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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 fal ertdo associat ed wiTohewan aert,cliekithe
Text in Red Font red and white Info button or select the Alerts tab on the Juvenile
Information screen.

Icon displayed on

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

. The fAi 0 icon typically displays w
:ﬁ?:rglasgéiyg?:rzgn results of a requested action, fo
—_— This also displays when there is additional information for field.
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Style/Symbol/Button

Close Button

Map It Button

P= Yes No [l Unknown

Style/Symbol

BADGE CSU Intake Manual
Meaning

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

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

In the BADGE Manual
Meaning

Italicized

Underlined

Bolded and Underlined

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

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

The manual 6s main title and ot her

ml Padlock Icon

@ Reference Bullet

Denotes a locked item or record that cannot be changed.

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 BADGEappl i cati on

manuals are regul ar | yandiQgdGonnect

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.

Revised 09/2025
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Please Note

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

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

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

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

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

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

All potentially sensitive data have been removed from all screen images presented in this manual.
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Adding a New 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 1 CSU Intake - X
File Search Detention Data Reports Help

File  JTS Search | JTS Modules | Help

Caseload Management

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 Delinguent/Status Intake, or the
Adult Criminal Intake screen.

New Intake Case Categor y 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. Petitionerds I nformation
a. Add Button . On the Domestic Relations Intake screen,inthePet i t i on er 0 ssection,fclickk mat i
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 &0 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 t he adul t 6s -populate mimtoe R eotni twiid nl e radust o
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 |

Respondent s Irformation
[ Unknown? 55N |

Nare | Vew |
Juvenile’s Information
ssi| Neme | e |
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 / Print
Case Intake Report

= | L

Offense History
Court Details

Summary Report

When creating a new domestic relations intake the Petitioner & 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 t he adul t 6s -populate mimténe i o n
Peti ti oner 6 sfieldsorftheintaketCase 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

wi |

Adult Information Screen - Adult
number and name displayed here

s Domestic Relations Intake

X
Intake Case
Petitioner’s Information
Unknown?  SSN [ 581 Name [Lesie] =pie ]
Respondent s Imformation
[] Unknonn?  SSN | Name | [ View |
Juvenile’s Information
SSN Name
Address / Phones / Email  Employment Information  Associated Juveniles | ‘ IE'
Juvenile Number DOoB Age (Years - Months)
Adult Information
Height [0 [ = Weight [[4  Color Byes [Hin Hair [ e Intake Case Number (ICN): Will be assigned after saving
Marital Status | Demumee Is U.S. Citizen? | s Court Distict | vl APS
= . . -
Bocket# | (adngtoncCSU) OpenDate [= " | Time [012303PM |2 Close Date
Case Type ‘ V‘ Pelilinner'lypel Vl
Drivers License Information Retetionsh s o held displ. bold
Driver's License Number | "% B0 == State License lssued | %
Worker | Keyed By |Erc J. Reinick
Save Copy Intake Close Miew / Print View Supreme Offense History
Case Intake Report Court Details Summary Report

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.
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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.

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

6. Search using t he amumbetb§typinGipirta the ISSNIextbox with or yithout
dashes.

7. Search wusing the adultdés ful | SteetAddrassttextadx. addr e

8. Search wusing the adul tChystextbaxt y by typing it int

9. Search wusing the adult 6sZIPCodeterttwoxle by typing it

10. 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.
l1.Search wusing the adultds home, wor kPhoneextiooer | | p
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.

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
screenand the selected adu-populatethe hd toirtmad n eornd swi ll
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 screenand t he sel ected adul t ¢
auto-populatethe Pet i t i o n e r 0 sfieldsorfthe intake tCase 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

b 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)
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. If required, 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 A dult 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 A
Last Name [0 |

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

Middle Name | | City/Town | |

Genetic Sex () Male (O Female (® Unknown State | ILkhwm 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

Revised 09/2025 6|Page
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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 b

{ Name/Address Information : [General Information  Employment Information

Adult Name Adutt Address
Last Name | | Address | |
Suffix (. Sr. | I, 11 1V, etc) [Nore | |
First Name [© %0 200 | 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 adultis Deceased?* ischecked, fiDe c e a s e-pdopulatginfiothe aut o
Address and City/Town fields.

Adult Address
Address |Deceased

ZpCode | | Find City by Zip Code  /
City/Town :Deceased
State ‘ Unknown w
_|:| Is Address Confidential? * Pgste_ Unknown

A

3.1l f the adultodéds address needsAddress r emai n co
Confidential?* checkbox.

4. 1 f the adultds addr PasteUnknewnuhydedinkbvamd, c | i ¢k
A Un k n o wn 0-populate into thet Address , City/Town , and State fields.

Adult Address
Address |Unknown

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

State I 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 adultés address may need to remain confidential if a Pro
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ii. General Information Tab

o5 Please Enter ALL Available Infermation for Mew Adult X

Name:/Address Informatio Bmployment Information

Adult Information

Date of Bith 11 [0 58 | Age (vY-MM) [ SsN | | [ s Adut US Ciizen?"
Race |Unknown ~|  Bthnicity (Hispanic/Latino?)
Height ' " Weight l:l Eye Color Hair Color
Marital Status | Unknown v Docket# [ | forAdington CSU)

Driver's Lic. # | | State lssued Driver's License | | v|

Adult Phone,/E-mail

Home Phone I:I Cell Phone I:I E-mail |

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
adul t 6 s aWeighto(x poomad), €ii) select the Marital Status from the drop-
down menu, (i v)Drtiwpea 8tshddyv) selbal thet state of issuance
fromthe St at e | ssued Ddroprdewndnenu.Li cense

2. () Typet h e a Houdidl $edusity 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 # .

3. Inputt h e ad tbdme Bhene( (i) Cell Phone, and (iii) E-mail in the
corresponding fields.

iii. Employment Information Tab

o5l Please Enter ALL Available Information for New Adult X

Name/Address Information ~ General Information £ Emy

Adutt Employment Information Adult Employer Address / Phone Mumber

Status Aprox. Date I:l Address | |

Sy | | |

|
Job Title Zip Cods Find City by Zip Code

City/Town | |

[ Is Adult Law Erforcement Officer?” State | |Unknown v | Same as Home

Law Enforcement Officer Badge Number Phone I:I Phone Extension l:l

1. (i) Select the adul t 6 sStatusmgropedgwmment andtypat u s
int he sel ect dppros Datet, (iis EBnpldyeri 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. Typeintheadul t 6 s e (i) pddress rardrii) Zip Code . (iii) Click the Find
City by Zip Code button and the City/Town and State fields will auto-populate.
Typeint he adul t Bhenewanbedr 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.

k- 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,inthePet i t i on er 0 ssection,fclekk mat i
theViewbut t on and t Adaltinfoanation screen wilt 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

WE EEEE TSRO

Adult Information Screen - Adult
number and name displayed here

Intake Case

Petitioner's Information Edl;\‘d "
Unknown?  SSN | Sl 8 Name [L=isBal myfn Add ;tnfa !
Respondent’s Information
[ Unknown?  SSN | Name | View | Clear 4 Png;g;ce
Juvenile’s Information
B Name | View | Clear
Juvenile Number DOB Age (Years - Months)
Intake (ICN): Will be assi after saving {Rduit information} Address / Phones / Email - Employment Information  Associated Juveniles
Cout Distict | | FPS Adult Information
ou i ~
Height |— ’_" Weight |/®  Color: Eyes |Him Hair | e
Open Date |- e V| Time |01 :23:03PM Ii” Close Date
Marital Status | = e Is US. Citizen? | e
Case Type | | Petitioner Type | |
Docket # {Adington CSU)
Relationship (Pettioner o Juvenie) Mandatory fields displayed in bold
Driver's License Information
Worker | Keyed By |Enic J. Reinick
Drivers License Number | "0 B0 == State License lssued | @

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.

ol Edit Information for Adult Murmber *
Adult Number

Name/Address Information ' General Information  Employment Information

Adult Name Adult Address

Last Name | === 2 | Address | = |
Suffix ir, Sr, 1, 1,11, IV, etc) | |

——— | oo [

Middle Name | | City/Town |Unknown |

Genetic Sex () Male (® Female () Unknown State |\J’ﬁ I‘uﬁrginia V|

[ = Deceased? * Approx. Date [ |z Address Corfidential? *  Paste Unknown

All Relds in Bold Are Mandatory
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c. Clear Button . On the Domestic Relations Intake screen,intheP et i t i

the Clear button to remove the data fromthePe t i t i

Intake Case

Pettioner’s Information

Respondgnt's

2. Respondent 6s |

Unknown?  S5N | ® 8= g == Name| g By H S |

BADGE CSU Intake Manual

nf or mati on

oner O ssection,fclekk ma t
o n er 0 sfieldsorfthe intake tCase tab.

a. Add Button . On the Domestic Relations Intake screen,intheRe s pondent 6 s deatidncclicknat i

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 intheP et i t i

oner 6 s |

following Adult Search screen options:

Adult Search Screen Options
(Domestic Relations Intake)

Caseload Number radio button

Add Adult radio button

oLl Domestic Relations Intake

Intake Case

Petitioner’s Information

n ffoo instruations celatedstoette t

ot Adult Search

Unknown? ~ SSN [ S *98  Name [L=ial =

] Add

Respondent’s Information

[] Unknown?  SSN | Name |

i | View | | Clear

Juvenile’s Information

55N |

Juvenile Number |

Name |

DOE |

Court District ‘ ~ |

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

OpenDate [= = | Tme [M2303FM 3] Close Date
Case Type ‘ V| Petiti Type | V|
Relationship (Pettioner to Juvenie) Mandatory fields displayed in bold

Clear

Vi
Age (Years - Months)

FIPS |

Worker |

Copy Intake
=

Keyed By |Eric J. Reinick

View / Print
Intake Report

View Supreme
Court Details

Cffense History
Summary Report

Nl
»

G

c

clicktheViewb ut t on

and

Refer to the Petitioner& Information section on how to navigate the Adult Search screen.

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.

Revised 09/2025
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i . L

Adult Information Screen - Adult
number and name displayed here

o) Domestic Relations intake

Intake Case

Petitioner's Infomation

trknonn? K ‘ * o Hame |. o - - I Address / Phones / Email  Employment Information  Associated Juveniles
Respondert’s Information Adutt Infarmation
O Urknown?  SSN | Name | i View | Height [0 ' [ " Weight [ ColorEyes [Ban  Har [wem
Juvenile's Information Maital Status |(mpmmss kUS.Clizen? |
ssh | Name | [ View | Docket# [  (AlingtonCSU)
Juvenile Number ‘ DOB | Age (rears - Months)

Drivers License Information

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

B Edit Information for Adult Number |5 ==

Adult Number

Name/Address Information  General Information  Employment Information

Adult Mame Adult Address

Last Name | === | Address [ = = |
Suffix (Ir, Sr, 1, 11, 111, 1V, ete) [ |

First Name | © 007 | Zp Code [0 |

Middle Name | | City/Town |Unknown |

Genetic Sex () Male ® Female () 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,intheRes pondent 6 s deaidnor mat

click the Clear button to remove the datafromthe Re s pondent 6 s fieldsforothenmgakei o n
Case tab.

iz Domestic Relations Intake

Intake Case

Pettioner's Information

Unknown? ~SSN [ S8 588 Name [L=S N = |

Respondent's Information

[ Unknown? SSNl Namel View |
Juvenile’s Information

55N |

Juvenile Number |

3. Juvenileds I nformation
a. Add Button . On the Domestic Relations Intake screen,intheJ uv eni | e 6 s sectibnoclicknitheg i o n
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

application.

g5l Domestic Relations Intake

Intake Case

Petitioner's Information
Unknown? ~ S5N

Respondent’s Information

Name

ol Find Juvenile

Add Clear

Juvenile Number

DOB

[ Unknown?  SSN Name Add | View | Clear Search by
Juvenile’s Information ® Juvenile Number
SSN Name View | Clear ) DC Number

Age (Years - Manths)
(O Intake Case Number

Court District

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

() Caseload Number
- FIPS

Q)enDdel

~| Tme [D12303PM [2

Close Date (O Advance Search

Case Type

Relationship | None

Worler

Save

Copy Intake
ase

v | (Pettionerfo Juvenie)

Close

wvious Si 5
+| Petitioner Type = Previous Selections

Mandatory fields displayed in bold

Juvenile Number l:l

Keyed By |Eric J. Reinick

View / Print
Intake Report

View Supreme
Court Details

(Offense History

e Show Last Results

Find Juvenile  Direct Care Population  Detention Population  Add Juvenile

Street Address
ZIP Code

Use Wildcard
Include | None
Use Wildcard
Include Atemative First Mame Spellings
DOB Age
(Full or Partial)

(Home. Cell, or Work)

Find Juveniles with Commitmert(s) to the State Clear Al

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.

