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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 Module Manual covers this specific module.

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

In the BADGE Application
Style/Symbol/Button Meaning

01/01/2050 |

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

« x5 @ 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): Textbox , enter text to search
: for; click Find to search for text entered in textbox; and click Next to find
Report Viewer Buttons (4 of 4) the next instance of text entered in the textbox.

Find | Mext

A record with text displayed in red font generally indicates there is an
Info Button and/or fal ertdo associat ed wiTohewan aert, ¢liekithe
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 ar kgroun not mandatory field.
various screens. e exclamation mark on a red background denotes a mandatory field

. Theo Aiicon typically displays when
:ﬁ?:rglzgéiyggrzgn results of a requested action, fo
E— This also displays when there is additional information for field.
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Style/Symbol/Button Meaning

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

Close Button

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

- Yes Mo (B Unknown

In the BADGE Manual
Style/Symbol Meaning

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

Underlined Name of a column header in an application displayed table or an

— aiilication ienerated reiort. Cased to match.

Bolded and Underlined The manual 6s main title and ot her

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

%,“? Reference Bullet Refer to another page or resource for additional information.

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

TheBADGE application manuals are regularly updated an:¢
without user notification. For this reason, it is recommended that users access the manuals solely through the
website instead of downloading and printing them to ensure that the most up-to-date version is used.
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Please Note
The BADGE electronic data management system is the property of the Commonwealth of Virginia and is
intended for authorized users only. By accessing and using the BADGE system, users are consenting to
system monitoring for law enforcement and other purposes.

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

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

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

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

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

All potentially sensitive data have been removed from all screen images presented in this manual.
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Direct Care Module

Access the Module

From the BADGE home screen (i) Click the JTS Modules drop-down menu, (ii) click the Direct Care option
from the drop-down menu, and the Direct Care Main screen will appear.

\ BADGE - X
File  JTSSearch | JTS Modules | Help
Caseload Management

a5l Direct Care Main = &) X

File Search Reports

Community Insight Reports
C5U Intake

[ DirectCare
] Gang Management System

Incident Reporting

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

Search

Click the Search drop-down menu on the Direct Care Main screen to access the various methods available to
search for an existing juvenile in direct care: Admissions by Juvenile , Current Population , and Resident
Grievance Tracking .

a5l Direct Care Main

ile|] | Search | Reports

Admissions by Juvenile

Current Population

ident Grievance Tracking

1. Admissions by Juvenile
a. From the Direct Care Main screen (i) click the Search drop-down menu, (ii) select the Admissions by
Juvenile option from the drop-down menu, and the Find Juvenile screen will appear.
i. On the Find Juvenile screen search for a juvenile by (i) selecting an option in the Search by area
on the Find Juvenile tab and (ii) entering the appropriate search data in any available text fields
provided.

Revised 09/2025
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a5l Direct Care Main - B X

File | Search | Reports

I Admissions by Juvenile I 3

Current Population
P! 52 Find Juvenile X

Resident Grievance Tracking

Find Juvenie [Direct Care Population Detertion Population

Search by Last Name [ Uss Wiideard

© Juvenie Number Name Suffx ) Include

O DC Number First Name () Use Wildcard

(O Intake Case Number (7] Include Altemative First Name Spelings

(O Caseload Number Aliss 5N
(O Advance Search DOB/Age © DOB () Age

() Previous Seleations Street Adcress (Fullor Partial)

ZIP Code Phane (Home, Cll, or Work)

Juverile Number |

[ Find Juvenies with Commitment(s) to the State Clear Al

Show Last Results.

ii. Click the Find button and one of the following three screens will appear:
1. The Juvenile Searchscreen wil |l appear stating ANoO mat che

Juvenile Search *

A Mo matches, Please change your criteria,

2. The DC Admission History screen will appear with the results for the specified juvenile.
3. The Search Results screen will appear with any potential matches.
a. Onthe Search Results screen (i) select the desired juvenile highlighting the row in blue, (ii)
click the Select button and the DC Admission History screen will appear with the results for
the juvenile selected from the search results.

