a. The Juvenile’s Information section is greyed out and is not accessible.

Unlike domestic relations intakes or juvenile delinquent / status intakes, the juvenile’s information is not required for an adult
criminal intake. Petitioners are requesting the court to settle a matter against an adult; therefore, the Juvenile’s Information
section is inaccessible.
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Intake Case

Petitioner’s Information

Unknown?

Respondert's Information
Unknown?

SSN Name Add View | | Clear

SSN Name Add View | | Clear

a2 Adult Criminal Intake x

Add
[ Respondent cannoni be "Unknown" |

View | Clear

Intake Case

CNA = Petiioner’s Infomation
Intake Case Number (ICN): — ﬁppears ere Unknown?  SSN ame Add | View | | Clear
) after savin
Court District b FIPS 9 Respondent's Information e Respondent cannot be unknown
Open Date | <] Tme | | Close Date Unknown? 55N Name [UNKNOWN. UNKNGWN Add | | View | Clear
Case Type ~ Petitioner Type ~ ‘
Ad Vien Clear
Relationship | Nons | (Patiionerfo Juvenis) Mandalory fields displayed in bold
Worker Keyed By
Copy Intake View / Print View Supreme Offense History
sE Case oz Intake Report Court Details Summary Report
a. The Intake Case Number (ICN) will auto-generate after the intake is saved.

Revised 09/2025

Court District

i. The Court District will auto-populate for users that only have access to one district. Users with
access to more than one district will need to manually select the appropriate Court District from
the drop-down menu.

For Intakes completed by the After-Hours Intake Unit, the Court District field will need to be manually selected from the drop-
down menu.

FIPS

i. Insome jurisdictions the FIPS code will auto-populate based upon the selection in the Court
District field. Where multiple FIPS codes exist in a court district the appropriate code should be
selected using the FIPS drop-down menu. The selected FIPS should represent the locality the
offense occurred in or be based upon which FIPS has jurisdiction over the case.

Open Date

i. The Open Date will auto-populate to the current date. If the date must be changed select the date
using the Open Date calendar drop-down screen.

Time

i. The Time will auto-populate to the time when the intake screen opened. To change the time,
highlight the hour, minute, or second fields, and click the up or down arrows until the correct time is
displayed OR highlight the hour, minute, or second fields and type in the new time.

Close Date

i. The Close Date will auto-populate when a final disposition (offense decision) is selected. For adult
criminal intakes, the Offense Decision field is located on the Adult Criminal Intake tab.

Case Type

i. Selectthe Case Type from the drop-down menu.

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

Petitioner Type
i. Select the Petitioner Type from the drop-down menu.

Petitioner Type is a mandatory field.

Relationship
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i. The Relationship of the petitioner to juvenile will auto-populate to None. To 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.

I.  Click the Save button and the Intake Case Number will generate. If the Petitioner’s Information
section has not been completed the intake case will not be saved and a prompt will appear to input the
data. Once the intake case has been saved all the buttons at the bottom of the Intake Case tab will
become accessible; the Narrative tab will appear; and the following buttons will display at the bottom of
the Intake Case tab: Edit Intake Case Info and Add Adult Criminal Intake.

gl Adult Criminal Intake X

Intake Case

Petitioner's Information
Unknown? ~ SSN [FERFLENE  Name |=pees == Add | View | Clear

Respondert’s Information
Unkngwn?  SSN | m o Name [ Add | | View | | Clear

Petitioner MUST be entered or "Unknown"

ssu| | selected. Respondent cannot be unknown View  Clear
Juvenile Number [ OB | Age (Years - Wortha) |
intake Case Number (ICN): i 5
Court District ™08 s i (0. B B FIPS |5 fg=
Open Date ’ﬁ Time: ,7- Close Date ’7
Case Type | = - Petitioner Type | © =
Relationship |Nere (Pettioner to duvenie)
Wnrkerl' -y KeyedBy‘I [——
Copy Intake Delete Intake: Miew / Print View Supreme Offense History
Info Case Case Intake Report Court Details Summary Report

Add Adult Criminal Intake

©F Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Adult Information screen in the BADGE

web application.
©F Refer to the Petitioner’s Information section for detail pertaining to searching for and adding an adult; this information is
applicable to both petitioners and respondents.

Intake Action Buttons
Once an intake case is saved on the Intake Case tab all of the intake action buttons at the bottom of the tab
will become accessible.

Adult Criminal Intake Action Buttons
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gl Adult Criminal Intake

Intake Case  Namative INTAKE ACTION BUTTONS
Petitioner’s Information
Unknown? 55N Name | == - Add View | | Clear

Respondent’s Information
Unknown?  SSN Name =] Add View | | Clear

Add View | | Clear

Intake Case Number (ICN): s s

Court District |, FIPS
Open Date Time: Close Date
Case Type Petitioner Type
Relationship | None (Petiioner fo Juvenie)
Worker Keyed By
Edit Intake Case Copy Intake Delete Intake View / Print View Supreme Offense History
Info Case Case Intake Report Court Details Summary Report

Add Adutt Criminal Intake

1. Edit Intake Case Info Button
a. (i) Click the Edit Intake Case Info button, (ii) edit the information as required, and (iii) click the Save
button when the edits are completed.
2. Copy Intake Case Button
a. The Copy Intake Case button is greyed out and is not accessible.
3. Delete Intake Case Button
a. (i) Click the Delete Intake Case button and the Delete Intake Case screen will appear. (i) Click (a) the
Yes button or (b) the No button to delete the intake case and return to the Adult Criminal Intake screen.

Delete Intake Case

o Would you like to delete intake case number = i

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

4. View / Print Intake Report Button
a. (i) Click the View/Print Intake Report button and the CSU Intake — Reports screen will appear. (ii)
Click the X button in the upper right corner to close the report and return to the Adult Criminal Intake

screen.

Revised 09/2025
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CSU Intake - Reports — [m]

1 of 1 % i B Aa - | 100% - Find | Next

Virginia Department of Juvenile Justice

Intake Report
Click "X" to close Report

INTAKE INFORMATION:

Intake Case Number: = Fips:
Worker Name: =

Intake Opened Date: Intake Closed Date:
Case Type Code: | [

JUVENILE INFORMATION:

Juvenile Number: =

Juvenile Name: = = .

SSN: =11 Sex*: Race: Height: Weight: 1 DOB:
Address: |

Home Phone: (B Work Phone: Cell Phone:

Mother's Maiden Name: " %

ALIAS INFORMATION - NONE

PETITIONER INFORMATION:

GEN:  ere
<
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a. Click the View Supreme Court Details button and the Supreme Court Detail screen will appear. If
there is no information entered by the Supreme Court, the Supreme Court Details information screen
will appear indicating no data found for the specified intake case.

o Supreme Court Detail
Pefitioner:  Fpin mllion meinll Respondent:
duvenie: TESEEE ™ "EEINENN BTSN ICN: -
Information from the Supreme Court must be venfied for accuracy.

Juvenile DOB: [ T 5

X

5C Case Number Statute
- n

» T L I

Offense Info (Page 1) Offense Info (Page 2) License Info  Fines/Attomey/Bail/Bond Hearings

Supreme Ct Name: = = Supreme Ct. DOB:

Mext Hearing Date:
Last Hearing Date

Supreme Court Case Number:
Cage Type:

Statute: -

Statute Originated From: =

Amended Case Type:
Amended Offense Code

Final Digposition:
Appesled Date Perfected
Remarks:

Convicted as Adult?

Supreme Court Details x

o No data found for this case

The amount of information found on the Supreme Court Details screen may vary depending on the court jurisdiction.

6. Offense History Summary Report Button

a. (i) Click the Offense History Summary Report button and the Offense History Summary Report
screen will display a message stating a juvenile must be added to the case to access the report.
Juveniles cannot be added to an adult criminal intake case, therefore this feature is not valid. (ii) Click

the OK button to return to the Adult Criminal Intake screen.

Offense History Surmmary Report

e Please add juvenile to the case before runnnind that report.

Add New Intakes

At the bottom of the Intake Case tab, a button allows the user to add a new adult criminal intake.
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Intake Case  Narative

Unknown?

Unknown?

Court District

Open Date
Case Type

Relationship

Worker

Edit Intake Case
Info

) Adult Criminal Intake

ADDADULT CRIMINAL INTAKE

Petitioner’s Information

88N

Respondent’s Information

88N

Intake Case Number (ICN): s s

None

Copy Intake
Case

Name = =

Name =

FIPS
Time: Close Date
Petitioner Type
(Petiioner fo Juvenie)
Keyed By
Delete Intake Wiew / Print
Case Intake Report

Add View | | Clear

View | | Clear

Add View | | Clear

Offense History
Summary Report

View Supreme
Court Details

Add Adutt Criminal Intake |
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1. Add Adult Criminal Intake Button—Adult Criminal Intake Screen, Intake Case Tab
a. Click the Add Adult Criminal Intake button and the Adult Criminal Intake tab will appear on the Adult

Criminal Intake screen.