Revised 09/2025

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

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.

(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.
i. 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

C.

the Close button to exit the Juvenile Information screen a n d

information will auto-populatetheJ uveni | ed s

of the Domestic Relations Intake screen.

the selected
fieldd oo themimake Gase tab

12|Page

]


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

BADGE CSU Intake Manual

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 juveniled s i nf or ma 4pdpuate the Jubehile @ si t b n f o fieltisaoh i o n
the Intake Case tab of the Domestic Relations Intake screen.

B Systemn has located 32 possible matches. X

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

=
= =
-
- -
]
- L=
= =
-
=
- LS
-
i "=
]

O e el e el i Juvenile Information Screen - kY 8l 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 [[ | Fommn
| 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

| General Information Birth/Family Information

Juverile Name Juvenile Address

Lastﬂale|'1.' | .Add'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 fieldswillauto-p opul at e with fADecease

Adult Address
Address |Deceased ﬁ
I I{
ZpCode [ | | Find Cty by Zp Code /
City/Town |D|:c:a:cd | z
State Unknown v

[ Is Address Confidential? * Paste Unknown }

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 fieldswillauto-popul at e with AUnknowr
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Adult Address
Address [Unknown

ZpCode [ | Find Cay by Zip Code
City/Town |Unknown
State ‘ Unknown v
[ Is Address Confidential? * {Paste Unknown

b.1f the juveniledbs address is thePastme a:
Pet it i hywedinkdursd the Juvenile Address fields will auto-populate to the
petitionerds address.

c. | f the juvenilebs address is a ¢
R e s p o n d eypetliiksand the Juvenile Address fields will auto-populate to
the respondentds address.

The address should refl ect t kewnijthejuenileis anitedto DJJ @ redideshncargeupa d dr e

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 displaythePast e Peti ti oar¢hePass tAel dResE o n de hypdlisks.Altedr e s s

data must exist in the system for a given hyperlink to display.

ii. General Information Tab

Revised 09/2025

4.

o Please Enter ALL Available Information for New Juvenile X
Name/Address Information| General Information | Bith,/Family Infarmation
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 juvenile6 Social Security number inthe SSNfield. Sel ect t he |

(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

t he juvenil eWeaghta(ip poundsy, sehac thee(vi) Eye Color and (vii)

Hair Color from the drop-down menus, (vii) t y pe t h 8choplunanepand e 6 s
(ix) sel ect tGrae ffom the diop-togdsenu.

For the Registered Voter? item, select the appropriate Yes or No radio button to
record the juvenileds voter registration
I f the juvenile has a dr iissuedidestfichtioncad)@e or
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.

Typeint he j uv ¢donmelPloides (ii)(Cell)Phone, (iii) Work Phone , (iv)

Extension , and (v) E-mail address, if applicable.

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

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.
2.1 f the juvenil eds bBirth Vehficatianr, typefinithe BittheCeriif.s u s
#. If the birth certificate number is unknown, click the Unknown hyperlink, the field
will auto-populate withA Un k nown . 0
3. ()Entert he juMehhkeds Majsdestthe {ii)aAnmeial 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 juvenileé s i n f avill autotpdpdatetheJ uveni | eds | nfo
fields on the Intake Case tab of the Domestic Relations Intake screen.

o e el o . Juvenile Information Screen - |X
Juvenile number and name
displayed here

45 Domestic Relations Intake X

Intake Case

Petttioner’s Information

[ Unknown?  SSN | Name | View  Clear
Respondent's Information
[ Unknown? 55N | Name | View  Clear
Juvenile’s Information
Wio/face Seel Alss  Case Viotkers 1D Marks Delerton Hio DNAVeticaion 8 SSN [ IAEY  Name [ WU ot G
Recorded Alerts Juvenile Number ‘ ol DOB " " Age (Years - Months) "—
[ Intake Case Number (ICN): Will be assigned after saving
Court Distict | | s
OpenDate & 005~ | Tme [fo o w 2] CoseDate |
Case Type | | Petitioner Type | |
Relationship (Pettionerto Juvenits) Mandatory fields displayed in bold
Viorker | Keyed By [ | Femn

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 Adult Information screen in the BADGE

web application.

b. View Button . On the Domestic Relations Intake screen,intheJ uveni | e ds sectibnoclticnat i o1
the View button and the_Juvenile Information screen will appear.
i. (i) Onthe 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

v

Intake Case

Juvenile information Screen - Juvenile
number and name displayed here

Petitioner's Information

[ 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
Intake Case Number (ICN): Will be assigned after saving
Court District | v FIPS
OpenDate [ 10 | Tme [ = 2] CloseDate | i
Case Type | | Petitioner Type | |
Relationship (Pettioner to Juvenite) Mandatory fields displayed in bold
Worker | Keyed By [fim 1 e
Save Copy Intake Close View / Print View Supreme Offense Histary
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

Juvenile Information Screen - Juvenile
number and name displayed here
Suffi 4, Sr. 1 11 111 IV, ete) | None - pay
First Name: || (o |

Last Name [/ 7

Zp Code | | | Eind ity by Zip Code |
City/Town |Unknown |

Middle Name | |

Genetic Sex () Male @ Female

[ Is Deceased? *

State | |LHu'mm v|

Paste Unknown
Juvenile FIPS of Residence
All Fields in Bold Are Mandat
in oy Residert of (939 | Other/Unknown v

C.

Clear Button . On the Domestic Relations Intake screen,intheJ uveni | eds $eaibnoclicknat i o
the Clear button to remove the data fromtheJ uv e ni |

e 0 s fieldd oo thenaaka Gase tab.

ey Ul

RETTeE,

- I

Juvenile’s Information

SSN (MR LR Name |MsEy mm
Juvenile Number | e

DOB [flmaimied

Age (Years - Months) 'T

4. Intake Case Number (ICN)

Revised 09/2025
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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.
[. Click the Save button and the Intake Case Number will generate. IftheP et i t i oner 6s | nf o

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

Respondert's Infarnm

. - same |

Juvenile’s Information | Please provide Juvenile information h
S5N | H I View | Clear
Juvenile Mumber | DOB | Age (Years - Months)
e ——
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 [WF B I Name ["m=== =uu Add Clear
Juvenile Number | L ] DOB |l = BT Age (Years - Morths) | ®
Intake Case Number (ICN): EE=-gg 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 RefertothePet i t i oner dsection forfdetail peataining 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 X

Intake Case  Namative INTAKE ACTION BUTTONS

Petitioner’s Information

/| Unknown? ~ SSN | Name [UNKNOWN. INKNOVIN | View |
Respondent’s Information
Unknown? SSNl Name | IE'
Juvenile’s Information
SSN [P Be I Name [=mm=== =qu}
Juvenile Number | L ] DOB |i_ || Age (Years - Morths) | ®

Intake Case Number (ICN): IS

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 Petitioner Type |OL - Other Law Erforcment
Relationship | None (Pettioner to Jivenie)
Worker B | B Keyed By [lmy  Fewsms
L
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 eithertheJ uveni | eds ,lomheor mati o
Re s p o n d imfortndiian , or both, using the Clear and Add buttons. (iv) Click the Save button.

¥ Copy Domestic Relations Intake Case - ICH: s X

Copy Intake Case X

e Please select at least one document type to copy.

=]

Copy Intake Case X

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 eithertheJ uveni | ed6s |theRes mandemt 6
Information , or both to copy the case.
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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. (ii) 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 i _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.

CSU Intake - Reports - o x

M 41 of1 b M |« @ | B @ B~ | 100% - Find | Mext

Virginia Department of Juvenile Justice
Intake Report

Click "X" to close Report

INTAKE INFORMATION:

Intake Case Number: a0 & Fips: [Eli= i
Worker Name: [
Intake Opened Date: o "0 (T a e Intake Closed Date:
Case Type Code: OEE Y el il A

s

JUVENILE INFORMATION:
Juvenile Number: " s

Juvenile Name: A T "l

SSN: -+ Sex":1 0 Race: [1 Height: © Weight: 71 DOB:
Address: [ EIRTEE 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 ¥ Eenla” T il (Rl ™2™ e o e e B
- 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: |10 = 0 No data found for this case
Supreme Court Case Mumber: |7 R el R Mext Hearing Date: ="
Case Type | LS E__} — Last Hearing Date:
Sae: [
Statute Originated From: |1 s oy o 5 m
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 T _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.

C5U Intake - Reports

H 41 of 1 M |«

@ | E -

Virginia Department of Juvenile Justice
Offense History Summary Report

100% <

Find | Mext

Click "X" to close Report |

JUVENILE NUMBER: = JUVENILE NAME:

DOB: (= == RACE:
CASE PROCESSING OFFENSE INTAKE COURT
NUMBER  LOCALITY DATE STATUTE DESCRIPTION DISPOSITION WORKER  ADJUDICATION
— - —— - w— o — —
- = =m
e we om LERE
— e & - w s - o - e —
i TREIIE " =
§ NN e e -
- -
m— o s & = L = mw LR s —
1 Pl o ¥ 11
- — 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

1. Add Custody Petition Button

a. Click the Add Custody Petition
Relations Intake screen.

Revised 09/2025

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
Unknown? ~ SSN |

Name |

Add View | Clear

Juvenile's Information

SSN [ e

L

Add Clear

Juvenile Number ‘ Ll | DOB | ~ BT Age (Years - Morths) | ®

Intake Case Number (ICN): IS

Court District | Richmond Cty (C5L)

FIPS | 760 - Richmond
OpenDate | 7 "~ 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 |y | Fewms
Edit Intake Case Copy Intake Delete Intake: Miew / Print View Supreme Offense History
Info Case Case Intake Report Court Details Summary Report
| | Add Custody Pefiion | | Add Support Pefiion | | Add Proteciive Order |

0 Domestic Relations Intake Screen, Intake Case Tab

button and the Custody Petition tab will appear on the Domestic
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8 Domestic Relations Intake X

Intake Case Nanativ

Offense
Date

Charged Offense Information

Offense
Number

Offense

Retrieved
P Decision

by the SC

WCC Code Offense Description Jo

L

Selected Offense Details

Oferes s [EV2ET <

VCC Code Find VCC Code Statute

Heading |
Subheading |

Description |

Penaty Modfier Judge Ordered Detertion

Offense Decision | ~

b. Custody Petition Tab 0 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.

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 Custody Petition tab on the Domestic Relations
Intake screen.