B2 DC Admission History for S5 B s e # 00 0 X

] Search Results - 151 juveniles meet your criteria. X

Juvenie # Last Name First Name. Viddle Name

Admission/
Movement
Commitment
Info & LOS
Classffication/
Reclassification
Population
Board

Chargeable
Offenses

Commitmert Orders  Committing Offenses ~ Movement  Classification  Treatment Needs -
History

Commitment Date  Committing FIPS Commitment Type Court Type

-rn
o
LE |
e
-
-
-
o
-
w
-
e
-
g
=
=

Resident
Grievance
Juvenile Profile

©F Refer to the Login & Search User Manual for instructions on how to navigate the Find Juvenile screen int the BADGE Windows
application.
Refer to the Juvenile / Adult Search & Information Manual for instructions on how to navigate the Find Juvenile screen in the
BADGE web application.
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©F Refer to the DC Admission History Screen section for instructions on how to navigate the DC Admission History screen
application.

2. Current Population
From the Direct Care Main screen (i) click the Search drop-down menu, (ii) select the Current Population
option from the drop-down menu, and the JCC Current Population screen will appear.
On the JCC Current Population screen (i) select the Facility from the drop-down menu. The Do Not Filter
by Unit checkbox will be selected automatically, to filter the results by a specific unit (ii) uncheck this
checkbox and (iii) select a Unit from the drop-down menu.

a5l Direct Care Main - (] X
File | Search | Reports

Admissions by Juvenile

Current Population I

Resident Grievance Tracking

85l JCC Current Population - ] X 85l JCC Current Population - ] X

Beaumont Juvenile Comectional Center w

Beaumortt Juvenile Comectional Center
Ban ="

CAP

et unit)
CPP {Community Placement Program)
Juverile # Last Continuum Placement (Direct Care) Age
Detention Re-Entry
Individual JOC Beds

Qzk Ridge
Reception and Diagnostic Center

Bon Air Juvenile Comectional Center

UNIT 53 ~ ]

UNIT 53
Middle Name DOB Age Released

a. Search Button and View Data Button
(i) Click the Search button and the search results will appear in a table on the screen. (ii) Select the
desired juvenile, and the row will be highlighted in blue. (iii) Click the View Data button and the DC
Admission History screen will appear.

Revised 09/2025
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82 DC Admission History for (8078 81 s me® 700 0 X

E JCC Current Population

l

Bon Air Juvenile Comectional Certer Offense History

Admission/
Movement

Commitment
Info & LOS

Classification/
Reclassification

Population
a3

Chargeable

DC Forms

Commitment Orders  Committing Offenses  Movement  Classification  Treatment Needs

Commitment Date  Committing FIPS Commitment Type Court Type Eietoxy,

Grievance

Juvenile Frofile

=

©F Refer to the DC Admission History Screen section for instructions on how to navigate the DC Admission History screen.

b. CTM (Community Treatment Model) Button .
On the JCC Current Population screen (i) click the CTM button, and the CTM Data Level screen will
appear. (ii) Select either the Facility Level , Unit Level , or Juvenile Level radio button and (iii) click
OK to advance to the selected CTM data level screen.

&5 JCC Current Population - [m} s

Bon Air Juvenile Comrectional Center

Iicicll= Blar,

7 CTM Data Level

You must select a juvenile before proceeding.

A record search must be performed and a record selected on the JCC Current Population screen prior to clicking the CTM
button.

i. Facility Level Screen
1. (i) Select the Facility Level radio button, (ii) click the OK button, and the Facility Level screen
will appear. The Facility Level screen contains the Community Supervisors Meeting tab and the
Cluster Meetings tab.