- Case ¢ intake R-e.ﬁc;rt

Add Adult Criminal Intake

o5l | Adult Criminal Intake

Intake Case Mamativg Adult Criminal Intake

Charged Offense Information

Offense
Date

Cffense

WCC Code Number

(Offense Description

Offense Retrieved
M Decision e by the SC

Selected Offense Details

Heading
Subheading
Description
Penalty Modifier

Offense Decision | 19 - Aduft Criminal

Save

VcCCode [ || FindVEC Code

Statute

~ Judge Ordered Detention

~

Cancel

Add New Offense

b. Adult Criminal Intake Tab—Adult Criminal Intake Screen
i. Select the date using the Offense Date calendar drop-down screen.
ii. Click the Find VCC Code button and the Search Offense screen will appear.

| | Find VCC Code

Stati

VCC Code Search

*

e Please enter the offense date before searching for VCC code,

1. Locate the desired offense from those displayed in the Search Results table or search for an
offense by (i) typing the Statute, VCC, Heading, Sub-Heading, or Description into the
corresponding field(s). The Use Wildcard?* checkbox will be selected automatically, uncheck
the checkbox if the wildcard function will not be used. (ii) Click the Find button and the Search
Results section will display all items that meet the search criteria by VCC Code, Statute, and
Offense Description. (iii) Click on a row to select a VCC Code and the row will be highlighted in

blue.

Revised 09/2025
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2. Click the Ok button.

a. If the intake offense selected is a Prohibited Diversion Offense the Prohibited Diversion
Offense information screen will appear. Click the OK button to close the Prohibited Diversion
Offense information screen and return to the Adult Criminal Intake tab on the Adult Criminal
Intake screen.

b. If the intake offense selected is not a Prohibited Diversion Offense the user will
immediately return to the Adult Criminal Intake tab on the Adult Criminal Intake screen.

a Search Offense X

Prohibited Diversion Offense *
o The offense selected
(i} cannot be resolved or diverted,
VCC Code Statute Offense Description (ii} cannot be resolved unless the victim is a family or
CNV-7017-M3 10.1-1142(D) BUILD FIRE WITHIN 150 FEET OF WOODLAND, BRUSHLAND ETC household member, or

(i} requires affirmative consent for diversion per VOL 111-9123
— Diversion and Resolution at Intake.

CNV-7025-M1 10.1-2274 UNDERWATER RECOVERY OF HISTORIC PROPERTY WITHOUT PERMIT

10.1-203 USE OF MOTORIZED VEHICLE ALONG APPALACHIAN TRAIL
ARCHAEOLOGICAL EXCAVATION OF HUMAN REMAINS WITHOUT PERMIT
DAMAGE. ETC ANY OBJECT OF ANTIGUITY ON STATE-CONTROLLED LAND
DUMP ETC. WITHOUT PERMISSION OF OWNER

EXCAVATE ETC. WITHOUT PERMISSION OF OWNER

Appropriate exceptions/exemptions must be entered in the
intake narrative.

When a VCC is selected, a summary of the charge will be displayed at the bottom of the screen.

Click the Find button on the Search Offense screen to select an offense without entering any information into the search fields.
A Prohibited Diversion Offense (i) cannot be resolved or diverted, (ii) cannot be resolved unless the victim is a family or
household member, or (iii) requires affirmative consent for diversion. Some cases may be resolved with the appropriate
exception/exemption and require an explanation to be entered in the intake narrative.

¥ Refer to the CSU Procedure, VOL 111-9123, Diversion and Resolution at Intake, for detail pertaining to: (i) selected offenses for
which resolution is prohibited and affirmative consent is required to divert; and (ii) certain offenses for which diversion is
prohibited.

iii. If applicable, select the Penalty Modifier from the drop-down menu.

iv. The Offense Decision will default to “19 - Adult Criminal.” Click the Save button, and the saved
information will appear in the Charged Offense Information section. Once saved, the Add New
Offense button will become accessible, and the Edit and Delete buttons will also appear on the
bottom of the Adult Criminal Intake screen.
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gl Adult Criminal Intake > o Adult Criminal Intake X
Intake Case  Narative Adult Crminal Intake Intake Case Namative Adult Criminal Intake
Charged Offense Information ICharged Offense \nfnrmatlnnl
Cffense Offense . Offense Retrieved Offense Offense . Offense Retrieved
Date VCC Code Mumber Offense Description M Decision 0 by the SC Date VCC Code Mumber Offense Description M Decision o by the SC

Selected Offense Details Selected Offense Details
Offense Date z| Add New Offense Offense Date Add New Offense
VCCCode [P © 7% | [Fnd VCCCode |  Stalute VCC Code Statuie

Heading Heading
Subheading Subheading
Description Description

Penalty Modifier b Judge Ordered Detention Penalty Modifier Judge Ordered Detertion
Offense Decision | 19 - Adult Criminal ~ Offense Decision | 19 - Adult Criminal
Cancel | Delete |

In the Charged Offense Information table, a record will display a check mark in the JO checkbox whenever a judge orders a
juvenile to be detained, the Judge Ordered Detention checkbox associated with the offense record is selected, and the
record is saved.

In the Charged Offense Information table, a record will display a check mark in the Retrieved by the SC checkbox
whenever the Supreme Court number (SC#) on the petition was used by a clerk to pull intake case information into the
Supreme Court of Virginia’s data system.

v. Add New Offense Button—Adult Criminal Intake Screen, Adult Criminal Intake Tab
1. If another offense needs to be added to the petition/order, (i) click the Add New Offense button
on the Adult Criminal Intake tab, and the Selected Offense Details fields will become
accessible. (ii) Repeat the steps above to add another offense.
vi. Edit Button
1. To edit an offense (i) select an offense in the Charged Offense Information section and the
row will be highlighted in blue. (ii) Click the Edit button and the fields in the Selected Offense
Details section will become accessible. (iii) Edit the information as required and (iv) click the
Save button when the edits are completed.
vii. Delete Button
1. To delete an offense, (i) select an offense in the Charged Offense Information section and the
row will be highlighted in blue. (ii) Click the Delete button.

Multiple VCCs can be added to a petition/order.

Once an Adult Criminal Intake has been created and saved the Edit and Delete buttons will also appear on the bottom of the
Adult Criminal Intake screen.

2. Narrative Tab—Adult Criminal Intake Screen
a. Click the Narrative tab.
b. The For Juvenile section is greyed out and is not accessible.
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Intake Casq | Namative | Wdult Criminal Intake
Intake Case Mamative History

For Juvenile (® For Respondent

ICN FIPS Worker Name Date Opened  Date Closed

Selected Intake Case Namative

BADGE CSU Intake Manual

c. (i) Select the For Respondent radio button. (ii) Click on the row containing the ICN (intake case
number) 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 in the textbox and (v) click the Save button when the notes are

complete.
d. Print Button

i. To view or print the intake narrative (i) click on the row containing the ICN (intake case number)
associated with the opened intake case and the row will be highlighted in blue. (ii) Click the Print
button and the intake narrative will appear in the CSU Intake — Reports report viewer screen. From
this screen the intake narrative can be viewed, printed, or exported. (iii) Click the X button in the

upper right corner to close the screen and return to the Narrative tab.

CSU Intake - Reports - [m]

1 of 1 % & B e~ | 0% - Find | Next

Virginia Department of Juvenile Justice
Intake Narrative

CASE NUMBER:
JUVENILE NUMBER:
JUVENILE NAME:
RESPONDENT NAME:

JUVENILE SSN:
JUVENILE DOB:
JUVENILE RACE:
JUVENILE SEX*:

INPUT FACT BASED STATEMENTS ONLY.

[ - Genetic Sex

Page 1

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 may be used in court.
Notes must be fact-based statements ONLY.

CSU Intake Search

There are several methods to search for existing intakes. From the CSU Intake screen, (i) click the Search

menu.

Revised 09/2025
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70 CSU Intake - X
Detention Data Reports Help
Intakes by Juvenile
Intakes by Petitioner
Intakes by Respondent
Intakes by Case Number
Intakes by Worker
For VCC Code

CSU Intake Search Search Type

Intakes by Petitioner Adult Search

Intakes by Case Number | Search by Intake Case Number

For VCC Code Offense Code Browser

1. Intakes by Juvenile
a. (i) Click the Search menu, (ii) select the Intakes by Juvenile option, and the Find Juvenile screen will
appear. (iii) Select the desired Search by radio button on the Find Juvenile screen and (iv) enter the
related information in the appropriate text field (Juvenile Number is used in example below). (v) Click
the Find button, and the Search Results screen will appear. The Juvenile Search information screen
will appear if there are not any or too many search results.