B Search Offense x

WCC Code Statute Cffense Description
CNV-7017-M3 | 10.1-1142(D) BUILD FIRE WITHIN 130 FEET OF WOODLAND. BRUSHLAND ETC
UNDERWATER RECOVERY OF HISTORIC PROPERTY WITHOUT PERMIT
USE OF MOTORIZED VEHICLE ALON ALACHIAN TRAIL
ARCHAEQLOGICAL 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 6 $nformation 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.
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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, (i) 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 |7 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-d o wn me nitlP:etfi @2 o n iEonseatd\gréemdntl 0
Signed, bCons dirlt5 Si gned/ Petition Filed. o

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 Virginiads data system

v. Add Custody Affidavit Button 8 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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Tab of the Domestic Relations Intake  Screen

Buttons on the Custody Affidavit

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 8 Domestic Relations Intake Screen, Custody Affidavit Tab

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

ii. 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. Clickthe(iPaste Juvenahandég)dPsasNemeluvenil edbs Add
hyperlinks and the information will auto-populate.

c. Place acheckmarkintheCer t ai n i nf or mat i onchdckbexifbeen
required.
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For the Subscribed and sworn before me on

d.

e.

Select the The child commenced residing there on
drop-down screen.

BADGE CSU Intake Manual

date from the calendar

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)

Save Cancel

provided information is accurate.

Revised 09/2025

3. Address Information Tabd Custody Affidavit Screen
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
petitiooneedsdyp culrencaddredssclick either (a) the Paste

a.

Peti ti oner byperlidkdbdb) hesPsa st e

, the petitioner raises his/her right hand and swears and affirms that all the

Respondent 6s Ad

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

addressist he peton i nem®ep durencaddredsslick either (a) the

Paste Petiti ohyperligkor (b)tthelrraesstse Respondent 6s
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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The system may or may not displaythePa st e

) 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: Person with Whom Child Resided
Fom: [ | To: [EEE ] | Name A [BoTH | Last [PARENTS |
Address Where Child Resided Cumrent Address of Person with Whom Child Resided
Address: | | Address: | |
| | | |
Paste Petitioners Address Paste Petitioner's Address
| Done | | cancel Delete

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, i 3 ~WE BOKfiS8)

MONTH&®G 3

YEARS, 0 etc
For the Person with Whom Child Resided s ect i on, if the juvenil e OTel& iidmrGistwi b é

t ext boxAREBNTH0 i Prlast textbox.

c. Edit Button 8 Domestic Relations Intake Screen,
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. Affidavit Data (continue) Tab & Custody Affidavit Screen
a. (i) Select all the options that apply to the petitioner. If the selected options require

BADGE CSU Intake Manual

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.

a5l Custody Affidavit

AMfidavit Data  Address Information|

31 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:
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.

51 do () 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. 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:

Custody Affidavit Tab

Revised 09/2025
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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

| Edt Copy Delete View/Print

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 8 Domestic Relations Intake Screen, Custody Affidavit Tab
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 Ll 7

e

f.  View/Print Butto nd 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.
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&5l Virginia Department Of Juvenile Justice - o X

41 of 1 b M|« & @ [W-| 100%

AFFIDAVIT (Uniform Child Custody Jurisdiction and Enforcement Act)
COMMONWEALTE OF VIRGINIA Va. Coda § 20-146.20

affiant, stats ing information under oath:

[ ] Certain information has been omitted from this form and submitted under seal because I allege that the health, safety o 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 continuously to this date.

2 The other places where and persons with whom this child has lived dunng the last five (3) years | (please complete reverse sule)

3. 1[ Jhave [ X ] have not participated, either as 2 party, witness, o inany any
concoming custody of o vistation with this chid i sy Stae or foren countey Ifyes, complete belor
. Name of Court and State ot foreign country in which litigation occusred:

b. When did the litigation occur:

. What was the outcome of the liigation: ___

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

4. 1[ Jdo[ X ] do ot have knowled, of ffect this p tmited t
custody, visitation, patemity, support. proceedings related to 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:
. Name of Court and State ot foreign country in which proceeding is pending:

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

1[ Jdo [ X ] donot know of any person who is not a5 2 party in this pr who has of this child
orwho claims to have custody or visitation rights with respect to child If yes

. 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:

. Tunderstand that Thave an

tigation to prompdy inform this court ] later b of any other pro

igat

fimited to custody, visitation, patemity, suppost, ent 2 i rd
abuse and neglect, temmination of parental ights and adoptions, either n this or any other State or foreign country that could affect the
cument procesding.

vi. Edit Button 8 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

Intake Case  Narmat

Charged Offense Information

Offense Offense - Offense Retrieved
Date VCC Code Humber Offense Description PM Decision by the SC

CUSTODY PETITION TAB

Edit, Delete, and File
Petition Buttons

Selected Offense Details

Offense Date LB &n B Add New Offense
VCC Code |CUS-3874-J9 Statute | 18.2-456(5)

Heading |CUSTODY
Subheading |JUVENILE AND DOMES(TIC
Description | MOTION TO SHOW CAUSE - CUSTODY/VISITATION

Penalty Modfier B Judge Ordered Detention

Offense Decision ‘DZ— Petition Filed

| E& | | Dot | | e ||

Delete Button 8 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 8 Domestic Relations Intake Screen, Custody Petition Tab
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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: B hamaw
VCC Code: VEN-3860-J9

Would you like to continue?

I Yes I | No ‘

2. 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 f i e | d -8140-JAiPC WbS MCEC Cadédnfei el d i s8l10dt o €U S
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]

a. All the information in the Domestic Relations 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.
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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 j uvennheeddt® remanfcanfidemtal, clickthe Do not print j u:
address and phone checkbox.

g. If the adultés infor mat i odlicktheDodd print confidemtialai n ¢ o
adult address and phone checkbox. This feature will ONLY work if the Is Address
Confidential?* checkbox is selected on the Adult Information screen.

©F RefertothePet i t i on er osection forfdetail pestdining 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

s

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 #.

[.  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 o2k H|+« @@ | 0% - Find | Mext

PETITION Case No. =)
Commarevaith of Viega VA, CODE §] 16 1.262 16.1.263 -

e - ... RICHMOND Juvenile snd Domestic Relatsons Distact Court
1 re 3 Chabd under eightnen years of age

[CHILDs RARE
H | s R e

£ TATE OF BIRTH AGE_ X" FACE
—— ) weyes o omEm E W

[CRILD's ADDRESS TELEFHONE NO
& R S S U D iy
[FAREOTPRRENT [ 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.

= | === | |

4. Foster Care Petition Screen
a. | f A8L108 9iwselected 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. Pari 17 Pan2  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 é 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-sufficiency. R
e e — — -

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 | |
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8l Foster Care Petition

i1} Pat2  Par 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

ii. Part2Tab
1. View / Edit Participant Button
a. Click the View / Edit Participant butt on to view or edit t
information and the Juvenile Information screen will appear.
2. View / Edit Petitioner Button
a. Click the View / Edit Petitioner but t on to view or edit t
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 | PRI Address | =0 =g
Ty = [y -
DEtE i = G d ,—
of Bith | T ender | P View / Edit Petitioner
Age (ears / Months)

View / Edit Participant

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

iii. Part 2 (continued) Tab
1. If the court directed other persons to have notice of the hearing add the Other
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 detailedinthePet i ti oner 6s

Information section

Adult Search Screen Options
(Domestic Relations Intake)

Caseload Number radio button

Add Adult radio button

ot Adult Search ®

b. View Button
i. ClicktheViewbutton to view the perAduinds
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 (@)the Sc hed ul e a cheekbok & w
(b)theNo f urt hercheckboxi ew é

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

[] No further review by this Court is requested.
S —— R I il T

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.
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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 [B00 1 men

4. Edit Button
a. After the petition has been created, the Edit button will be accessible. (i) Click

BADGE CSU Intake Manual

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 |1 | = Worker Name |90 ®ws

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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2. Add Support Petition Button

 virg

(1 olh H|e @B H-

inia Department Of Juvensile Justice Y -

% 100%
PETITION FOR REVIEW OF VOLUNTARY
CONTINUING SERVICES AND SUPPORT
AGREEMENT AND APPROVAL OF CASE PLAN
Commeamasith of Veginla VA, CODE J 16.1:242; 161,281 3,63.2.523

Find | Next

. state under aath to the best of my knovledge amd belief that the following.
2 dinto a Voluatary Continu d

ot Agreement (" Agreement’)

CourtCase Ne._.___._.__........

AgencyCaseNo.

1 [X] The I af the of social services:
[X] prior to seaching 18 yeass of age and semained in foster case upon tuming 18 years of sge.
3
[ ] snmediately pror to Tuvene Justice from such
commutment to self.suffietency;
i Th
[ The Agreement exccuedon (X[ Caseplm  [JOer

Wherefore, Petitisner requeats that the Court:
1 Tearing to be held
3 d

already been scheduled.

Participant al Department of Secial Services

3. Provide notice of hearing to such other pers

4 Finddhat and Fest
best interest and approve the case plan.

5. [X] Schedulea
1] Mo further

by this Coustis requested.

7. Close Button
a. Click the Close button and to return to the Domestic Relations Intake screen.

a. Click the Add Support Petition
Relations Intake screen. | f

BADGE CSU Intake Manual

0 Domestic Relations Intake Screen, Intake Case Tab

button and the Support Petition tab will appear on the Domestic

the petitionero

S,

respondenawaming or

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

to proceeding.

55 Domestic Relations Intake

[ intzke Case | |Namative Custody Petition  Custody Affidavit
Pettioner's Information

55 Domestic Relations Intake

Unknown? ~ SSN [ Sl #81  Name | ETEIE) SEESE

Respondent's Information

Add

[V | [

Intake Case  MNamative Custody Petition Custody Affidavitf Support Petition

Charged Offense Information

Offense
Date

Offense

VCC Code Number

Unknown? 55N | Name |

Juvenile’s Information

Add  View | Clear

SSN (MBS Name |Poipe b= g
Juvenile Number L DOB vBfm n b

Intake Case Number (ICN): 3489033

Court District | B (o 80 FIPS

Open Date [ 0
Case Type |8 S TH_lalaume (o Rely 0y
Relationship [ e

NPT Close Date
Petitioner Type

(Petiioner to Juvenie)

Age (Years - Morths)

Add

Juvenile Has Alert(s)

Selected Offense Details

™ e Offenise Date | % %

B

Offense Description

COffense Retrieved
FM' Decision O by the 5C

Add New Offense

VCOCCode [00 M i | | Fnd VCCCode | Statute [ wwvwi®

=

Heating [Feie==t Pl Tl ==

Subheading = W e

- e

Woiker [0 TR

Keyed By [fim | fewmm

Description [ 7 88T

LE " e B pe 1= p Bl DR

e Please add respondent to intake case before proceeding.

Ly

Support Petition Tab & Domestic Relations Intake Screen

Penalty Modfier - Judge Ordered Detertion
Edit Intake Case. Copy Intake Delete Intake View / Print View Supreme | | Offense History ]
Info Case. Case Intake Report Court Detais | | Summary Report Offense Decision |02 - Petition Filed v
Add Custody Petition | Add Support Pettion | | Add Protective Order |
Add Support Petition x

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.

55 Domestic Relstions Intake 4 B 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
ety
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
Description | PRI T i Tl e R e S e v
Penalty Modfier Judge Ordered Detertion
Offenss Decision |02 - Peion Filed <

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, (i) 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.