Revised 09/2025
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Facility Level

Community
Supervisors Mesting

Facility: Bon Air Juvenile Correctional Center

Cluster Meetings

x

Recorded By

CTM Data Level

Date

Attendees

Goals Achieved

) Facility Level

O Unit Level
) Juvenile Level

Comments:

Attendees:

[ Add Mesting | [

+ EditMeeting | [ X Delete Meeting | | [@Save Meeting ) Cance

Goals Achieved:

| Leaming Lab | - Team Builder/Training

/| Leaming Lab | - Superintendent/Assistant Sup. Connection
ning Lab Il - CTM Topic Refresher

/| Administrative Debriefing

* Other Position is entered only when ‘Other is selected from Position drop-down.

a. Community Supervisors Meeting Tab

Position

Other Position Cluster Unit

. This tab displays the community supervisors

meeting information: Recorded By, Date, Attendees, Goals Achieved, a Comments textbox,
and an Attendees table.

Revised 09/2025

Add Meeting Button

1. (i) Click the Add Meeting button, and the fields on the bottom of the screen will
become accessible. (ii) Select the Date from the drop-down calendar menu, (iii)
select one or more Goals Achieved checkbox options, and (iv) enter any

Comments in the textbox.

(i) Click the Add Attendee button, and the fields in the Attendees section will

become accessible. (ii) Select the Position from the drop-down menu, if Other is
selected, (iii) type the position name in the Other Position textbox. (iv) Select the
Cluster from the drop-down menu and (v) select the Unit from the drop-down menu.

Click Save Meeting button, and the meeting record will appear in the table at the top

of the screen. The Recorded By field will auto-populate with the name of the logged
in BADGE user who saved the meeting information.

Facility Level

Facility: Bon Air Juvenile Correctional Center

Cluster Mestings

Recorded By Date Attendees

Goals Achieved

|\ i Add Meeting m + EditMeeting | \)aD:lﬂeMedmgH £ 52v= Meeting 9 Cance

Date:

Comments:

Attendees:

e ssis
/| Learning Lab Il - CTM Topic Refrasher
/| Administrative Debriefing

= Other Position is entered only when ‘Other s selected from Position drop-down.

Pasition

Other Position

Cluster Unit

Edit Meeting Button
1.
2.

Select a record, and the row will be highlighted in blue.
(i) Click the Edit Meeting button and the fields on the bottom of the screen will

become accessible for the selected record. (ii) Edit the information in the Date,
Goals Achieved , and Comment fields as necessary.
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a. If an attendee needs to be deleted from the meeting record, (i) select the
attendee record and the row will be highlighted in light blue. (ii) Click the Delete
Attendee button and a Warning screen will appear, (i) click the Yes button to
delete the record.

3. Click the Save Meeting button to save the edited record.

Facility Level %
Facility: Bon Air Juvenile Correctional Center Facility: Bon Air Juvenile Correctional Center
Communi Commmuni
Superors Meting | Clester Mecting: Supenvaoms Mering | Clester Meeting:
Recorded By Date Attendees Goals Achieved Recorded By Date Attendees Goals Achieved
[ Add Mesting | |[ = Edit Meeting | [[ X Delete Meeting ||| () save Meeting | ) Cancel i Add Meeting # Edit Meeting | | X Delete Meeting | | [ Save Meeting ) Cancel
Date: Goals Achieved: Date: Goals Achieved:
! Learning Lab | - Team Worning
Leaming Lab | - Sup ectior ection
< Learning Lab Il - CTM
Comments: — a — L Commen s § E
n w
Attendees: * Other Position is entered only when ‘Other is selected from Position drop-down. Attendees: SOt Position is entered only when *Other' is selected from Position drop-down.
Position Other Position Cluster Unit Position Other Position Cluster Unit
 Add Attendee X Delete Attendes & AddAttendee | | [ X Delete Attendee |

iii. Delete Meeting Button
1. Select arecord in the table, and the row will be highlighted in blue.
2. (i) Click the Delete Meeting button and a Warning screen will appear. (ii) Click the
Yes button on the Warning screen to delete the meeting record.
iv. Cancel Button
1. (i) Click the Cancel button when adding or editing a meeting and a Warning screen
will appear. (ii) Click the Yes button on the Warning screen to proceed without saving
any changes.