70 CSU Intake - X
File Detention Data Reports Help
Intakes by Petitioner
Intakes by Respondent )
Intakes by Case Number L & Find Juvenile X
Intakes by Worker
For VCC Code

Find Juvenile ' Direct Care Population  Detertion Population
Search by Last Mame Use Wildcard
® Javenie Number Mame Suffix Include  [None
O DC Number First Name Use Wildeard
O Intake Case Number Include Atemative First Name Spelings
) Cascload Number Alias SSN

(O Advance Search DOB / Age DoB Age

Previous Selections Street Address (Full or Partial)
ZIP Code Phone (Home, Cell, or Work)

Juverile Number
l:l Find Juveniles with Commitment(s) to the State

Juvenile Search X

A Mo matches, Please change your criteria,

Juvenile & Last Name: Suffixc First Name: Middle Name: Residence FIPS

Juvenile Search *

There are 9346 juveniles meet your criteria.
Please narrow it down and try again.

b. (i) On the Search Results screen, select a juvenile record and the row with be highlighted in blue. (ii)
Click the Select button and the Intake History screen will appear for the selected juvenile.
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W5 Search Results - 9 juveniles meet your criteria. X
4 Intake History - X
Juvenie # _ Last Name First Name. Micdle Name. Residence FIPS | Eile | Search Detention Data  Reports Help
Selected Juvenile
Juvenile # Name DOB SSH
[ [y e (o= [EF
Intake History Offense History View Offense _
|‘“""“"""""a"’e ‘ | Report ‘ ‘SummalyRan’l ‘ History Details ‘S’""“"‘“‘"’"
Recorded Intakes
ICN Ji FIPS Opened Closed Worker
[~ Jlim]| lew  BCEEN | ECEEW wew ViewEdit
Intake Offense Information Selected Intake
JO VCCCode PM OffenseDate Off. Dec. Adjudication
[ | Cenleiaiis. i Dl | (= =TT
[ | Ele Wl - el B
‘Court Details
Refresh

©F Refer to the Login & Search Manual for instructions on how to search for a juvenile in the BADGE web and Windows
applications.

©F Refer to the Juvenile / Adult Search & Information Manual for instructions on how to search for a juvenile in the BADGE web
application.

If only one juvenile is found the Intake History screen will be displayed immediately, the Search Results screen will not display.

2. Intakes by Petitioner
a. (i) Click the Search menu, (ii) select the Intakes by Petitioner option, and the Adult Search screen will
appear. (iii) Select the appropriate search radio button on the Adult Search screen and (iv) enter the
related information in the appropriate text field (Adult Number is used in example below). (v) Click the
Find button, and the Search Results screen will appear. The Adult Search information screen will
appear if there are not any or too many search results.

7© CSU Intake - X
Detention Data Reports Help
Intakes by Juvenile
Intakes by Respondent
Intakes by Case Number
Intakes by Worker
For VCC Code

85 Adult Search X
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First Name:

Middle Name
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Adult Search

| Mo matches, Please change your criteria,

*

Adult Search

There are 20790 adults meet your criteria,
| Please narrow it down and try again.

b. (i) On the Search Results screen, select an adult record and the row with be highlighted in blue. (ii)

Click the Select button and the Intake History screen will appear for the selected adult.

2 Search Results - 150 adults meet your criteria,

Adutt # Last Name

First Name:

Middle Name

Intake Histary
Search Detention Data Reports Help
Selected Petitioner

|
x

Adult # Name DOB 55N

[ [ [ [

|Mdelnh,m | ‘ Intake History Offense History ‘ View Offense ‘ ‘S EEEEEE ity ‘
Summary Report

Report

History Details

Recorded Intakes

ICN  JI FIPS

Opened

Closed  Worker

View/Edit
Selected Intake

Intke Report

II

View Suprem
Court Defails

[

ZF Refer to the Login & Search Manual for instructions on how to search for an adult in the BADGE and web and Windows

applications.

application.

Refer to the Juvenile / Adult Search & Information Manual for instructions on how to search for a juvenile in the BADGE web

If only one adult is found the Intake History screen will be displayed immediately, the Search Results screen will not display.

3. Intakes by Respondent

a. (i) Click the Search menu, (ii) select the Intakes by Respondent option, and the Adult Search screen
will appear. (iii) Select the appropriate search radio button on the Adult Search screen and (iv) enter the
related information in the appropriate text field (Adult Number is used in example below). (v) Click the
Find button, and the Search Results screen will appear. The Adult Search information screen will

appear if there are not any or too many search results.
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7 CSU Intake = X
Detention Data Reports Help

Intakes by Juvenile
Intakes by Petitioner
Intakes by Case Number
Intakes by Worker

For VCC Code

B Adult Search X

Adult Search *
Vidde Name  Ciy Race  GeneticSex *

A Mo matches, Please change your criteria,

Adult Search X

There are 20790 adults meet your criteria.
Please narrow it down and try again.

b. (i) On the Search Results screen, select an adult record and the row with be highlighted in blue. (ii)
Click the Select button and the Intake History screen will appear for the selected adult.

55 Search Results - 150 adults meet your criteria. X
- Intake History - x
First Name. Vidde Name [ Eile | Search Detention Data Reports Help
Selected Petitioner
Adult # Name DOB SSN.
=7 [EerroEdin [ [EF [ oo |
Intake History Offense History View Offense
| AR | Report ‘ Summary Report History Details S iy
Recorded Intakes
ICN JI FIPS Opened Closed Worker

|

View/Edit
Selected Intake

Intake Report

icwr Suprems
Court Details

iI
@

[

=
Y
-_
L
o
——
™

L =)
PR
=

ZF Refer to the Login & Search Manual for instructions on how to search for an adult in the BADGE Windows and web
applications.

©F Refer to the Juvenile / Adult Search & Information Manual for instructions on how to search for a juvenile in the BADGE web
application.

If only one adult is found the Intake History screen will be displayed immediately, the Search Results screen will not display.
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4. Intakes by Case Number
a. (i) Click the Search menu, (ii) select the Intakes by Case Number option, and the Select Intake Case
Number screen will appear. (iii) Enter the Intake Case Number in the text field. (iv) Click the Ok button,
and either the Domestic Relations Intake screen, the Juvenile Delinquent/Status Intake screen, or the

Adult Criminal Intake screen will appear. The Intake Case Was Not Found information screen will
appear if the intake case number does not exist.

¢ CSU Intake = X
ile [ Search | Detention Data Reports Help
Intakes by Juvenile
Intakes by Petitioner
Intakes by Respondent
Intakes by Worker
For VCC Code

Select Intake Case Number

] |Domestic Relstions Intake EIJwem\e Delinquent/Status Intake
H i Namative Custody Petition Custody Affidavit Support Petition  Protective Order H Namative Juvenile Intake Court Summons = Bench Warant  Detention Assessment  Detention Orders
Petitioner’s Information Petitioner’s Information
Unknown? ~ SSN [ AN SN Name [LESSRE, sppe ] Unknown? SN [W0S8 S Name [Lmwoil myin ]
Respondent’s Information Respondent’s Information
Unknown? ~ SSN [FSim w8l Name | aermm) mmm Unknown?  S5H | Name |
Juvenile’s Information Juvenile’s Information
SSN [ B Name | JpgeeCl il g wiai SSN [S0 i % Name [Lm Bl s G was
Juvenile Mumber | L o | DoB ‘IJ [ Age (Years - Months) | ™00 Juvenile Has Alert(s) Juvenile Mumber | L o | DoB " B nof Age (Years - Months) | Juvenile Has Alert(s)
Intake Case Number (ICN)- mmwss= Intake Case Number (ICN): ="
Court District s Tm 16 FIPS | Ml S— Court District s Tm 16 FIPS | T Py
Open Date |'|Ll'r Time "P-- Close Date |77 7 Open Date |-r" Time ‘.r1- Close Date |7 B =0
Case Type [ [ Jm aea G R - Petitioner Type [Fi "Far=m Case Type | = [ B 7 on s Petitioner Type |1 5
Relationship | ™ = & (Pefiioner o Juvenie) Relationship | =™ (Pefiioner o Juvenie)
Worker [ fimy | Remey Keyed By [Himi.] i Worker (il 1 fmm Keyed By (il & femm
Edit Hd(eCase (‘.npy Hd(e Ddde Hd(e View / Print Offense History Edit Hd(eCase (‘.npy Hd(e Ddde Hd(e View / Print Offense History
Intake Report lel Details Summary Report Intake Report lel Details Summary Report
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) [Adult Crirninal Intake

se | Namative Adutt Criminal Intake
Petitioner's Information
Unknown? ~SSN [[iBeia W Name |F=90 mis i
Respondent's Information
Unknown? ~SSN [l BB Name [WET] Thgs
Jvenles nfomaton Intake Case Was Not Found X
oy e
Juvenile Mumber | DOB ‘ Age (Years - Months)
Intake Case Number (ICN): == e Intake case SERgFER does not exdst.
Court District | T 1 B FPS [T Sy
Open Date |8 B na Time |8 iy = Close Date |0 070 ] _
Case Type [[7 oG AR TS Petitioner Type |8 BRmaT
Relationship | = = (Petiionerta Juvenie)
Worker [ ey Keyed By [Bmr | Momn
Edit Intake Case Copy Intake Delete Intake View / Print Wiew Supreme Offense History
Infa Case Case Intake Report Court Details Summary Report
Add Adult Criminal Intake

The Case Number is NOT the same as the Juvenile Number.