B Domestic Relations Intake X il Domestic Relations Intake

Irtake Case Namative Custody Petition Custody Affidavit  Support Petition

Charged Cffense Information

Intake Case  Marative Custody Petition Custody Affidavit  Support Petition

Charged Offense Information

Offense
Date

Offense
Number

VCC Code Offense Description

Selected Offense Details

Offenise Retrieved
M Decision 0 bythe SC

Offense
Date

Offense
Number

Offerise Retreved
M Decision 0 bythe 5C

VCC Code Offense Description

Selectsd Offense Detalls
GG (88358 [ Chrs e
VCCCode [0 i | | FndVCCCode | Statute [ o VCC Code 100 100 8 Statute | ooomn
Heading | IEFESS==—=g ) FEELEm—p— Heading [78 (B mm ey g -
Subheading [ W e e T Subheading | ST ISRl
Description [T HNE= = Rl 0 o el Trn S T Descriptions |1 HMN T - Wb~ 0 o el By Al
Penaty Modfier | | Judge Ordered Detention Penaty Modfier | Judge Ordered Detention
Offense Decision i\m.pﬁm 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 Virginiads data system

iii. Add New Offense Button o 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 8 Domestic Relations Intake Screen, Support Petition Tab
1. (i) Select an offense, and the row will be highlighted in blue, (i) click the Edit button, (iii) edit the
information, and (iv) click the Save button when the edits are completed.

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 8 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?

s

vi. File Petition Button 8 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 ™™,

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)T Part2,SP T Part3, SPi Part4, and SPi 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
Name |_—--— § Name ||.| T
Date of Bith |- 0 (= =9 SSN [#0 i m  DateofBith [0 (= =00 SSN [ iy e
Address | b SR | Address | L o]
e [y
Phones: Home | Cell |— fm= = 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 § —

Save Delete View / Print Close

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 Petition (SP) - Pat 2 SP-Pat3 SF-Patd SF-Pat5

Petitioner Respondent
Mame |_—--— § Name ||.| T

Date of Bith |* 0 = =9 SSN [90 i em DateofGith [0 (= =00 SSN [ iy

Address | b SR | Address | L o]
e [y
Phones: Home | Cell |— === Phones: Home | Cell ‘

Worl | B s Extention ’— Wark ’7 Extention l—

Driver's Lic. # |70 (n im State lssued |7 Driver's Lic. # State lssued

Employer |— [ep—

Employer |
Emp. Address | I il Pl P Wi Emp. Address |
|hl|| ol |Unknown
View / Edit Petitioner View / Edit Respondent

Petition Date Worker Name |r § —

e |

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

2. Toview or edit the
the Adult Information screen will appear.

3. Toview or edit the r esponviw/hdtResporidenf or mat i c
button, and the Adult Information screen will appear.

pet i tVieo/Bdd Pelitoner buttanranda t i c
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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 Tabd 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-Part3 Tabd 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 juvenileds r el atRelaionshipiop t o
Respondent drop-down menu. For example, if the respondent is the male
juvenil eds wbuldberselected ad tBeoreladionship 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 .  (vi i ) Sel ect th
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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 é .

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 petitionerds i nf orSopportPerson Infoenmtibs geaionpckck thedPdste dPetitionerst h e
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, (i) 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 ¢é , (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 i Part 3 tab. If the selected
options require additional information, add the information at this time.

iv. SP - Part4 Tabd 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-Part5Tabd 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 petitionerdés additional requests

o5l Support Petition

Petitioner and Respondent Information  Support Petition (SP)-Pat 2 SP-Pat 3 5P - Part 4

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 necessary 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 [ ]

iXx. View / Print Button

1. To view or print the Petition for Support (Civil)

BADGE CSU Intake Manual

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.

H 41 of 2 b M |« G0 @ W~ | 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

Driver's License No. and State /7% Driver's License No_ and State

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

TelephoneNo. ()
Date of Bith ==gy®sm:  f HEEE

The petitioner’s information in the cbove bos i provided on a separate sheet besaise | | 2 protactive order s been issued or [ Tthe
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 #.

X. 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,
a. Click the Add Protective Order

Relations Intake screen.

Intake Case Tab
button and the Protective Order tab will appear on the Domestic

8 Domestic Relations Intake

3 Namative Custody Pettion Custody Affidavit
Petitioner’s Information

ol Domestic Relations Intake

Urknown?  SSN | i Name ‘.F E "Il

Respondent's Information

Add | [ View | |Clear

Intake Case  Namative Custody Petition Custody Affidavit Support Petitior

Charged Offense Infomation

Offense
Date

Offense
Number

WCC Code

Unknown? SSNl Name ‘

Juvenile’s Information

Add | | View | Clear

SSN |

Name ‘ i

[ p———— Add

Juvenile Numberl -

Intake Case Number (ICN): 3483033

Court Distict | By w1
Open Date " | Be

Time [dEn ol =

DOB [l i=mi=

Age (Years - Months) Juvenile Has Aleris)

Selected Offense Details
FIPS | T Baymeem n, L ]

Offense Date  * 0

Offense Description

Offense

Retrieved
PM Decision

by the SC

Jo

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 |

==

b. Protective Order Tab 8 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.

ot} Domestic Relations Intake X ol Search Offense

Intake Case Mamative Custody Petition Custody Affidavit Support Petitior
Charged Offense Information
N Find
Offense Offense Offense Retrieved
Date VCC Code Number Offense Description PM Decision 0 by the SC
VCC Code Statute Offense Description 2
CNV-7017-M3 | 10.1-1142(D) BUILD FIRE WITHIN 150 FEET OF WOODLAND. BRUSHLAND ETC.
Selected Offense Detals CNV-7025-M1 10.1-2214 UNDERWATER RECOVERY OF HISTORIC PROPERTY WITHOUT PERMIT
Offense Date  ©0 A | Add New Offense
\EE Code Find VCC Code Statute | CNV-7027-M1 10.1-2305 ARCHAEOLOGICAL EXCAVATION OF HUMAN REMAINS WITHOUT PERMIT
Head | CHY-7028-M1 10.1-2306 DAMAGE, ETC ANY OBJECT OF ANTIQUITY ON STATECONTROLLED LAND
eadin
< CHNY-7030-M1 10.1-1005 DUMP ETC. WITHOUT PERMISSION OF OWHNER
Subheadng | CNV-7031-M1 | 1011004 EXCAVATE ETC. WITHOUT PERMISSION OF OWNER
Description | hd
Penalty Modiier ~ Judge Ordered Detention
Offense Decision | ~
=
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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85 Domestic Relations Intake b4 5l Domestic Relations Intake x

Intake Case Namative Custody Petition Custody Affidavit  Support Petitior

Intake Case  Namative Custody Peftion Custody Affidavit Support Petition  Protective COrder

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 o

M Decision by the SC

Selected Offense Details

Selected Cffense Details
O D 11 ] e Dae [
VCC Code Find VCC Code | Statute VCC Code | it Statute | = = 7®

Heading |
Subheading |

Heading | PRI Qg
Subheading | = #m e e e

Description |

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

Penalty Modifier ~ Judge Ordered Detention Penalty Modifier Judge Ordered Detention
Offense Decision v | Offense Decision | I el ™aat
(s ] [ oee | [ Fieraior

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 Virginiads 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 0 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

85 Domestic Relations Intake

x 85 Domestic Relations Intake

Intake Case MNamative Custody Pefiton Support Petition Protective Ordef  Custody Affidavit

Custody Afidavits Attached to the Intake Case
Afidavit #  Child's Name

Intake Case Mamative Custody Pefition Support Pefition  Protective Order

Charged Offense Information

Offense Offense
Date VCC Cade Number

. Offense Retrieved
(Offense Description FM Decision o by the SC

Child's Curent Address

Selected Offense Details add | [ | [ Coy | [ Dekte | [ ViewsPmt
Offense Date |07 000
Heading | f8m Taf] Jsia e

Subheading | M ST I

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 8 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
| T T T ‘-- TR
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 n Intake Case Mumber (ICN) | ‘sl 7
Corce

2. Affidavit Data Tab & Custody Affidavit Screen

a.
b.

C.

The petitioner and respondent names will auto-populate into the affidavit.
Clickthe()Past e Juvenahand§g)PsasNemeluvenil eds Add
hyperlinks and the information will auto-populate.

Place a checkmarkintheCer t ai n i nf or mat i o nchdtkbexifb e en
required.

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 to the assigned ICN.

W5 Custody Affidavit ®

Afidavit Data |Address Information  Affidavit Data (continue)

CUSTODY AFFIDAVIT
e | ‘ Paste Juvenile’s Name
CHILD'S NAME
I LEEE AR v, e
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 Tabd 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.

b. Type the Address Where Child Resided . I f the juvenile |iv
current address, clickthePast e Pet i t i o hyperlidksor ifAle (uverils s
Il ived at the respondentPdass tceu rReesnpto naddednrted
Address hyperlink, and the address information will auto-populate.

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

d. Type the Current Address of Person with Whom Child Resided . If the juvenile
resides with the petitioner at the current address, clickthePast e Pet i ti or
Address hyperlink, or if the juvenile resides with the respondent at the current
address, clickthePast e Re s p onde hypdliak, ahditieragddess
information will auto-populate.

e. (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.

f. 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.

g. 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: Person with Whom Child Resided
Name: First Last
From: To

Address Where Child Resided Current Address of Person with Whom Child Resided
Address: Address:

City: State: City: State:

Add Edit Delete

Save Cancel

The system may or may not displaythePast e Peti ti oar¢hePass tAhel dRes o n de hypdlisks.Altedr e s s
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 WEEKSO06 or @8
MONTHSO or fA3. YEARS, 0 etc

For the Person with Whom Child Resided s ect i on, i f the juvenil e OTelgd i idmetBistwti hd bot
t ext bo xARBNTEH0 i Priast tbxtoox.

4. Affidavit Data (continue ) Tabd 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
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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:
a. Mame 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 () 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, termination of parental rights and adoptions, which is pending in & court of this or any other State
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

51 do () donmot (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

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

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,

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 |

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

d. Copy Button 6 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 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 6 Domestic Relations Intake Screen, Custody Affidavit Tab

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

f. View/Print Button 6 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 znd Enforcement Act) CaseNe.  ___________._.______. -

COMMONWEALTH OF VIRGINIA Va. Cods § 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. 1[ Jhave [ X Jhav e not participte 4, either
conceming custady of o visitation with this d]ddmans Sta
= Name of Court and Stte or o

- litigation (court proceeding)
w

country in which litigation o

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.

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

5 l[ ] dn [ X ] dn xm(knn w of any person who is not already named as sl in this proceeding who has physical custody of this child
x wh itation rights with respect to child. [Fy

vi. Edit Button & Domestic Relations Intake Screen, Protective Order Tab
1. (i) Select an offense, and the row will be highlighted in blue, (i) click the Edit button, (iii) edit the
information, and (iv) click the Save button when the edits are completed.
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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 F Statute
Heading |
Subheading =
Description I =
Penalty Modffier I Judge Ordered Detention

Offense Decision =

Edit Delete File Petition

vii. Delete Button 0 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

e Would you like to delete selected offense?

viii. File Petition Button 8 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 i 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 T 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 i Family Abuse Screen

el Petition for Protective Order - Family Abuse

{ Petitioner Information | Respondent Information P
Fetioner
Name [LESSTE. SR
SSN [®Bmem  Age (Years - Months) | Adcress Confidential | No R
The Petitioner is under 18 years old. Next Friend and Guardians information should be provided.
Fettioner's Next Friend
Neme | [Vew |
Address |
Home Phone | Cell Phone | Work Phone =0
Pettioner's Guardian 1
Relationship to Petitioner | vl
Nere | [vew |
Address |
Home Phone | Cell Phone | Work Phore | Ext
Pettioner's Guardian 2
Relationship to Pettioner | ~|
Nere | [V |
Address |
Home Phone | Cell Phone | Work Phone | =0

e W e T

i. Petitioner Information Tab

1. The Petitioner information will auto-populate. Tovi ew or edit t he pe
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.

oLl Petition for Protective Order - Family Abuse
Adult Information Screen - Adult
number and name displayed here
{ Petiioner Information ; [Respondent Information ~ Protective Order ~ Protective Order (continue)
In:jame =T T]
SSN [ERnm Age(reas-Mehs) [ AddwssCorfidentd [No
The Petitioner is under 18 years old. Next Friend and Guardians information should be provided.
Petitioner's Next Friend
Nome } [View |
Address
Home Phane | Cell Phore | WorkPhore | | B | ion | Address / Phones / Email i i Infammiation | Associaled Juvenies
W ‘ ‘ Adutt Information
Relationship to Petitioner ~
i Height [0 | = Weight |8 Color Byes [ Hair [/
M::‘: } E Marital Status | = Is U.5. Citizen? | s
Home Phone | Cell Phore | Work Phore | | Bt | Docket # ,7 {Avington CSU)
Relationship to Pettioner | <] Driver’s License Information
Name | lEl Drivers License Number | "F® B0 == State License lssued | 7@
ress |
Hom:::one [ Cell Phore | Werk Phere | Bt |
 Dele
©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,theP et i t i oner 6 sandNext Fr i e

Peti ti oner Gsactiosudl becaccessible. If the petitioner is over the age of

18, thePet i t i
accessible.
a. Add Button

oner 0 sand\Peextti

t A roi neerr désectiosuvdl notlkhe a n
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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 . 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. If asearchis 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 detailedinthePet i ti oner 6s
Information section

Ad ea een Optio
Dome Relatio ake
Adult Number radio button

Caseload Number radio button

Advance Search radio button

Add Adult radio button

ot Adult Search X
@ Adult Number ] Gt Petitioner
(") Caseload Number Get ondert

(C) Advance Search
() Add Adutt

Find Close

If the petitioner is under the age of 18,the Pet i t i oner 0 sandbeRet iFtrii emedr drdormatiomshalld laen
provided.