Facility Level X
Facility: Bon Air Juvenile Correctional Center
Communi
Supervisors Mecting [l L Warning
Recorded By Date Attendees Gaals Achizved
| | o Are you sure you want to delete the selected record?
[ Add Mesting | [+ EditMecting || [ Delete Mesting | | £25ave Mesting ) Cance
No
Dates Goals Achieved:
arm Waming
/| Administrative Debriefing
Commen ts ke 2 L L] .
. Are you sure you want to continue without saving your
e T — changes?
Attendees: * Other Position is entered only when 'Other' is selected from Position drop-down.
Position Other Position Cluster Unit
Yes No
* ttendk X Delete Attend:

b. Cluster Meetings Tab . This tab consists of the clusters meeting information: Recorded By,
Date, Attendees, Goals Achieved, a Comments textbox, and an Attendees table.
i. Add Meeting Button
1. (i) Click the Add Meeting button, and the fields on the bottom of the screen will
become accessible. (ii) Select the Date from the drop-down calendar menu, (iii)
select one or more Goals Achieved checkbox options, and (iv) enter any
Comments in the textbox.

Revised 09/2025
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(i) Click the Add Attendee button, and the fields in the Attendees section will
become accessible. (ii) Select the Position from the drop-down menu, if Other is
selected, (iii) type the position name in the Other Position textbox. (iv) Select the
Cluster from the drop-down menu and (v) select the Unit from the drop-down menu.
Click Save Meeting button, and the meeting record will appear in the table at the top
of the screen. The Recorded By field will auto-populate with the logged in BADGE
user who saved the meeting information.

Facility Level

Facility: Bon Air Juvenile Correctional Center

Mentind | Cluster Mestings

corded By Date Attendees Goals Achieved

| [ % AddMeeting || [ '+ EditMecting | [ X Delete Mesting ||| 2 save Mesting 9 Cence

Date: Goals Achieved:
/| Overall Assessment of the Cluster
! Individual Unit Staff Team Member Assessment
| Group

| Population Management lssues

Comments:
Attendees: * Other Position is entered only when 'Cther’ is selected from Position drop-down.
Pasition Other Position Cluster Unit

ii. Edit Meeting Button

1.
2.

Select a record, and the row will be highlighted in blue.

(i) Click the Edit Meeting button and the fields on the bottom of the screen will

become accessible for the selected record. (ii) Edit the information in the Date,

Goals Achieved , and Comment fields as necessary.

a. If an attendee needs to be deleted from the meeting record, (i) select the
attendee record and the row will be highlighted in light blue. (ii) Click the Delete
Attendee button and a Warning screen will appear, (iii) click the Yes button to
delete the record.

Click the Save Meeting button to save the edited record.

Facility Level

Facility: Bon Air Juvenile Correctional Center

x Facility Level

Facility: Bon Air Juvenile Correctional Center

[ Add Meeting |[ [ Edit Mecting || [  Delete Mecting ||| €2 5ove Meciing | 9 Cance [ % AddMeeting | [ & EditMeeting | [ X Delete Meeting | | [ Save Mecting 4 Cance
Date: Date: Goals Achieved:
ment of the Cluster o Overall Assessment of the Cluster
it Staff Team Member Assessment Warning
sessment of Unit
/' Population Management Issues
Comments: Comment st
Attendees: = Other Position is entered only when ‘Other is selacted from Position drop-down. Attendees: o ther is selected from Position drop-down,
Position Other Position Cluster Unit Position Gther Position Cluster Unit

i Add Attendee

iii. Delete Meeting Button
1. Select arecord, and the row will be highlighted in blue.
2. (i) Click the Delete Meeting button and a Warning screen will appear, (ii) click the

Revised 09/2025

Yes button to delete the meeting record.
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1. (i) Click the Cancel button when adding or editing a meeting and a Warning screen
will appear, (ii) click the Yes button to proceed without saving any changes.