5. Intakes by Worker
a. (i) Click the Search menu, (ii) select the Intakes by Worker option, and the Intake Cases for Specific
User screen will appear. The Intake User field will auto-populate to the logged-on user’s name.
b. To search for another worker’s caseload click the Change User button and the Employee Search
screen will appear

70 CSU Intake b X Sl Intake Cases for Specified User x

{ [ T

Detention Data_Reports _Help
Intakes by Juvenile
Intakes by Petitioner
Intakes by Respondent
Intakes by Case Number

Intakes by Worker

For VCC Code

ICN Date/Time Opened  FIPS  Juvenile Name Petitioner Name

i. Employee Search Screen

o] Employee Search X

1. Inthe Employee Search screen either (a) type the full last name in in the Last Name text field
for an exact name match or (b) (i) enter a partial sequence of characters beginning with the first
letter of the last name in the Last Name text field and (ii) click the Use Wildcard checkbox to
obtain results based on a partial name match. The Name Suffix checkbox is automatically left
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unchecked for none, if desired (iii) click the checkbox to select a suffix from the drop-down
menu.

2. Either (a) type the full first name in in the First Name text field for an exact name match or (b) (i)
enter a partial sequence of characters beginning with the first letter of the first name in the First
Name text field and (ii) click the Use Wildcard checkbox to obtain results based on a partial
name match.

3. The Find Only Current Employees checkbox will be automatically selected, uncheck this
checkbox to include former employees in the search results.

4. Click the Find button, and one of the following three actions will occur:

a. The Employee Search screen will appear stating “No matches. Please change your criteria.”

Employee Search X

| No matches. Please change your criteria.

b. The Search Results screen will appear with all user name matches.

5 Search Results - 5 employees mest your witeria. X

Legal Last Name Suffix Legal First Name Display Name Account Closed

oogo

Select Cancel

i. Onthe Search Results screen, (i) click on the desired user’s name to highlight the row in
blue, (ii) click the Select button and to return the Intake Cases for Specified User screen
where the Intake User text field will now be populated with the selected employee
name.

ii. On the Intake Cases for Specified User screen select the (i) Start Date and (ii) End
Date from the calendar drop-down screens. (iii) Click the Search button and a list of
Intake Cases Done by [the user] from [start date] to [end date] will be displayed.

c. The Intake Cases for Specified User screen will display with the selected name in the Intake
User text field. Select the (i) Start Date and (ii) End Date from the calendar drop-down
screens. (iii) Click the Search button, and a list of Cases assigned to and released from
[the user] within the last 30 days will be displayed.
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B Intake Cases for Specified User X

L

Date/Time Opened ~ FIPS  Juvenile Name Petitioner Name

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

c. On the Intake Cases for Specified User (i) select an intake case and the row will be highlighted in blue.
(i) Click the View/Edit button and either the Domestic Relations Intake screen, the Juvenile
Delinquent/Status Intake screen, or the Adult Criminal Intake screen will appear.

] | Domestic Relations Intake

Namative Custody Petition Custody Affidavit Support Petition  Protective Order
Petitioner’s Information

Unknown? ~ SSM | BN ™S8 Name [Lui el ey fa | IEl

Respondent’s Information

85 Intake Cases for Specified User

ICN Date/Time Opened ~ FIPS  Juvenile Name Unknown? ~ SSN [FEism S8l Name | JIFF==s) "oEm lEl
p———y—— Juvenile’s Information
— — SSN [N B Name | ol eialoipege siale
il " BT (el e B T
— Juvenile Number [ =57 DOB [l Age (Years - Morths) | © 0 Juvenile Has Alert(s)
LR PR L L ] —_— oy -
L B EEE M =l wEd Intake Case Number (ICN): s
i [ - i el Court District [y T 18 FIPS [Tl M
T SR EEE e = ¥ | OpenDate |\ | & Time [ Wl m—-— Close Date |70
i RN A= b e Case Type [T /ol ™ o B v Pefitioner Type |7 == ==
Lo R o) LR ] i
B — Relationship | = = & (Petiionerfo Juvenis)
D TEE N L Wl
B e T il e Warker e B Keyed By [fm | g
S ] ' ' Edit Intake Ca Copy Intak Delete Intak View / Print View Supreme: Offense Hist
— e Lase 1-3 e -3 rense tory
ey A 0 Q= o T v ‘ Info | | Case | | Case | |mk=nmm ‘ | Court Detalls Summary Report
EIJWEN\E Delinquent/Status Intake | X E X

amative  Juvenile Intake  Court Summons  Bench Warant  Detention Assessment  Detention Orders Narative Adult Criminal Intake
Petitioner’s Information Petitioner’s Information
Unknown?  SSN | milsly sl Name " et B A ] lEl Unknown?  SSN |m - Name ‘I:I'I' ] lEl
Respondent’s Information Respondent’s Information
Unknown? 55N | Name | IE' Unknown? ~ SSN [ W™ BI  Name [ReET] Thgs IE'
Juvenile’s Information Juvenile’s Information
SSN [P Name LR el s | Hame | [ada | [view | |Cear |
Juvenile Number | . DOB " Bjm nnf Age (Years - Months) | = Juvenile Has Alert(s) Juvenile Number | DOB ‘ Age (Years - Months)
Intake Case Number (ICN): B Intake Case Number (ICN)- s i
Court District [ Cm 10 FIPS | - Py Court District [ Cm 10 FIPS | Tl faemry
Open Date |10 [ = - Time [0 & == Close Date | B B0 Open Date |18 im0 Time |88 (g - Close Date | W -0
CaseType | = [ B 7000 & Pelitioner Type |11 == Case Type ||+« o " 0o Pelitioner Type |[# "7 =
Relationship | =™ (Pefiioner o Juvenie) Relationship |= = (Pefiioner o Juvenie)
Worker [ | B Keyed By [ B Worker [ | B Keyed By [ | Fimn
Edit Intake Case Copy Intake Delete Intake View / Print View Supreme Offense History Edit Intake Case Copy Intake Delete Intake View / Print View Supreme Offense History
Info Case Case Intake Report Court Details Summary Report Info Case Case Intake Report Court Details Summary Report
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6. For VCC Code
a. (i) Click the Search menu, (ii) select the For VCC Code option, and the Offense Code Browser screen

will appear. From this screen offenses can searched for by (iii) typing partial search parameters in one
or more of the search criteria fields: Statute, VCC, Date Started, Heading, Sub Heading, and
Description. Select the Include Expired?* checkbox to include expired statutes in the search. Select
the Use Wildcard?* checkbox if partial information is input into any search criteria fields. (iii) Click the
Find button and all matches will display in the Search Results section of the screen.

' CSUlntake - X 5 Offense Code Browser %
Detention Data Reports Help
Intakes by Juvenile
Intakes by Petitioner
Intakes by Respondent
Intakes by Case Number
Intakes by Worker

For VCC Code

VCC Code Statute Offense Description

a5l Offense Code Browser x

Search for any offense with
"drive” in its description

VCC Code Statute Offense Description Started Expired
VICTIM INJURED - DRIVER FAILS TO STOP, REPORT OR /

46.2-894 DAMAGE TO ATTENDED PROPERTY-DRIVER FAILS TO REP... |07/01/2001
46.2-343 ALLOW PERSON WITH NO LEGAL RIGHT TO DRIVE VEHICLE | 01/22/1397
46.2-894 DAMAGE TO ATTENDED PROPERTY-DRIVER FAILS TO REFP... |07/01/1557
46.2-411.1(8) DRIVE BEFORE COMPLETION OF ALCOHOL SAFETY ACTION.

dYear A0Years A-15Foints [ ]

<HE/SHE> DID ON OR ABOUT «<DATE> UNLAWFULLY AND FELONIOUSLY FAIL TO STOP AFTER AN ~
ACCIDENT IN WHICH A PERSON WAS INJURED AND MAKE A PROPER REPORT THEREOF, IN
] n VIOLATION OF §46.2-834 OF THE 1950 CODE OF VIRGINIA AS AMENDED. o

To display ALL VCCs leave all Offense Code Searching Criteria blank, select the Use Wildcard?* checkbox, and click the
Find button.

Detention Data
This menu provides users with three different tools to assist with data cleaning and case organization. From
the CSU Intake screen, (i) click the Detention Data menu and (ii) select the appropriate option.

CSU Intake / Detention Data

Screen Summa
Screens ‘ y

Track Outstanding Detention The screen displays Outstanding Detention Orders and Orders Served
Orders within the past 30 days.
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7 CSU Intake

File Sear

Assign Case Number to Juveniles in Detention
Track Outstanding Detention Orders
Detaining Offense Issues

A juvenile may be detained without an ICN when the juvenile is sent to detention directly from court.