¥ RefertothePet i t i on er dsection forfdetail pestaining to searching for and adding an adult; this information is
applicable to both petitioners and respondents.

b. View Button .

i. ()ClicktheViewbutt on and t Adsltinfosnation screen wilt 6 s
appear,. To edit an adultoés exi &ditAdulginfd nf or m
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, & =

I"Adult Number X

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

Driver's License Information

Driver's License Number | 8% B =0 State License lssued | @

All Fields in Bold Are Mandatory

c. Clear Button

i. ClicktheClearbutton to remove the selected p
associated fields.

ii. Respondent Information Tab
1. The Respondent information will auto-populate. Tovi ew or edit t he r
information, (i) click the View/Edit Respondent button, and the Adult Information

screen will appeatr; (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 |ie=me 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 : lEl " 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
Vi icense 'ommation
Name
Addhess I k IEl Driver's License Number | ™98 B0 s State License lssued | =
Home Phone | Cell Phone | Work Phore | Ext

©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 respondent is under the age of 18, the Re s pondent 6 ssecGomwiltbti a n

accessible. If the respondent is over the age of 18, the Re s pondent 6 s Guar
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. If asearchis 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 6 s G u a infarmasiam should be provided.

©F RefertothePet i t i on er osection forfdetail pextdining 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 respondentd édult Information screen will
appear,. To edit an adultoés exi &ditAdulginfda nf or m
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

B EE LT AR

Adult Information Screen - Adult
number and name displayed here

Adult Number

Adult Name Adult Address
Last Name | === | Address | s e \

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

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

Name/Address Information  General Inf

dress / Phones / Emaill  Employment Information  Associated Juveniles

Middle Mame | | City/Town |Unknown |

Genetic Sex () Male @ Female (O Unknown State

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

n
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. ClicktheClearbutton to remove the selected r
the associated fields.
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Add View Clear

i. Protective Order Tab
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.

{5l Petition for Protective Order - Fanuy Abuse ES
ul Petition for Protective Order - Family Abuse X for Protective =2 e
VCC PRT-3864-M1 SC#
Petition for Protective Order (Family Abuse) - Intake Case Number (ICN): [558 =
VCC  PRT-3864-M1 sc# Petitioner Information  Respondent Information  Protective Order  Protective Order (continue)
Peliticner Information  Respendent Infomatioy | Protective Order ! Protective Order (continue) 1. The Pettigner and Respondert are family or housshold members because )
1. The Petiioner and Respondent are family or household members because ®|Pettioneristhe Respendent’s | No Selection Was Made [ Please indicate the refationship between the Petitioner and Respondent.
(@ Pettioneris the Respondert’s | No Selection Was Made v O |Petitioner and Respondent No Selection Was Made
O Pettioner and Respondert No Selection Was Made O [Peitioner is & chid of a person Respondent cohabits with, or cohabited with within the previous 12 months
(©) Petitioner is a child of a person Respondent cohabits with, or cohabited with within the previous 12 months (O [Petitioner is a persan Respondent's parent cohabits with, or cohabited with within the previous 12 months
(O Petitioneris a person Respondert’s parent cohabits with, or cohabited with within the previous 12 months 2. Respandess=-~ommittina.a==hin a reasnahis4==_ has committed th=3=llawing acts-=* famirbrise:
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 (0 have / () have not been filed in Virginia courts N - - — —
4[] An Emergency Protactive Order (EPO)involving the partiss s in effect and was issusd n the |3. Cther cases involving the Petitioner and Respondent ‘D have / () have nat been filed in Virginia courts. f
City County of 4. [] An Emergency Protective Order {EPO) involving the parties is in effect and was issued in the |
5. [ A Preliminary Protective Order or a Protective Order invalving the parties is curently in effect Please indicate if other cases involving the Petitioner and Respondent have been filed in Virginia courts or notl
6. [] Petitioner knows or has reason to know that the Respondent owns or otherwise possesses firearms. o . i . o .
PETITIONER. THEREFORE. RESPECTFULLY REQUESTSthat (] a preliminary protective order [ & protective order 5._L1 A Frefiminary Protective Order or a Protective Order involving the parties is cumently in effect.
be issued and that such order impose the folowing conditions on the Respondert and such other conditions as the judge deems
appropriate as allowed by law
[ Prohibiting further acts of family abuse or ciminal offenses that result in injury to person or property
[ Prohibiting such contact with the Pettioner as the judge deems necessary for the health or safety of the Petitioner. ’
[] Prohibiting such contact with the following family or household members as the judge deems necessary for their health and 5. LI APreiminary Proteuuve Order o a 1 wotective wiuer invor.uig the permies is cine. ., n effect
safety. (Please provide on Form DC-621, NON-DISCLOSURE ADDENDUM, the date of birth, gender, and race for sach 6. [] Petitioner knows or has reason to know that the Respondent owns or otherwise possesses fireams
family or houshold member isted.) PETITIONER. THEREFORE, RESPECTFULLY REQUESTS that | [ a preliminary protective order [ a protective order| )
be issued and that such order impose the following conditions on the Respondent and such other conditions as the judge deems J
appropriate as allowed by law: ‘ Please indicate what type(s) of the protective orders have been requested’
Save Delete View / Prirt Close [ Prohibiting further acts of family abuse or ciminal offenses that result in injury to person or property
[ Prohibiting such contact with the Petitioner as the judge deems necessary for the health or safety of the Petitioner.
- o —_— - g I _—

iv. Protective Order (continue) Tab

Revised 09/2025

1.

2.

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

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

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

Click the Save button and the SC # will auto-populate. Once the Save button is
clicked it will transition into the Edit button.
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a2 Petition for Protective Order - Family Abuse

g5l 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:
Proibiting the Respondent from teminating the insurance registration || taxes on this motor vehicle
Requiring the Respondent to maintain the insurance registration taxes for this motor vehicle
[ 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,

[] 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:

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 possession or se of motar vehicle jointly owned by the parties or owned by the
Pettioner alans, described s follows: B
Prokibiting the Respondent fram teminating the insurance registration taxes on this motor vehicle
Requiingthe Respandent to maintainthe | | insurance | registration tares for this motor vehicle
[ 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

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

Petition Date [~ 700 | Worker Name [ Femn

b. Edit Button

Petition Date |1~ | Worker Name |7 Bemn

i. 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.

On the Petition for Protective Order i 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

M 41 of3 b M|« @& @& [H-| 100% -

‘Commonwealth of Virginia ~ Va. Code §§ 16.1-241(M), 16.1-233.1, 16.1-279.1

PETITION FOR PROTECTIVE ORDER-FAMILY ABUSE

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

[ WaT e [
w oy ow [
5] Tl e e
I ] 1|

e. Close Button
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i. To exit the Petition for Protective Order i Family Abuse screen and return to the
Domestic Relations Intake screen, click the Close button.
4. Narrative Tab 8 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. (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.

a5 Domestic Relations Intake b
Intake Casg: |V Qustody Petition Custody Affidavit
Intake Case Mamative History
@ For Juvenile For Respondent
ICN FIPS Worker Name Date Opened  Date Closed ~
n n
u - " n
L u
v
Selected Intake Case Namative
Edit Print

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 i Reports report viewer screen. From
this screen the intake narrative can be viewed, printed, or exported. (i) Click the X button in the
upper right corner to close the screen and return to the Narrative tab.

CSU Intake - Reports - m] X

1 of 1 @ & EaaE- | w0 - Find | Mext

Virginia Department of Juvenile Justice
Intake Narrative

CASE NUMBER: 1 JUVENILE SSN:
JUVENILE NUMBER: JUVENILE DOB:
JUVENILE NAME: = = 2 o JUVENILE RACE:
RESPONDENT NAME: = L) JUVENILE SEX*:

Input Fact Based Statements ONLY. %

Page 1|
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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,theJ uveni | e 6 s Inustfbe enteractbecause 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 Delinguent/Status Intake screen, Intake Case tab. For
additional detail see the Adding a New Intake section.

Intake Case Tab
1. Petitionerdés I nformati on
a. Add Button . On the Juvenile Delinquent/Status Intake screen,inthe Pet i t i oner 06 ssection,f or r
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.

AO ea een Optio

=il Belfifeue - e
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 b
Unknown? Add View  Clear
Juvernie’s Infomation ® Adult Number [ ]
SSN Name Add View  Clear O Caseload

Juvenile Number DOB Age (Years - Months)

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

Court District ~ FIPS @

Open Date | ~] Tme | o 1 Close Date Find Close
Case Type | Petitioner Type ~

Relationship | Nene | (Petiionerto duverite) Mandatory fields displayed in bold

Worker Keyed By

G Copy Intake o 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, (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 t he adul t 6s -populate mimtoe R eotni twii d n e radust o
Information fields on the Intake Case tab of the Juvenile Delinqguent/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 TEEEE LT PR AUl Information Screen - Adult 85 Juvenile Delingquent/Status Intake x

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 |-F'T}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 [ | P
Driver's License Number | " I =) State License lssued | 7=
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.

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 t he adul t 6 s -populate mtmthe i on wi |
Peti ti oner 0 sfieldsorftleintaketCase 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.
e W T . E

ﬂ Juvenile Delinquent/Status Intake X

Intake Case

Adult Information Screen - Adult
number and name displayed here

Petitioner’s Information
[ Unknown? SN | Hame | [View |
ESpondent s Tomaton
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 | V| APS ’—
ourt Distr
Height | @ ° " Weight Color: Eyes | Hair |/
g |— l_ ight | % Eye Open Date |.:|i-_-| v| Time [B Mo (2| Close Date
. 7 | -
Marital Status | S Is 5. Citizen Type | Vl Petitioner Type ‘ v‘
Docket # {Adington CSL) Relationship (Pattioner to duvenie) Mandatory fields displayed in bold
Driver's License Information _
Worker | Keyed By H.] "mmu
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

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.
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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.

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

6. Search using t he amgumbetb§typinGivirta the ISSNIextbox with or yithout
dashes.

7. Search wusing the adultdés ful | SteetAddrassttextadx. addr e

8. Search wusing the adul tChystextbaxt y by typing it int

9. Search wusing the adult 6sZIPCodeterttwoxle by typing it

10. 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.
l1.Search wusing the adultds home, wor kPhoneextiooer | | p
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.