Facility Level X
Facility: Bon Air Juvenile Correctional Center
Communi ity
Cluster Meeti
Supervisors Meeting | o oo
[ Dat stend als Achieyed | Warning
h = T . N Sy _— o Are you sure you want to delete the selected record?
[ Add Mecting | [ & Edit Meeting | |[ % Delete Mecting ||| (4 Save Meciing 4 Cance
Ho
Date: Goals Achieved:

7| Ow
7 In
7| Group Assessment of Unit Wamning
| Population Management Issues

Comments Are you sure you want to continue without saving your

changes?
Attendees: * Other Position is entered only when 'Other’ is selected from Position drop-down.
Position Other Position Cluster Unit
Yes 1 No
4P Add Attendee X Delete Atte

There must be at least one attendee per meeting. If the user attempts to delete the only attendee record, a Warning screen will

appear and the record will not be deleted.

"
G

ii. Unit Level Screen

Refer to the DC Admission History Screen section for instructions on how to navigate the DC Admission History screen.

1. (i) Select the Unit Level radio button, (i) click the OK button, and the Unit Level screen will
appear. The Unit Level screen contains seven tabs: Dashboard, Check-Ins, Circle-Ups, Mutual
Help Groups, Other TSAs, Team Meetings, and Town Halls.

A Unit must be selected on the JCC Current Population screen when performing a search, prior to selecting the Unit Level

radio button on the CTM Data Level screen, or an information screen will display advising the user to do so.

CTM Data Level x

) Facility Level

) Juvenile Level

You must select a housing unit before proceeding.

Unit Level

Facility: Bon Air Juvenile Correctional Center

-
Dashboard | Check-Ins | Circle-Ups | Mutual Help Groups | Other TSAs | Team Meetings | Town Halls
Today Yesterday 30-Day Average
Check-Ins: o o 0.00
Daily Schedule Postings: o o 0.00
Circle-Ups: o o 0.00
This Weelk Last Week 4-Week Weekly Average

Team Meetings:

Meetings Total Attendees
0 0

Meetings Total Attendess Mestings Average Attendees

0 0 0 0

Mutual Help Groups: 0 o 0 0 o 0
Community Supervisors [} 0 1 2 025 2
Meetings:
Other TSAs: 0 0 0
This Month Last Month Monthly Average
Meetings Total Attendees Meetings Total Attendees Weetings Average Attendees
Town Halls: 0 [ 0 0 008 100

a. Dashboard Tab . The Dashboard tab is read-only and displays a summary of unit level
information from the remaining six tabs, in three areas, on the Unit Level screen.

Revised 09/2025

8|Page



BADGE Manual

Revised 09/2025

BADGE Direct Care Module Manual

Unit Level X

Facility: Bon Air Juvenile Correctional Center Housing Unit: e | o

Dashboard | Check-lns | Circle-Ups | Mutual Help Groups | Other TSAs | Team Meetings | Town Halls
Today Vesterday 30-Day Average
Check-Ins: 0 o 0.00
Daily Schedule Postings: 0 0 000
Circle-Ups: 0 0 0.00
This Week Last Week 4-Week Weekly Average
Meetings  Total Attendees Meetings  Total Attendees Meetings Average Attendees
Team Meetings: 0 0 0 0 0 0
Mutual Help Groups: 0 0 0 o 0 o
Community Supervisors 0 0 1 2 035 2
Meetings
Other TSAs: 0 0 0
This Menth Last Month Monthly Average
Meetings Total Attendees Meetings Total Attendees Meetings Average Attendees
Town Halls: 0 0 0 0 008 100

The area at the top of the tab provides a count of Check-Ins, Daily Schedule Postings,

and Circle-Ups by Today, Yesterday, and 30-Day Average.

The area in the middle of the tab displays a count of meetings and attendees for Team

Meetings, Mutual Help Groups, and Community Supervisors Meetings for This Week,

Last Week, and a 4-Week Weekly Average. A meeting count and four-week average

meeting count is also displayed for Other TSAs.

The area at the bottom of the tab displays a count of meetings and attendees for Town

Halls for This Month, Last Month, and a Monthly Average.

Print Button

1. Click the Print button and CTM Unit Dashboard report screen will display the
Community Treatment Model Unit Dashboard  report for the selected unit. The
report displays the information contained on the Dashboard tab.