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.
b. The results of the search will be displayed in the grid on the Assign Case Numbers to Juveniles in
Detention screen. The grid will list the detentions without an ICN in red, cases where the detention
home has not accepted the ICN in green, and the current detention admissions in black.

7 CSU Intake - X
File Search Reports Help

I Assign Case Number to Juveniles in Detention I

Track Outstanding Detention Orders.
Detaining Offense Issues

iz

- =
B

85l Assign Case Numbers to Juveniles in Detention - *

Detention Home

The Detaining District and Detaining FIPS may auto-populate.

c. To assign a case number to a case without an ICN, (i) select a case, and the row will be highlighted in
blue. (ii) Type the Assigned Case Number in the text box at the lower left corner of the screen. (iii)
Click the Save button and the Qutstanding Detention Orders screen will display and indicate if the
record was saved. (iv) Click the OK button to close the Qutstanding Detention Orders screen. (v) Click
the Close button on the Assign Case Numbers to Juveniles in Detention screen to return to the CSU
Intake screen.
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BEl Assign Case Numbers to Juveniles in Detention — X

Name: Detention Home

mEw ey - e

EaE=E" W el il | f— Outstanding Detention Orders x

moa B__SL oE_0B B =
o Record saved suc&ssfu\hr

Click the Case # in the column header to sort the search results by ICN. The cases missing an ICN will be grouped together.
After ICNs are assigned to all the cases, contact the detaining detention home(s) to verify the information to generate a
juvenile number in the Detention Module and thereby associate the detention admission with the ICN.

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. Select the (iv) Issued Start Date and (v) Issued End Date from the calendar drop-down
screens. If required, search by User by clicking the Change User button and clear the User field by
clicking the Clear button. (vi) Click the Search button.

1* CSU Intake
File Search [ Detention Data | Reports _Help

Assign Case Number to Juveniles in Detention
[ Tacko ing Detention Orders

Detaining Offense Issues

BRI ERCTTEER
me 1 o o et Ousanang 0|

©F Refer to the Intakes by Worker section for information on how to use the Change User button and the Employee Search
screen.

b. The grid on the Qutstanding Detention Orders screen will display outstanding detention orders and
orders served within the past 30 days.

i. If the juvenile was served the detention order, but was not taken to detention, (i) select a juvenile
record, and the row will be highlighted in blue. (ii) Select the Date Served from the calendar drop-
down screen and (iii) click the Save button.

ii. If the intake officer needs to withdraw the detention order, (i) select a juvenile record, and the row
will be highlighted in blue. (ii) Select the Date Withdrawn from the calendar drop-down screen and
(iii) click the Save button.
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c. (i) Click the Print Active Outstanding DOs button and the Virginia Department of Juvenile Justice
screen will appear and display a report listing active outstanding detention orders. (ii) Click the X button
in the upper right corner to close the report and return to the Qutstanding Detention Orders screen.

85 Virginia Department of Juvenile Justice - O x
M 41 of 1 b M | & & @ & B - | 100% - Find | Next

Virginia Department Of Juvenile Justice
Active Outstanding Detention Orders

Juvenile Name Juvenile # DOB ICN Issued
P Pl F R ] L e L B o
fmaleZoia§ e wofpim o e = i
|l T T "R Bl 2T el B T
L N i e = o R L W e

Page 1 0f1
‘OutstandingDOsRpt

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.

17 CSU Intake = X
File Search Reports Help

Assign Case Number to Juveniles in Detention

Track Outstanding Detention Orders

' Detaining Offense Issues

T

Intake Dt Detertion
csu FIPS  Sequence

Intakes with Missing Detaining Offenses X

o Mo data found

b. The results will display any intakes with missing offense issues, non-secure DAl issues, and missing
DAl issues. If no issues are found the Intakes with Missing Detaining Offenses information screen will
appear and inform the user no data found.

c. Inorder the review an intake case, (i) select an intake case record and the row will be highlighted in
blue. (ii) Click the Get Selected Intake button, and the selected intake case will appear.
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5] Detaining Offense Issues

8Ll Juvenile Delinquent/Status Intake X

{Intake Case | Narative Juvenie Intake
Intake  Det Detention dmited eses Petitioner's Information
CSU FIPS  Sequence Unknown?  SSN [15= Bl @7 Mame |S==E. (LB
Missing Offense
Respondent’s Information
(&8 [ | R ST W S | Missing Offense
= . e Lo L ) ey e v
| e e e ™ W | Missing Offense Juvenile’s Information
fu - e /i | Missing Offense SSN [=E = Name | DEES——
= - . LEE_| Missing Offense Juverile Number | - DOB \r L | Age {Years - Months) Juvenile Has Alert(s)
[ =9 Bl e "] el B Tem WA | Missing Offense
[ R a '« ul¥ | Missing Offense Intake Case Number (ICN): fescl (&0
| - o YRS T M SUEE | Missing Offense Court District |1 mymmeysm . = |2 Y e ————
Em = e Emm - 5w Cffe
) — —— issing Lriense Open Date ‘f. =y Time |r"|'h OusaDateW
= = e N B Sy ey pmREEF | Missing Offense
= o . e B TR SESEATE W GBS | Mg Oflense Case Type || = e e Petitioner Type |17 (40 70 T
- — - s - e . = == | Missing Offense Relationship | NONE (Petitioner ta Juvenis)
[ - Missing Cffense
e ——— Keyed By |[Fill o™l Salial
Edit Intake Case Copy Intake Delete Intake View / Print View Supreme Offense History
Info Case Case Intake Report Court Details Summary Repart
| AddJuvenile intake || Add Court S | AddBench Wamant

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.

1 CSU Intake - X
Eile Search Detention Data | Reports

Regional Reports Menu
District Reports Menu
FIPS Code Reports Menu
School Notification Menu
Closed Intake Log
Open Intake Log
Incomplete Intakes Over 1 week old

Possible Duplicate Juveniles by DOB, Last First Name

Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex
VCC Offense Summary

LEO Communication - Diversions
LEO Communication - Amended Charges

v v v -

CSU Intake / Reports—Type | Report Name | Report Summary

Intake Complaints by District Lists number of intake complaints for each Offense Decision by
and Disposition district.

Intake Complaints by Penalty Lists the number of intake complaints for each penalty class and
Class and Disposition Offense Decision.

Intake Cases by Worker and
Petition Type

District Reports Menu Lists the number of intake cases by worker and petition type.

Intake Complaints by Heading | Lists the VCC Heading, referred to court, detention orders,
and Resolution Status diverted, and other information.

Intake Complaints by Penalty Lists the number of intake complaints for each penalty class and
Class and Disposition Offense Decision.
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CSU Intake / Reports—Type \ Report Name Report Summary

Intake Cases by Worker and
Petition Type

Lists the number of intake cases by worker and petition type.

Intake Complaints by Heading Lists the VCC Heading, referred to court, detention order,
and Resolution Status diverted, and other information.

Lists the juvenile’s name, date of birth, address, name of the
intake officer, FIPS code, ICN, the charges, statue, and the
petition date. Generates notification letters.

Print School Notification
Letters

Closed Intake Log

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.

Closed Intake Log

Incomplete Intakes Over 1 Incomplete Intakes Over 1 Lists the case number, worker name, date opened, and keyed by

week old week old information.

Possible Duplicate Juveniles Possible Duplicate Juveniles Lists the juvenile number, birth date, mother's maiden name,
by Mother Maiden, DOB, by Mother Maiden, DOB, name, race, genetic sex, processing locality, worker name, and
Race, Sex Race, Sex date entered information.

LEO Communication — Displays the number and percentage of diverted offenses

Ilsli-ZVOer(;ic;?Smunlcatlon = ggsgs}?lrlgssf%rnﬁilegz?fciie d petitioned by law enforcement broken down by whether the LEO
— eriod P agreed/disagreed with the decision to divert.