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
screenand the selected adu-populatethe hd toirtmad n eornd swi ll
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 screenand t he sel ected adul t ¢
auto-populatethe Pet i t i o n e r 0 sfieldsorfthe intake tCase 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

Edit Aduit

o 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)
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 . V| Time |l- . 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. If required, 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 A
Last Name [0 |

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

Middle Name | | City/Town | |

Genetic Sex () Male (O Female (® Unknown State | ILkhwm 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

ol Please Enter ALL Available Information for New Adult X

i Name /Address Information © \Seneral Information  Employment Information

Adult Name Adult Address
Last Name | | Address | |
Suffix (Jr, Sr. 1, 11, Il IV, etc) |Nome ~ | |
First Name | = 0 _ | ZpCode [ | Find City by Zip Code
Middle Mame | | City/Town | |
Genetic Sex () Male () Female (8 Unknown State I:I Unknown w~
[m] Is Deceased? * [m] Is Address Confidential? *  Paste Unknown

All Felds in Bold Are Mandatory

*-[#] Yes [] No [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. (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 adultis Deceased?* ischecked, @A De c e as e-gdopulateinfothe aut o
Address and City/Town fields.

Aduit Address
Address |Deceased

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

[ Is Address Confidential? * Paste Unknown

3.1l f the adultdéds address needsAddress r emai n co
Confidential?* checkbox.

4. 1 f the adultds addr Paste Unknewnuhypenting, amd, click
i Un k n o wn 0-populatelinto the Address , City/Town , and State fields.

Adult Address
Address |Unknown

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

State I 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 adultés address may need to remain confidential if a Pro
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ii. General Information Tab

o5 Please Enter ALL Available Infermation for Mew Adult X

Name:/Address Informatio Bmployment Information

Adult Information

Date of Bith 11 [0 58 | Age (vY-MM) [ SsN | | [ s Adut US Ciizen?"
Race |Unknown ~|  Bthnicity (Hispanic/Latino?)
Height ' " Weight l:l Eye Color Hair Color
Marital Status | Unknown v Docket# [ | forAdington CSU)

Driver's Lic. # | | State lssued Driver's License | | v|

Adult Phone,/E-mail

Home Phone I:I Cell Phone I:I E-mail |

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
adul t 6 s aWeighto(x poomad), €ii) select the Marital Status from the drop-
down menu, (i v)Drtiwpea 6tshddv) sekbal thit state of issuance
fromthe St at e | ssued Ddroprdewndnenu.Li cense

2. () Typet h e a Houdidl $edusity 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 # .

3. Inputt h e ad tbdme Bhene( (i) Cell Phone, and (iii) E-mail in the
corresponding fields.

iii. Employment Information Tab

o5l Please Enter ALL Available Information for New Adult X

Name/Address Information ~ General Information £ Emy

Adutt Employment Information Adult Employer Address / Phone Mumber

Status Aprox. Date I:l Address | |

Sy | | |

|
Job Title Zip Cods Find City by Zip Code

City/Town | |

[ Is Adult Law Erforcement Officer?” State | |Unknown v | Same as Home

Law Enforcement Officer Badge Number Phone I:I Phone Extension l:l

1. (i) Select the adul t 6 sStatusmgropedgwmment andtypat u s
int he sel ect dppros Datet, (iis EBnpldyeri 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. Typeintheadul t 6 s e (i) pddress rardrii) Zip Code . (iii) Click the Find
City by Zip Code button and the City/Town and State fields will auto-populate.
Typeint he adul t Bhenewanbedr 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 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.

b. View Button . On the Juvenile Delinquent/Status Intake screen,inthePet i ti oner 6s | nf or
section, clicktheViewb ut t on and t Adeltnfoenation sicreen wilt 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.

ol Juvenile Delinquent/Status Intake x g = Adult Information Screen - Adult
M= number and name displayed here
Intake Case Adult Information
Petitioner's Infomation Adult Number  THIIESS SSN nili=in il v
5 Edit Adult
Unknown?  SSN Name Add View | | Clear nf
Adult Name  LI==E=iN. .1 °
Unknawn? Add | View | Clear Date of Bith (10 [ =i M iEEmel i) i P”g't_leF:lCE
Juvenile’s Information Race / Bthriciy  £00 S
SSN Name Add | | View | | Clear Is Deceased? No Genetic Sex N
Juvenile Number DOB Age (Years - Months)
Intake C: (ICN): Will be assi 1 after saving {RdUit information} Address / Phones / Email Employment Information  Associated Juveniles
Adult Information
Court District ~ FIPS
Height ' " Weight Color: Eyes Hair
Open Date | V| Time | = | Close Date
Marital Status Is U.S. Citizen?
Case Type +| Petitioner Type -
Docket # {Adington CSLU)
Relationship | None ~ | (Pettionerio Juvenile) Mandatory fields displayed in bold
Driver's License Information
Worker Keyed By
Drivers License Number State License lssued
Copy Intake View / Print View Supreme (Offense History
b= Case G Intake Report Court Details Summary Report
Close

©F 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 | 5 == *

Adult Number

Name/Address Information  General Information  Employment Information

Adult Mame Adult Address

Last Name | === | Address [ = = |
Suffix W, Sr. 1, 11, 11, IV, ete) | |

First Name | © 007 | Zp Code [0 |

Middle Name | | City/Town |Unknown |

Genetic Sex () Male ® Female () Unknown State |‘u’ﬂ |\||'irginia V|

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

All Fields in Bold Are Mandatory

c. Clear Button . On the Juvenile Delinguent/Status Intake screen,intheP et i ti oner 6s | nf or
section, click the Clear button to remove the datafromtheP et i t i oner 0 sfieldsorftler mat i o
Intake Case tab.

85 Juvenile Delinquent/Status Intake o

Intake Case

Petitioner’s Information

Unknown? ~ SSN [ il s Name [LmiBal wmyTa || Add |\ﬂew

Respondent’s Information
—

— [ e——

2. Respondentds I nformati on
a. TheRespondent 6s deaidnds grayadoutam 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 Re s pondent 6 s deaiidndsinateessible.n

3. Juvenileds I nformation
a. Add Button . On the Juvenile Delinquent/Status Intake screen,intheJ uveni | eds $ecatidbnpr mat
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

Intake Case

Petitioner's Information
Unknown? ~ SSN | FEE.. " Name " ' ] Add View

Unknown? Add Wiew

Clear

Clear

BADGE CSU Intake Manual

Juvenile’s Information
SSN Name
Juvenile Number DOB

=

Age (Years - Months)

Clear

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

Court District ~ FIPS
Open Date | ~| Time | + Close Date
Case Type ~ | Petitioner Type v
Relationship | Mone ~ | (Pettioner fo Juvenie) Mandatory fields displayed in bold
Waorker Keyed By
Copy Intake View / Print View Supreme Offense History
save Case Close intake Report Cout Delals ~ Summary Report

o' Find Juvenile

Find Juvenile  Direct Care Population Detention Population  Add Juvenile

Search by

® Juvenile Number Include  |None
() DC Number
O Intake Case Mumber
() Caseload Number
() Advance Search DOB Age

Previous Selections Street Address

Juvenile Number l:l

ZIP Code

Find Juveniles with Commitment(s) to the State

Show Last Results Find Cancel

Include Altemative First Name Spellings

Use Wildcard

Use Wildcard

(Full or Partial)
(Home, Cell, or Wark)
Clear All

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.

o=l 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 |

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

‘ (Required)

Show Last Results

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

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 a n d

t he

s el

ected

information will auto-populatetheJ uv e ni | e 6 s fieldd oo thenistake Gase tab
of the Juvenile Delinquent/Status Intake screen.

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
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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

sel ected

juveni l e épppulatethed rumatnii d re 6wgi Midid@u tma t |

the Intake Case tab of the Juvenile Delinquent/Status Intake screen.

B2l System has located 32 possible matches.

Juvenile # Last Name Suffix First Name

DERTFETRURRAERER]

Juvenile Information Screen - |X
Juvenile number and name
displayed here

Info/Face et Aas
Recorded Alets

Case Wiockees 1D Manis Deterticn rfo  DHA Verfication  F¥en

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

Juvenile’s Information

Name | guspin_i - miju s sjal=
DOB [ im0

ssn [ e
Juvenile Number | | 85

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

View / Print
Intake Report

Save ‘ | :cpCaue', T | ‘ Close | |

Court Details 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
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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

| General Information Birth/Family Information

Juverile Name Juvenile Address

Lastﬂale|'1.' | .Add'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 fieldswillauto-p opul at e with fADecease

Adult Address
Address |Deceased ﬁ
I I{
ZpCode [ | | Find Cty by Zp Code /
City/Town |D|:c:a:cd | z
State Unknown v

[ Is Address Confidential? * Paste Unknown }

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 fieldswillauto-popul at e with AUnknowr
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Adult Address
Address [Unknown

ZpCode [ | Find Cay by Zip Code
City/Town |Unknown
State ‘ Unknown v
[ Is Address Confidential? * {Paste Unknown

b.1f the juveniledbs address is thePastme a:
Pet it i hywedinkdursd the Juvenile Address fields will auto-populate to the
petitionerds address.

c. | f the juvenilebs address is a ¢
R e s p o n d eypetliiksand the Juvenile Address fields will auto-populate to
the respondentds address.

The address should refl ect t kewnijthejuenileis anitedto DJJ @ redideshncargeupa d dr e

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 displaythePast e Peti ti oar¢hePass tAel dResE o n de hypdlisks.Altedr e s s

data must exist in the system for a given hyperlink to display.

ii. General Information Tab

Revised 09/2025

4.

o Please Enter ALL Available Information for New Juvenile X
Name/Address Information| General Information | Bith,/Family Infarmation
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 juvenileb Social Security number inthe SSNfield. Sel ect t he |

(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

t he juvenil eWeaghta(ip poundsy, sehac thee(vi) Eye Color and (vii)

Hair Color from the drop-down menus, (vii)t y pe t h e S¢haol mame, &nd 6 s
(ix)sel ect t h&rade fromehe dropedéws menu.

For the Registered Voter? item, select the appropriate Yes or No radio button to
record the juvenileds voter registration
I f the juvenile has a dr iissuedidestfichtioncad)@e or
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.

Typeint he j uv ¢donmelPloides (ii)(Cell)Phone, (iii) Work Phone , (iv)

Extension , and (v) E-mail address, if applicable.

Birth/Family Information Tab
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ol Please Enter ALL Available Information for Mew Juvenile >

MName/Address Information  General Informatiod

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

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.
2.1 f the juvenil eds bBirth Vehficatianr, typefinithe BittheCeriif.s u s
#. If the birth certificate number is unknown, click the Unknown hyperlink, the field
will auto-populate withA Un k nown . 0
3. ()Entert he juMehhkeds Majsdestthe {ii)aAnmeial 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 juvenileé s i n f avill autotpdpdatetheJ uveni | eds | nfo
fields on the Intake Case tab of the Juvenile Delinquent/Status Intake screen.

o e o Rl Juvenile Information Screen - X
Juvenile number and name
displayed here

45 Juvenile Delinquent/Status Intake X

Intake Case

Petttioner’s Information

Unknown?  SSN | "8 Name [LE==ms .y Add
Respondent’s Information
Unknown? 55N | Name | Add | View || Clear
Juvenile’s Information
|‘ SSN [WF IR Name | eSS e an Add
Juvenile Number ‘ - DOB ‘- " W Age (Years - Morths) ’—-
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

©F 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 Delinguent/Status Intake screen,intheJ uveni | eb6s s$eaibnpr ma
click the View button and the_Juvenile Information screen will appear.

c. Clear Button . On the Juvenile Delinqguent/Status Intake screen,intheJ uveni | eds seaibnpr ma
click the Clear button to remove the datafromtheJ uveni | e 6 s fieldd oo theiatake Gase
tab.
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Intake Case Number (ICN)

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. Selectthe Petitioner Type from the drop-down menu.