Regional Reports Menu

¢ CSU Intake - ®
File Search Detention Data Reiris Help
Regional Reports Menu Intake Complaints by Penalty Class and District

District Reports Menu

FIPS Code Reports Menu

School Notification Menu

Closed Intake Log

Open Intake Log

Incomplete Intakes Over 1 week old

Possible Duplicate Juveniles by DOB, Last First Name

Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex
VCC Offense Summary

Intake Complaints by District and Dispositi
Intake Complaints by Heading and Resolution Status
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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 option, (iii)
select the Intakes by Penalty Class And District option, and the CSU Intake — Reports screen will
appear. Select the (iv) Start Date and (v) End Date from the calendar drop-down screens. (vi) Select
the Region Name 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, (ii) click the Regional Reports Menu
option, (iii) select the Intakes by District and Disposition option, and the CSU Intake — Reports
screen will appear. Select the (iv) Start Date and (v) End Date from the calendar drop-down screens.
(vi) Select the Region Name 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 option, (iii) select the Intakes by Heading and Resolution Status option,
and the CSU Intake — Reports screen will appear. Select the (iv) Start Date and (v) End Date from the
calendar drop-down screens. (vi) Select the Region Name from the drop-down menu. (vii) Click the
Generate Report button and the report will appear.
District Reports Menu

C5U Intake - *

File Search Detention Data Help

Regional Reports Menu

| District Reports Menu
FIPS Codle Reports Menu

Intake Complaints by Penalty Class and Disposition

Intake Complaints by Worker and Dispasition
Schoal Notification Menu Intake Cases by Worker and Petition Type

Closed Intake Log Intake Cases by Worker

- | ed Open Intzke Log Intake Complaints by Heading and Resolution Status
‘ | Incomplete Intakes Over 1 week old

C Possible Duplicate Juveniles by DOB, Last First Name
Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex le
VEC Offense Summary

Every user accessing the system is bound by confidentiality rules.
= informatian on juveniles in which you do not have 2 legitimate

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 option, (iii) select the Intakes by Penalty Class and Disposition option, and
the CSU Intake — Reports screen will appear. Select the (iv) Start Date and (v) End Date from the
calendar drop-down 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 option, (iii) select the Intakes by Worker and Disposition option, and the CSU
Intake — Reports screen will appear. Select the (iv) Start Date and (v) End Date from the calendar
drop-down 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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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 option,(iii) select the Intakes Cases by
Worker and Petition Type option, and the CSU Intake — Reports screen will appear. Select the (iv)
Start Date and (v) End Date from the calendar drop-down 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 District Reports Menu
option, (iii) select the Intake Cases by Worker option, and the CSU Intake — Reports screen will
appear. Select the (iv) Start Date and (v) End Date from the calendar drop-down 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, (ii) click the District
Reports Menu option,(iii) select the Intakes by Heading and Resolution Status option, and the CSU
Intake — Reports screen will appear. Select the (iv) Start Date and (v) End Date from the calendar
drop-down screens. (vi) Select the District Code from the drop-down menu. (vii) Click the Generate
Report button and the report will appear.

FIPS Code Reports Menu

CSU Intake - X
File Search Detention Data Help
Regional Reports Menu
District Reports Menu
| FPs Code Reports Menu

School Notification Menu

Total Intake Complaints

Intake Complaints by Penalty Class and Disposition
Closed Intake Log Intake Complaints by Worker and Disposition
== & i 4 Open Intake Log Intake Cases by Worker and Petition Type
) ‘ Incomplete Intakes Over 1 week old Intake Cases by Worker
Gl Possible Duplicate Juveniles by DOB, Last First Name Intake Complaints by Heading and Resolution Status

Possible Duplicate Juveniles by Mather Maiden, DOB, Race, Sex
VCC Offense Summary

] Every user accessin g the system is bound by confidentiality rules,
=" infarmation an juveniles in which you do not have a legitimate

1. 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 option, (iii) select the Total Intake Complaints option, 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 drop-down 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 option, (iii) select the Intake Complaints by Penalty Class and Disposition
option, 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 drop-down screens. (vii)
Click the Generate Report button and the report will appear.

Intake Complaints by Worker and Disposition
a.

The Intake Complaints by Worker and Disposition report lists the worker name and the number of
intake complaints for each Offense Decision. (i) Click the Reports menu, (ii) click the FIPS Code

Revised 09/2025 168 |Page



BADGE CSU Intake Manual

Reports Menu option, (iii) select the Intake Complaints by Worker and Disposition option, 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 drop-down screens. (vii) Click the Generate
Report button and the report will appear.
4. 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 option, (iii) select the Intake Cases
by Worker and Petition Type option, 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
drop-down screens. (vii) Click the Generate Report button and the report will appear.
5. 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 option, (iii)
select the Intake Cases by Worker option, 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 drop-down screens. (vii) Click the Generate Report button and the report will appear.
6. 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, (ii) click the FIPS
Code Reports Menu, (iii) select Intakes Complaints 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 and (vi) End Date from the calendar drop-down screens,
(vii) click the Generate Report button, and the report will appear.
b. 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, (ii) click the FIPS
Code Reports Menu option, (iii) select the Intakes Complaints by Heading and Resolution Status
option, 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 drop-down screens. (vii)
Click the Generate Report button and the report will appear.
School Notification Menu

CSU Intake - x
File Search Detention Data Help
Regional Reports Menu
District Reports Menu
FIPS Code Reports Menu

| School Natification Menu Qutstanding School Notifications

Closed Intake Log Print School Notification Letters

=5 | ) Open Intake Log Re-Print Schoal Natification Letters
‘ [ 4 Incomplete Intakes Cver 1 week old
C Possible Duplicate Juveniles by DOB, Last First Name
Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex le
VICC Offense Summary

..

Every user accessin g the system is bound by confidentiality rules.
=, information on juveniles in which you do not have a legitimate:

1. Outstanding School Notifications
a. The Outstanding School Notifications 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 option, (iii) select the Outstanding School Notifications option, 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 to the logged-on user’s name. To change the Worker, (v) click the
Change User button to perform a search using the Employee Search screen. To display all the workers
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for the selected FIPS code that meet the report criteria, (vi) click the All checkbox adjacent to the
Change User button. (vii) Click the Generate Report button and the report will appear.

Print School Notification Letters

a.

The Print 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 option, (iii) select the Print School Notification Letters option, 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 to the logged-on user’s name. To change the Worker, (v) click the Change User
button to perform a search using the Employee Search screen. To display all the workers for the
selected FIPS code that meet the report criteria, (vi) click the All checkbox adjacent to the Change
User button. (vii) Click the Generate Report button and the report will appear.

Re-Print School Notification Letters

a.

The Re-Print 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 option, (iii) select the Re-Print School Notification Letters option, 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 to the logged-on user’'s name. To change the Worker, (v) click the
Change User button to perform a search using the Employee Search screen. To display all the workers
for the selected FIPS code, that meet the report criteria, (vi) click the All checkbox adjacent to the
Change User button. (vii) Click the Generate Report button and the report will appear.

Refer to the Intakes by Worker section for information on how to use the Change User button and the Employee Search
screen.

Closed Intake Log

1.

CSU Intake - X
File Search Detention Data [Reports| Help
Regional Reports Menu
District Reports Menu
FIPS Code Reports Menu

v v v v

School Notification Menu

[ Closed Intake Log

Open Intake Log
Incomplete Intakes Over 1 week old
Possible Duplicate Juveniles by DOB, Last First Name

Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex
VCC Offense Summary

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, and the CSU Intake — Reports screen will appear.
(iii) Select the FIPS Code from the drop-down menu and (iv) select the Closed Date from the calendar
drop-down screen. (v) Click the Generate Report button and the report will appear.

Open Intake Log
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File Search Detention Data [ Reports | Help

Regional Reports Menu
District Reports Menu
FIPS Code Reports Menu
School Notification Menu
Closed Intake Log

Open Intake Log

VCC Offense Summary

Incomplete Intakes Over 1 week old
Possible Duplicate Juveniles by DOB, Last First Name
Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex

v v v v
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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, and the CSU Intake —
Reports screen will appear. (iii) Select the FIPS Code from the drop-down menu. (iv) Click the Generate

Report button and the report will appear.
Incomplete Intakes Over 1 week old

¢ CSU Intake
File Search Detention Data m Help

Regional Reports Menu
District Reports Menu
FIPS Code Reports Menu
School Notification Menu
Closed Intake Log
Open Intake Log

Incomplete Intakes Over 1 week old

VCC Offense Summary

Possible Duplicate Juveniles by DOB, Last First Name
Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex

v v v v

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, and the CSU Intake — Reports screen will appear. (iii) Select the FIPS Code from the drop-down
menul. (iv) Click the Generate Report button and the report will appear.

Possible Duplicate Juveniles by DOB, Last First Name
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File Search Detention Data [ Reports | Help

Regional Reports Menu
District Reports Menu

FIPS Code Reports Menu
School Notification Menu

Closed Intake Log
Open Intake Log

Incomplete Intakes Over 1 week old

Possible Duplicate Juveniles by DOB, Last First Name

Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex

VCC Offense Summary
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1. The Possible Duplicate Juveniles by DOB, Last First Name 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, and the CSU Intake — Reports
screen will appear. (iii) Select the District Code from the drop-down menu. (iv) Click the Generate Report

button and the report will appear.

Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex

* CSU Intake

File Search Detention Data m Help

Regional Reports Menu

District Reports Menu

FIPS Code Reports Menu
School Notification Menu

Closed Intake Log
Open Intake Log

Incomplete Intakes Over 1 week old
Possible Duplicate Juveniles by DOB, Last First Name

Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex

VCC Offense Summary

1. The Possible Duplicate Juveniles by Mother Maiden Name, DOB, Race, Sex 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, and the CSU Intake — Reports screen will appear. (iii) Select the
District Code from the drop-down menu. (iv) Click the Generate Report button and the report will appear.

VCC Offense Summary
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CSU Intake
File Search Detention Data [ Reports | Help
Regional Reports Menu
District Reports Menu
FIPS Code Reports Menu
School Notification Menu
Closed Intake Log
Open Intake Log

Incomplete Intakes Over 1 week old

v v v v

Possible Duplicate Juveniles by DOB, Last First Name

Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex
VCC Offense Summary

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, and the Intake Report Parameters screen will appear. Select the (iii) CSU and (iv) FIPS
from their respective drop-down menus. Select the (v) Begin Date and (vi) End Date from the calendar
drop-down screens. (vii) Select the Sort by option from the drop-down menu. (viii) Click the Generate
Report button, and the report will appear.

LEO Communication — Diversions

CSU Intake

File Search Detention Data | Reports | Help
Regional Reports Menu
District Reports Menu
FIPS Code Reports Menu
School Notification Menu
Closed Intake Log
Open Intake Log
Incomplete Intakes Over 1 week old
Possible Duplicate Juveniles by DOB, Last First Name
Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex
VCC Offense Summary
I LEO Communication - Diversions |

LEQ Communication - Amended Charges

v v v -

1. The LEO Communication - Diversions report displays the number and percentage of diverted offenses
petitioned by law enforcement broken down by whether the LEO agreed/disagreed with the decision to
divert. Each report will also have a Not Applicable row. If a report timeframe includes intake cases opened
before the recent changes were published, they will be captured in this row. The plus sign can be used to
expand the report to show case-level data. Clicking the minus sign will contract the case-level data.

a. (i) Click the Reports menu, (ii) select the LEO Communication - Diversion option, and the Intake
Report Parameters screen will appear. Select the (iii) CSU and (iv) FIPS from their respective drop-
down menus. Select the (v) Begin Date and (vi) End Date from the calendar drop-down screens. (vii)
Click the Generate Report button, and the report will appear.
LEO Communication — Amended Charges
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CSU Intake
Eie Search Detention Data [Beporis | Help
Regional Reports Menu »
District Reports Menu »
»
»

FIPS Code Reports Menu
School Notification Menu
Closed Intake Log
Open Intake Log
Incomplete Intakes Over 1 week old

Possible Duplicate Juveniles by DOB, Last First Name

Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex
VCC Offense Summary

LEO Communication - Diversions

I LEO Communication - Amended Charges I

1. The LEO Communication - Amended Charges report displays the number and percentage of offenses
petitioned by law enforcement broken down by whether the charge was reduced/denied, was not
reduced/denied, or was increased. Each report also displays a Not Applicable row. If a report timeframe
includes intake cases opened before the recent changes were published, they will be captured in this row.
The plus sign can be used to expand the report to show case-level data. Clicking the minus sign will
contract the case-level data.

a. (i) Click the Reports menu, (ii) select the LEO Communication - Amended Charges option, and the
Intake Report Parameters screen will appear. Select the (iii) CSU and (iv) FIPS from their respective
drop-down menus. Select the (v) Begin Date and (vi) End Date from the calendar drop-down screens.
(vii) Click the Generate Report button, and the report will appear.
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A. Adding an “Unknown” Individual
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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. A petition may be saved with an Unknown
Respondent, but it is highly recommended that a petition with an Unknown Respondent is NOT filed,
as filed petitions cannot be updated.

When adding an “Unknown” individual to a petition:

1.

2.

o5 Domestic Relations Intake

Intake Case

Petitioner’s Information

Relationship | None

~ | {Pettionerto Juvenil)

Add View Clear
Respondent’s Information
[ Unknown? ~ SSN Name Add |  View | Clear
Juvenile’s Information
SSN Name Add View  Clear
Juvenile Number DoB Age (Years - Months)
Intake Case Number (ICN)- Will be assigned after saving
Court District ~ FIPS
Open Date | v| Tme [pa160TAM [2] Close Date
Case Type ~ Petitioner Type ~

Worker Keyed By
=i S Er ke Repmt

Mandatory fields displayed in bold

View Supreme
Court Details

Offense History
Summary Report

If the petitioner’s identity is not known, click the Unknown checkbox and “UNKNOWN, UNKNOWN” will
auto-populate the corresponding Name field.

a. An Unknown Adult can also be added using the corresponding Add button. (i) Click the Add button and

the Adult Search screen will appear. On the Adult Search screen (ii) click the Adult Number radio
button, (iii) type “1” into the Adult Number field, and (iv) click the Find button. The user will be returned
to the Intake Case tab where the Unknown? checkbox will be auto-selected and “UNKNOWN,
UNKNOWN?” will auto-populate the corresponding Name field.

4 Domestic Relations Intake

Juvenile Number DOB Age (Years - Morths)

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

Court District ~ FIPS
Open Date | ~| Time [os1801AM 2| Close Date
Case Type ~ | Petitioner Type

Relationship | None ~ | (Petfionerio Juvenie)

Worker Keyed By
Copy Intake View / Print View Supreme
Save Case Close Intake Report Court Details

Intake Case
Petitioner’s Information
[J Unknown? ~ SSN Name View
Respondent's Information
[ Unknown? ~ SSN Name Add | | View
Juvenile’s Information
SSN Name: Add View

Clear

Clear

Clear

Mandatory fields displayed in bold

Offense History
Summary Report

X

ol Adult Search
e R
(") Caseload Number
() Advance Search
() Add Adult
Find Close
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If the respondent’s identity is not known, click the Unknown checkbox and “UNKNOWN, UNKNOWN” will
auto-populate the corresponding Name field.
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45 Domestic Relations Intake

Intake Case

Petitioner’s Information
[ Unknown?  SSN |

Name | Lo

Respondent’s Information
san | Name | View | Clear

Juvenile’s Information

san | Name | View | Clear

Juvenile Number | DoB | Age (Years - Morths)

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

V] FIPS
OpenDate [ = & | Time [19:1601AM 2] Close Date
Case Type | V‘ Pﬂitioner'lype‘ Vl
Rilationship (Pettionerto Juvenit) Mandatory fields displayed in bold
Worker |

Keyed By [ | Femm

Copy Intake P View / Print View Supreme Offense History
Case

Irtake Report Court Details Summary Report

a. An Unknown Adult can also be added using the corresponding Add button. (i) Click the Add button and
the Adult Search screen will appear. On the Adult Search screen (ii) click the Adult Number radio
button, (iii) type “1” into the Adult Number field, and (iv) click the Find button. The user will be returned

to the Intake Case tab where the Unknown? checkbox will be auto-selected and “UNKNOWN,
UNKNOWN?” will auto-populate the corresponding Name field.

g5 Domestic Relations Intake

Intake Case

Petitioner’s Infarmation
[ Urknown? 55N |

Name |

Respondent's Information
[ Unknown? 55N |

Name |

Juvenile’s Information

s Adult Search

X
SN | Name | View | | Cloar

Juvenile Number | DOE | Age (Years - Morths)

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

Cour District | ~| FIPS

OpenDate [ * | Time [031601AM [2]] Close Date

Case Type | vl PditiunerType‘ vl
Relationship (Petiioner o Juvenie) Mandatory fields displayed in bold
Woarker |

Keyed By [T | B

Copéhﬁxe Close View / Print View Supreme Cffense History
se

Intake Report Court Details Summary Report

3. Once the identity is known for a previously unknown individual on a saved petition, search for the intake,
and the Intake History screen will appear.
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¢ CSU Intake
[ Search | Detention Data Reports

Intakes by Juvenile
Intakes by Petitioner
Intakes by Respondent
Intakes by Case Number
Intakes by Worker
For VCC Code

X “ Intake History - X
[[File | Search Detention Data Reports Help
Selected Juvenile
Juvenile # Hame DOB SSN Alert!
[ [ el [ty TR
Intake History Offense History View Offense . -
‘ Add New Intake ‘ ‘ Report |Summry ‘ Hi Detaile Services History ‘
Recorded Intakes
ICN JI FIPS Opened Closed Worker
e ol T TR T o e View/Edit
| mimoa [ER— | Pt | Pl e - Selected Intake
i | [ | o i i o e
Intake Offense Information Intake Report
JO VCC Code PM Offense Date Off. Dec. Adjudication
mi= L tL] Lo " | View Supreme
[ | atag-a0 [T " | Court Details
| =l e Ikl bl e e
[ | W— ] BTl T e o R
| L L T T el
i I i i T T—
| e | .- T R e i e
irezt T _——— R "W
Refresh

©¥ Refer to the CSU Intake Search section on how to search for an intake in the BADGE Windows application.

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) click

the Ok button, and the intake with appear.

7¢ Intake History

[File] Search Detention Data Reports Help
Selected Juvenile

X

Juvenile # HName DOB SSH Alert!
[(Fm [ e [Ty AR
Intake History Offense History View Offense B

|AddNenInlahe| | o |Summan_ | N e 5emumq|
Recorded Intakes
ICN  JI FIPS Opened Closed  Worker
L= . [ ‘T TEETTT b [ B View/Edit
— p L= T T e Selected Intake
Bl | [ | B - - ————

[ i B el i e o e s

=i Criferee

View Supreme
JO VCC Code PM Offense Date Off. Dec. Adjudication Court Details
= ==T1 e o I

e | [ [ pey e e ol o T I S —

| Do | [ | et I I i B

[ e | [ | [l LI e EI R S ]

[ i — - B

i

b.