Petitioner Type is a mandatory field.
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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. IftheP et i ti oner 6s |
seatibndhasmat beenccompleted 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 .

sectionortheJuveni |l eds

Intake Case
Petitioners Information | Please provide Petitioner information h
[ Unknown? 55N | b I View | |Clear |

e ———==,

- me | a0 Clea
Juvenile’s Information | Please provide Juvenile information i
SN | Y- View | | Clear
Juvenile Number | DoB | Age (Years - Months)
I
o-! Juvenile Delinquent//Status Intake X
Intake Cas
Petttioner's Information
Unknown? ~ SSN | T Add Clear
Unknown? 55N ‘ lame | Add View | | Clear
Juvenile’s Information
55N | - m Name [p i ~Joa) i u_nm Add Clear
Juvenile Number ‘ = DOB | LY B} Age (Years - Months) =
Intake Case Number (ICN): @iliid <—————| ICN Appears Here
Court District |- - K
Open Date ||~ = = Time |* 8 o = Close Date
Case'l'ypellll.'ll gy = Petiliuner'lypel'
Relationship | e (Petiionerto Juvenie)
Worker [fim 1 P Keyed By [=
Edit Intake Case Copy Intake Delete Intake View / Print View Supreme Offense History
Info Casze Caze 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 RefertothePet i t i oner Gsection forfdetail peataining 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

nf o
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85l Juvenile Delinquent/Status Intake K

Intake Case  Namati
e INTAKE ACTION BUTTONS
Petitioner’s Information
Unknown? 55N ] Name [5== o U ]
Respondent’s Information
Unknown? 55N | Name |
Juvenile's Information
SSN [ IS Name LSRN -l o
Juvenile Number | emnlie DOB |' B e Age (Years - Months) | =%
Intake Case Number (ICN): S0 Bl
Court District | B oo [ FIPS [ B
Open Date |'© = = Time 'l-1ﬁF Close Date
Case Type (18 L = Spmn ompen Petitioner Type [ ==
Relationship | M (Pettiorer to Juvenie)
Werker [T 1 B Keyed By [Fon | P
Edit Intake Case Copy Intake Delete Intake View / Print View Supreme Cffense History
Info Caze Casze Intake Repaort Court Details Summary Report
| AddJuvenile Intake | | AddCout Summons || Add Bench Warart |

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 Juvenile Delinquent / Status 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 eithertheJ uveni | eds ,lomheor mati o
Re s p o n d imfortndian , or both, using the Clear and Add buttons. (iv) Click the Save button.

85! Copy Juvenile Delinquent / Status Intake Case - ICN: SlEd *

Copy Intake Case X

e 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 eitherthe Juveni | eds |theRes mandemt 6
Information , or both to copy the case.

3. Delete Intake Case Button
a. (i) Click the Delete Intake Case button and the Delete Intake Case screen will appear. (ii) Click (a) the
Yes button or (b) the No button to delete the intake case and return to the Juvenile Delinqguent/Status
Intake screen.
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Delete Intake Case

o Would you like to delete intake case number Fssifia a7

Yes

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 1 Reports screen will appear. (ii)

Click the X button in the upper right corner to close the report and return to the Juvenile

Delinqguent/Status Intake screen.

CSU Intake - Reports

M 4 of1 b M |«

INTAKE INFORMATION:
Intake Case Number: " 0 &
Worker Name: [
Intake Opened Date:
Case Type Code:
JUVENILE INFORMATION: I}
Juvenile Number: .
Juvenile Name: =l
SSN: == jm Sex*: 1
Address: TR O
Home Phone: (B0 B0 oo

Mother's Maiden Name: * 57

ALIAS INFORMATION - NONE

PETITIONER INFORMATION:

SSN: =
<

@ |G B AT -
Virginia Department of Juvenile Justice

I iEliaw
B OEEY ol el

T

-t S]] R
Work Phone:

100% ~ Find | Mext

Intake Report
Click "X" to close Report

Fips: =

Intake Closed Date:

Race: ' Height: * Weight: 1 DOB: I

Cell Phone:

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

S el §

Cffense Info (Page 1) Offense Info (Page 2) License Info  Fines/Attomey/Bai/Bond  Hearings

[

e e B el e E EEE

Supreme Court Details x

Supreme Ct Name |— =

Supreme Court Case Number: ‘ -
Case Type |" = o= =

T

Supreme Ct. DOB:  [ro [ = o No data found for this case
MNext Hearing Date: m "

Last Hearing Date:

Statute: i T 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:

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 T _Reports screen will appear.

(i) 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 4 1 of 1 p b | &

Click "X" to close Report |

JUVENILE NUMBER: = - JUVENILE NAME: fom mm i mo ]

SSN: e DOB: |5 = RACE:
CASE PROCESSING OFFENSE INTAKE COURT
NUMBER  LOCALITY DATE STATUTE DESCRIPTION DISPOSITION WORKER  ADJUDICATION
— - —— = w— o — e c—
- - = =m
e =E T R

m— o s & il L w s LR s —

i THE | T T =

¥ n - —

- -
— e & = - m w o - 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

- Clear

Petitioner’s Information
Unknown?  SSN

Unknown? 55N | Name | Add View | | Clear

Juvenile’s Information
SSNl . = Namell ot | ) s mEE Add Clear

DOB [l s Age (Tears - Morths) | %

Juvenile Number | =

Intake Case Number (ICN): Sl &

Court Distict | S n FIPS [ fg=

Close Date

Petitioner Type |' e

OpenDate |~ © ® Time: | g -

Case Type ['8 LEgm= == fpen wemmen
Relationship | M

Wcrkerl' m

(Petiioner to Mvenie)

Keyed By [Fim 1 Fem

Delete Intake

Edit Intake Case Copy Intake
Ca: Case

Info 5

View / Print View Supreme

Offense History
Intake Report Court Details

Summary Report

| Add Juvenile Intake | ‘ Add Court Summons ‘ | Add Bench Warant |

Add New Intake s, 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 Juvenile Intake

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

Cffense 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.

a.

Revised 09/2025

If the intake offense selected is a Prohibited Diversion Offense
Offense information screen will appear. Click the OK button to close the Prohibited Diversion

the Prohibited Diversion

Offense information screen and return to the Juvenile Intake tab on the Juvenile
Delinqguent/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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Bl Search Offense

VCC Code

Statute

(ffense Description

CNV-7017-M3

10.1-11420)

BUILD FIRE WITHIN 150 FEET OF WOODLAND, BRUSHLAND ETC.

10.1-2214

UNDERWATER RECOVERY OF HISTORIC PROPERTY WITHOUT PERMIT

USE OF MOTORIZED VEHICLE ALONG APPALACHIAN 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

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,

A Prohibited Diversion Offense

t he

juvenileds

school

BADGE CSU Intake Manual

Prohibited Diversion Offense

The offense selected
(i} cannot be resolved or diverted,

(ii} cannot be resolved unless the victim is a family or

household member, or

(i} requires affirmative consent for diversion per VOL 111-9123

- Diversion and Resolution at Intake,

Appropriate exceptions/exemptions must be entered in the

intake narrative,

mu s.t

be

notified via a school

(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.

i
menus.

1. 1 f

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

85 Juvenile Delinquent/Status Intake

Intake Case  Namativg Juvenile Intake

Charged Offense Information

Offense
Date

Offense
Number

VCC Code

Selected Offense Det

Offense Description

Offense Date @
VCC Code Find VCC Code |  Statwe |
Heading ‘ &
Subheading ‘ I
Description ‘
Penatty Madfier ~ [ Judge Ordered Detention
Offense Decision ~
v
Save Cancel

Offense
FM Decision

Jo

Add New Offense

Retrieved
by the SC

ifRCels o |

vedo i s

drop-down menu.
a. |l f AOthero

field.

s @ffensecDie@sibn fdropedown tméne the Reason
Resolved drop-down menu will become accessible. Select the Reason Resolved from the

i s Reasoh Resdlvedd drdpsdawmmenihtiee Resolved Other text
field will become accessible. Enter appropriate information into the Resolved Other text

Revised 09/2025
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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

Selected Offense Detals
Offense Date  03/01/2022 ~| Offense Requires School Notficstion Add New Offense

VCC Code |WPN-5261-F2 | | Find VICC Code Statute |IB.2-3OD

e Do | o [a
LEO’s Rationale

Requested Charge. | ested Crarge Vies Reduced or Deied v

R " Rationzle Entered Here

o
[ swe | | Cancdl |
If the petitioner is not LEO the LEO was Consulted on Diversion ,L EOO6 s

Rationale fields will be greyed out and inaccessible.

R a,tReqoestad Charge Amended , and

Revised 09/2025
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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 fieldi s A Requested Charge Was Reduced
Char ge | nc rRatosak dield will behreguired to save the offense.

v. If the juvenile offense is a felony and the Offense Decision s el ect eidReigsd di OT/o Par t i
Di v er sl18-Unsucagssfil Diversion/Petition Filed, ®0-Successful Diversion,oor i21-
Unsuccessful Diversion/No Petition Filed, @) 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: Ye8, Victim Consented, &esfiUnsuccessful Attempts to Contact
Victim,0or fires, Deputy Director/RPM Exemption. 0

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

‘fes, Dept H. Director/RPM Exem%mn
T — g

vi. If the petitioner is LEO and the Offense Decision selectedisii Oi7TRe g6 d T o FDa rvteircsii pa
fil8-Unsuccessful Diversion/Petition Filed, @0-Successful Diversion,0or 21-Unsuccessful
Diversion/No Petition Filed, @) 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 informationinthe L EO6 s R a textboxa (&) Select an option
from the Requested Charge Amended drop-down menu and, if required, (v) enter appropriate
information in the Rationale textbox.

skl Juvenile Delinquent/Status Intake

a5 Juvenile Delinquent/Status Intake X

Intake Case Namativg Juvenie intake

Charged Offense Information Charged Offense Information

Offense Offense Description

Offense. Offense - Offense Retrieved
Daie WCCCode  pype,  Cffense Descrption PM Decision *C bythe SC

py Offense . Retrieved

Offense
Date VCC Code

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 WFEETE | Find VCCCode  Statute | MB.0 B VCC Code IWFN-5248—F5 Find VCC Code | Statute [18.2286.1
Offense Decision | 07 - Req'd To Participate-Diversion ~ [ e “::\%“ us'onad vl °
Reason Resolved ~ LEQ's Rationale ‘
Resolved Other |
Requested Charge vl
Affimnative Consert ~ Amended |
LEOQ was Consulted - Rationale |
on Diversion v
Save Cancel | Seve Cancel
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a5l Juvenile Delinquent/Status Intake

Intake Case Namativg Juvenile Intske

Charged Offense Information

VCCCode  1on  Offense Description Offenes Retrieved

N PERPETRATION OF VIOLEN

Selected Offense Detais
Offense Date  03/01/2022 E Offense Requires School Notfication Add New Offense
VCCCode |WPN-5261F2 | | Find VCCCode  Statute |18.2—3W

" |LEO Dd Not Agree with Diversion Decision " -
_ [Ifthe value chosen is "LEO Did Not Agree with Diversion Decision”.
© the LEO's Rationale field will be required in order to save the

Requested Charge | o quested Charge Was Reduced or Deried v

A ; If the value chosen 1s "Requested Charge Was Reduced or Demied”
or "Requested Charge Increased”. the Rationale field will be v
sired io ocdec o the cfiarce

[ sawve | [ Concel |

If the value chosen for the LEO was Consulted on Diversion fieldisALEO Di d Not Agree withEDbBbger .
Rationale field will be required to save the offense.