(i) Click the Edit Intake Case Info button, (ii) click the Clear button or remove the checkmark from the

Unknown? Checkbox, and the “UNKNOWN, UNKNOWN?” from the Name field will be cleared.
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45 Domestic Relations Intake

Intake Case  Namative Custody Petition Custody Affidavit
Petitiorer’s Information

X 45 Domestic Relations Intake

Intake Case  Namative Custody Petition Custody Affidavit

Petitioner’s Information

7| Unknown? ~ SSN | Name | UNKNOWN, UNKNOWN Add | View | Clear [ Unknown? | SsN | Name | UNKNOWN, UNKNOWN View
Respondent's Information Frespordent L
Unknown?  SSN | Name | Add | [View | | Qlear [ Unknown?  SSN | Name | View | | Clear
Juvenile’s Information Juvenile’s Information
SN [ = Name [LE=wE P Ear TEm Add Clear SSN [ TR Namo [LENRT] Rl el =l Add
Juvenile Number | |55 DOB [Eim == Age (Years - Manths) - Juvenile Has Alertis) Juvenile Number | 100 e DOB [l Age (Years - Manths) Juvenile Has Alertis)
Intake Case Number (ICN): mssws Intake Case Number (ICN): |mmssm
Court Disrict [P om0 FAPS [TH- S Coun Disrict | iy Ay v FIPS [T S
Open Date [/ & 57 Time [12:53:33 PM Close Date | . OpenDate [0l & v| Tme [0 0 ® 2] Close Date "0 | =
Case Type |7 THE SAETSEETOEET petitioner Type |4 (0T Case Type |1l ~mmran Laeemm = ~ Petitioner Type I = ~|
Relationship |8 =0 (Petvionerta duvenie) Relationship (Petvionerta duvenie) Mandatory fields displayed in bold
Worker [Fm  Spn Keyed By |7m @ B Worker [Fm  Spn Keyed By |7m @ B
Edit Intake Case Copy Intake Delete hﬂ(e View / Print Offense History Copy Intake View / Print View Supreme Offense History
Irfa Case Intake Report Cou't Deetails Summary Report Case Intake Report Court Details Summary Report
Add Custody Pettion | Add Support Pettion | | Add Protective Order | Add Custody Pettion | Add Support Pettion | | Add Protective Order |

) Adult Search x

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
proceed with adding a new adult.

return the adult and an adult record is determined to not exist,

©F Refer to the Intake Case Tab section for information on how to add an existing/new adult record to a domestic relations intake.
©F Refer to the Petitioner’s Information section for detail pertaining to searching for and adding an adult; this information is

applicable to both petitioners and respondents.

©F Refer to the Intake Case Tab section (in Adult Criminal Intake) for information on how to add an existing/new adult record to an

adult criminal intake.

4. An unknown adult cannot be deleted if they have multiple intakes and/or juveniles associated with them; all
associated records will have to be updated before the unknown adult can be deleted.

B. Document Revisions

Details

Family Tab —
06/2017 Contacts Screen

09/2017 Intake Case Tab

Advance Search
10/2017 — Adult Search
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.

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.

This screen has been updated and added Street Address (Full or Partial),

and Zip Code to the search.
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Date

10/2017

10/2018

01/2019

03/2019

07/2019

Item

Find Juvenile
Screen - Advance
Search

Intake Case
Reports

Find Juvenile
Screen - Advance
Search

Intake Cases by
Worker Report —
FIPS CODE
Report

Domestic
Relations Intake —
Custody Petition
Button

BADGE CSU Intake Manual

Details

The screen has been updated and added Street Address (Full or Partial)
and Zip Code to the search.

Intake Cases by Worker and Petition Type 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.

The Find Juvenile screen has been updated and 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 field
and (ii) the search for a phone applies to a home, work, or cell phone.

The Intake Cases by Worker Report was added under the FIPS Code
Report Menu.

The Fostering Futures petition (DC-595; Petition for Approval of Voluntary
Continuing Services and Support Agreement) was added.

11/2021

11/2021

Edits for
accuracy, clarity,
formatting,
spelling, and
grammar to entire
document.

1) Domestic
Relations Intake,
Add New
Petitions and
Orders and 2)
Juvenile
Del./Status
Intake, Add New
Intakes,
Summons, and
Warrants

Update screen shots to include current representation of BADGE, add
screen shots where they are missing or add clarity to the manual, update
instructions that are lacking detail or missing steps, correct spelling and
grammar, and fix any formatting irregularities.

Change notes to direct the user to contact the Juvenile & Domestic
Relations District Court, instead of the Supreme Court, if a petition must
be changed (i.e. delete old and create new).
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Date Item Details

DC - 383 Petition for Protective Order. 1) Removed "A" from before
Respondent in #2. 2) Added a field (#5) to indicate if the respondent owns
or otherwise possess firearms

DC - 595 Petition for Review of Voluntary Continuing Services and
Support Agreement and Approval of Case Plan. 1) Changed the petition
title to "Petition for Review of Voluntary Continuing Services and Support
Agreement and Approval of Case Plan. 2) Changed the language from
"Foster care plan" to "case plan" and added an "Other" option under the
attached documents section. 3) Changed the language about docketing
the case for a hearing from "as soon as practicable" to "to be held within
45 days". 4) Changed the language under #4 from "Agreement filed with a
foster care plan" to "case plan"

Petition Language
Changes

11/2021

DC - 610 Petition for Support (Civil). 1) Changed the language under #7
from "court issuing the order" to "issuing court" (This only shows on the
printed petition). 2) Changed the layout of field D. 3) Added a field (G.) to
request that the mother's pregnancy and delivery expenses be paid. 4)
Revised the previous fields G. and H. to H. and |., respectively

DC - 611 Petition for Protective Order - Family Abuse. 1) Removed "A"
from before Respondent in #2. 2) Added a field (#6) to indicate if the
respondent owns or otherwise possess firearms

Add four new fields to the Juvenile Delinquent/Status Intake Screen,
Intake Case Tab.

For juvenile delinquent/status intake cases created where the petitioner is
a LEO (Petitioner Type equals BP, CW, FD, NC, OL, PD, SH, ST, or SR),
two new fields have been added to record if the charge requested by the
Juvenile LEO was or was not reduced, denied, or increased and if so, why. Fields:
03/2022 Delinquent / Requested Change Amended and Rationale.

Status Intake

For juvenile delinquent/status intake cases created where the petitioner is
a LEO (Petitioner Type equals BP, CW, FD, NC, OL, PD, SH, ST, or SR)
and the Offense Decision is ‘07 — Req'd to Participate in Diversion’,
several new fields have been added for which input is required. Fields:
Requested Change Amended and Rationale, and LEO was Consulted
on Diversion and LEO’s Rationale.

For the Juvenile Delinquent/Status Intake screen, Juvenile Intake tab:
Add a drop-down menu that will be a required field when “Resolved”

Juvenile (offense decision code 01: Resolved) is chosen as an offense decision. If
04/2023 Delinquent / “Other” is selected, a comment box will be available. The comment box is
Status Intake required if “Other” is selected. Add Reason Offense Not Diverted that is

accessible if the offense descision is “02 — Petition Filed,” “03 —
Petition/Detention Order Filed,” or “11 — Petition/Shelter Care Filed”.
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Date

10/2023

01/2024

09/2024

09/2025

09/2025

Item

Juvenile
Delinquent /
Status Intake

DO (Detention
Order)
Requirement
Information
Screen

JO and Retrieved
by the SC
checkboxes

Hyperlinks

BADGE Version
at last update

BADGE CSU Intake Manual

Details

Add a new field to the Juvenile Intake tab in the CSU Intake Module after
the existing “Resolved Other” field and before the “LEO was Consulted on
Diversion” field called “Affirmative Consent”.

If juvenile offense is a felony and disposition is to ‘07 — Req’d To
Participate-Diversion’, ‘“18-Unsuccessful Diversion/Petition Filed’, '20-
Successful Diversion’, or '21-Unsuccessful Diversion/No Petition Filed’,
The values for the field are: Yes, Victim Consented; Yes, unsuccessful
Attempts to Contact Victim, and; Yes, Deputy Director/RPM Exemption.

Add information screen that displays message when an intake offense is
saved where the offense is identified in WPN Offenses Requiring
Alert.xlsx AND the Offense Decision is equal to ‘02’ OR ‘03’ OR ‘07’ OR
13,

Changes made to: Juvenile Delinquent / Status Intake section.

Added notes for JO and Retrieved by the SC checkboxes to the following:
Custody Petition, Support Petition, Protective Order, Juvenile Intake,
Court Summons, Bench Warrant, and Adult Criminal Intake. Table of
contents format issues also corrected.

All hyperlinks updated. Added hyperlinks to manuals for the BADGE web
application.

BADGE Version at time of latest BADGE CSU Intake Module Manual
update: Version 4.0.5.16.
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