vii Ifi0i2Pet i ti on iPielted, @anfi &t enti ohPtridteiro rF/i $leal toeror
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
Number

Offense
Date

Offense Reteved
PM Decision YO bythe SC

VCC Code Offense Description

Intake Case  Namative Juvenile Intake

Charged Offense Information

Offense
Number

Offense
Date

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 == 0 Rationale

Offense Decision

Reason Offense =
Not Diverted

Commonwealth Attomey’s Office requested

Complainant {citizen) insists on petition {with supervisor's approval)

Complainant {aw enforcement)insists on petition (with supervisor's

Considered but not diverted due to additional charge(s) in the cumes)

—Conydered but not diverted due 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

Ul - Hesolved

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

Reason Resolved

Resolved Other

LEQ was Consutted
on Diversion

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 Decision s:fi 0i2Pet i ti on ifPielted, @dnf®&tenti on
i 0i7TReqdd To HoarvteircsirpdaitDebention Order Only. 0

g
Vo

Refer to Administrative Directive A-2022-0056 Mandatory Override for Weapons Offenses on the Detention Assessment
Instrument and Administrative Directive A-2023-0036 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.

o5l Juvenile Delinquent/Status Intake b4 ol Juvenile Delinquent/Status Intake x
Intake Case Mamativg Juvenie Intske Intake Case  Marmative Juvenile Intake
Charged Offense Information I Charged Offense Information I
Offi Off Offi Retr d
gﬁ;:se VCC Code ﬁﬁuennb: Offense Desciption PM gg;'s‘lsoen J0 E;t;vgcd D;anse WCC Code NU;T; Offense Description PM De;:;i Jo by tr:?;(:
|WPN-5261-.. | 5207665 | POSSESSION IN PERPETRATION OF VIOLEN... 06/02/2021 |CNV-7026:M1 | 4748313 | USE OF MOTORIZED VEHICLEALONGAP.. | A | 02 | M| W |
Selected Offense Details Selected Offense Details
Offense Date  03/01/2022 hd Offense Requires School Notfication Add New Offense Offense Date | 06/02/2021 Add New Offense
VCC Code .‘.’\G'PN-52ST-F2 | Fined VCC Code Statute | 18.2-300 WCC Code |CNV-7026-M1 Statute | 10.1-203 Detertion Assessment
LEO Did Not Agree with Diversion Decision S Heading |COMNSERVATION
If the value chosen is "LED Did Not Agree with Diversion Decision™. Subheading | PARKS AND RECREATION
the LEQ's Rationale field will be required in order to save the
offense. Description | USE OF MOTORIZED VEHICLE ALONG APPALACHIAN TRAIL
R sted Ch =
e e)\me:drzz Requested Charge Was Reduced or Denied el Penalty Modifier | Attempt [ Judge Ordered Detention
If the value chosen is “Requested Charge \W/as Reduced or Denied - "
Rationale | o -Requested Charge Increased”, the Rationale field will be - Offense Decision | 02 - Petition Filed
rarirad in rdar bn ez tha Afanes
Cancel Edit Copy Delete File Petition

A Detention Order button will appear on the Juvenile Intake tab if either Offense Decision fi03 1 Petition/Detention Order

Filedoor L3 1 Detention OrderOnlyd0 i s sel ect ed
A Shelter Care Order button will appear on the Juvenile Intake tab if either Offense Decision L1l i Petition/Shelter Care
Filedoor Al2 7 ShelterCareOnlydo i s sel ected

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 Virginiads data system

X. Add New Offense Button 8 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
Tab

1. Click the Detention Assessment

Button 8 Juvenile Delinquent/Status Intake Screen

BADGE CSU Intake Manual
, Juvenile Intake

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 DAI 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
b. DAI Scores Tabd Detention Assessment Screen
ol Detention Assessment X
Worker Name: [ 1 M DAl Date: DAIR:
Followup: []
(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 Guit (includes continued adiudications with "evidence sufficient to finding of guit")

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

DAl 6s tot al

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.

ii. Additional C

URRENT 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
only consider offenses where the Offense Decision

CURRENT Petitioned Offenses in

Revised 09/2025
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Petition Filed, @371 Petition/Detention Order Filed, .11 Petition/Shelter Care Filed, 57 Consent Signed/Petition Filed, 0
fil6 T Court Summons, @r fil8 T Unsuccessful Diversion/Petition Filed. 0o

i. Prior Adjudications of Guilt (includes cont

sufficient to Figldndi ng of guilto)

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.
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 Tabd Detention Assessment Screen
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o 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:
[ 2. Weapons Offenses, Adm. Dir. A-2022-005, email amend
() 3. Escapee/AWOL/Absconder per DJJ Procedure 9471
() 4. Local court policy {indicate applicable policy}
Discretionary Override
(] 1. Agaravating factors {ovemide to mare restrictive placemert than indicated by guidelines)
() 2. Mitigating factors foveride 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 DAI Score tab.

If Local Court Policy is selected as the mandatory override, provide a brief narrative indicating which court policy was
applied.

ii. 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 oritem 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 DAL
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 | Overides i DAl Scores | Ovemides |
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 Narative Add Type Factor Narative Done
Edt Caneel
Delete Delete

Factor | Factor v

Narrative Narrative
[ 3. Approved local graduated sanction for probation/parole violation - Approved local gradu: 'sanclion Tor probation/parole violation
Justfication | Justification |
L) () L) L) () ()
e e
[ 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,

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 oritem 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
—— e e,

d. Actual Decision/Recommendation & Detention Assessment Screen
i. Consider the Indicated Decision displayed on the DAI 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 DAI 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 Must Be Detained)
([ 1. Use of fiream in cument offense Comment;

[C] 2 Weapons Offenses, Adm_Dir. A-2022-005. email amend
[ 2. Escapes/AWOL/Absconder per DJJ Procedure 9471
() 4. Local cout policy indicate applicable policy)

Discretionary Ovemide
[ 1. Aggravating factors fovemide to more restrictive placement than indicated by guideines)
[ 2. Mitigating factors (ovemide to less restiictive placement than indicated by guidelines)

Type  Factor Namative Add
Edt
Delete

Faﬂorl
wal

(D) 3. Approved local graduated sancticn for probation/parole viclation
dustfication |

o) Detention Assessment X

[DATSzores | Ovenides
1. Most Serious CURRENT Petitioned Offense
[ 7 Category C: Other fekories ~
2. Addtional CURRENT Pettioned Offenses in this Refenal
0 One ormore status ofienses OR No additional cument offenses ~

3. Prior Adudications of Guik inciudes continued adudications with “evidence sufficient to finding of guil m . v
. ~ 9 I (

4. Petiions Pending Adudication or Dispostion (exclude defemed adudications) .
~ | Please select value from the list i

h "

|4 Pace v ———— -'-"-..--""_“x\
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  Atofl 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 Petitioned Offenses in this Refe:

0 One ormore status offenses OR No addiional cument offenses ~
3. Prior Adudcations of Guit includes continued adudications with “evidence sufficient to finding of guit”)

w

4. Flﬂwsmmammmml

~

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. History of Escape/ Funaways (Wehin past 12 morths)

’T No escapes of runaways within past 12 months ~

11 TOTALSCORE  AucFl D

e. Edit Button & Detention Assessment Screen
i. (i) Click the Edit button, (ii) edit the information on the DAI 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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i. Click the Close button and to return to the Detention Assessment tab on the Juvenile

Delinquent/Status Intake screen.
g. Print Button 8 Detention Assessment Screen

i. Toview 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.

ii. 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

M 41 of1h M|« @@ |&EwEH-

100%

Virginia Department of Juvenile Justice
Detention Assessment Instrument Report

Find

Juvenile Name: [ i B
ICN: e Intake Date:
Completed as Follow-up (on call Intake):

Juvenile Number: = 11
Worker Name:| © —

DOB: ==
csu# -
DAK: | =

1. MOST SERIOUS CURRENT PETITIONED OFFENSE
Category A: Felonies against persons 15
Category B: Felony weapons or felony
Category C: Other felonies 7
Category D: Class 1 against persons
Category E: Other Class 1

Category F: Violations of

5

3

2

2. ADDITIONAL CURRENT PETITIONED OFFENSES IN THIS REFERRAL

Two or more additional current felony offen 3
2
1
0

One additional current felony offen:
One or more additional misdemeanor OR violation of prob./parcle offenses...........

One or more status offenses OR NO AGGHONal CUTENt OFENSES......oorcrre
3. PRIOR ADJUDICATIONS OF GUILT
(includes continued adjudications with "evidence sufficient to finding of guilt”)
o or more prior adjudications of guit for felony offenses
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
No prior of quit.

4. PETITIONS PENDING ADJUDICATION OR DISPOSITION (exclude deferred adjudications)
One or more pending pefitions/dispositions for a felony OffENSE ..o 8
Two or more pending petiions/dispostions or Other OfTENSES ... 5
One pending petiion/disposiion for an ONEr OFFENSE ... rerrrrs 2

le violations
or status offense.

6
4
offenses 3
2
h

No pending
5. SUPERVISION STATUS.
Parole.

Probation based on a Felony or Class 1 misdemeanor
Post-Disposition Case Management OR Probation based on Other Offenses
Diversion

Hone.
6. HISTORY OF FAILURE TO APPEAR (within past 12 months)

One petition/warrant/detention order for FTA in past 12 months
No petitioniwarrantidetention order for FTA in past 12 months.
7. HISTORY OF ESCAPE/RUNAWAYS (within past 12 months)
Gne or more escapes f or custody
One or more instances of absconding from non-secure, court-ordered placements

Score

One or more runaways from home
No escapes or runaways wiin past 12 monihs.

0
4
3
2
1
n
Two or more pettions/warrants/detention orders for FTA in past 12 months 3
1
o
4
3
1
0

INDICATED DECISION: 10-14 DETENTION ALTERNATIVE

TOTAL SCORE: 11

3. Detention Assessment Tabd Juvenile Delinquent/Status Intake Screen
The Detention Assessment tab displays the assessment(s) completed using the Detention
Assessment button on the Juvenile Delinqguent/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

X

I Charged Cffense Information I

Offense
Date

Offense
Number

M1|4749313 |USE OF MOTORIZED VEHICLE ALONG AP

VCC Code Offense Description

Offense

Retrieved
PN Decision

by the SC

Selected Offense Details

Offense Date | 06/02/2021

Add New Offense

VCC Code | CNV-7026-M1 Statute | 10.1-203

Detention Assessment

Heading | CONSERVATION

Subheading |FAHI{S AND RECREATION

Description | USE OF MOTORIZED VEHICLE ALONG APPALACHIAN TRAIL

Penalty Modfier | Attempt [ Judge Ordered Detention

Offense Decision | 02 - Pettion Flled

[ Bt ] | copy | | Dete | | FiePettion |

a5l Juvenile Delinquent/Status Intake X

Intake Case Namative Juvenile Intakd ~Detention Assessment

DA Date Follow-Up? DAl Score  Indicated Decision Actual Decision Worker Name

Detention Attemative

1'\ Detention Atemative

Mandatory Ovemides (Juvenile Must Be Detained)

[0 1. Use of fiream in cument offense

[[J 2 Weapons Offenses, Adm_ Dir. A-2022-005, email amend
[[J 3 Escapee/AWOL/Absconder per DJ Procedure 9471
[0 4. Local court policy (ndicate applicable policy)

Comment:

Discretionary Ovenide
[[] 1. Aggravating factors (ovenide to mare restrictive placement than indicated by guidelines)
[JJ 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 |

| Add View /Edit Delete

a. Add Button 8 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.

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.

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
appeatr. (i) Click either the (a) Yes button to delete the assessment or (b) the No button
to cancel the delete operation.
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