Refresh Button

1. Click the Refresh button to ensure the most current information is being displayed.

# CTMUnit Dashboard o X
1 of 1 % | B @ - | 1003 - Find | Next
Virginia Department of Juvenile Justice
Community Treatment Model Unit Dashboard
For Bon Air Juvenile Correctional Center
Housing Unit: &8 k4

Today Yesterday  30-Day Daily Average
CheckIns 0 0 0
Daily Schedule Postings 0 0 0
Circle-Ups 0 0 0
This Week Last Week 4-Week Weekly Average
otal Total Total
Meetings  Attendees  Meetings  Attendees ~ Meetings  Attendees.
Team Meetings 0 0 0 0 0 0
Mutual Help Groups 0 0 0 0 ] 0
;:ﬂ:.::ir:‘n;.;iry Supervisors 0 0 o o o 0
This Month Last Month Monthly Average
Total Total
Meetings  Attendees  Meetings  Attendees = Meetings  Attendees.
Town Halls 0 0 0 0

Check-Ins Tab. The Check-Ins tab allows the user to add, edit, or delete a check-ins record
and displays: Recorded By, Date, Daily Schedule Posted, Morning Check-In, Midday Check-

In, and Settlement Group.
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Unit Level

Facility: Bon Air Juvenile Correctional Center

Dashboard | Check-Ins | [Circle-Ups | Mutual Help Groups | Other TSAs | Team Meetings | Town Halls

Housing Unit: s =

Recordzd By

Date

Daily Schedule Posted  Mormi

ing Check-In

Midday Check-In

Settlement Group

|\ Fadd ||

Cedt | [ KDelete |

Date:

Daily Scheduie Posted:
Morning Check-In:
Midgay Check-In

Settlement Graup:

@w O

X

i. Add Button

1. (i) Click the Add button and (ii) select the Date from the calendar drop-down menu.
Select the Yes or No radio button for (iii) Daily Schedule Posted , (iv) Morning
Check-In, (v) Midday Check -In, and (vi) Settlement Group . (vii) Click Save and the
record will appear in the table at the top of the Check-Ins tab and the Recorded By
field will auto-populate with the name of the logged in BADGE user making the entry.

ii. Edit Button

1. (i) Select arecord in the table, and the row will be highlighted in blue. (ii) Click the
Edit button and (iii) edit the record as necessary using the Date calendar drop-down
menu and the Daily Schedule Posted , Morning Check -In, Midday Check -In, and
Settlement Group radio button fields.

2. Click the Save button to save the updated information.

user
entered. O

iii. Delete Button

1. Select a record in the table, and the row will be highlighted in blue.

sel ects

a date

t hat has

been

used,

a

war niready wi |

2. (i) Click the Delete button and a Warning screen will appear. (ii) Click the Yes button
on the Warning screen to delete the record.

iv. Cancel Button

Warning

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

1=
)

1. Click the Cancel button when adding or editing a record to proceed without saving
any changes.

a. A Warning screen will appear if the Cancel button is selecting while adding a
record but not while editing a record. When the Warning screen displays click the

Yes button to proceed without saving any changes.

Warning

Are you sure you want to continue without saving your

changes?
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c. Circle-Ups Tab. The Circle-Ups tab allows the user to add, edit, or delete a circle-ups
meeting record and displays: Recorded By, Date, Initiated By, Helpful, and Comments.

Unit Level X

Facility: Bon Air Juvenile Correctional Center Housing Unit: w1

Dashboard | Check-Ing | Circle-Ups |[Mutual Help Groups | Other TSAs | Team Meetings | Town Halls

| dkadd | [ #Eae | \)\De\m”

Date: [iz] Initiated By Residents Helpful: Mot at all

Comments:

i. Add Button
1. (i) Click the Add Button and (ii) select the Date from the calendar drop-down menu.
Use the drop-down menus to select responses for the (iii) Initiated By and (iv)
Helpful fields. (v) Enter any necessary text in the Comments text field. (vi) Click
Save and the record will appear in the table at the top of the Circle-Ups tab and the
Recorded By field will auto-populate with the name of the logged in BADGE user
making the entry.
ii. Edit Button
1. (i) Select arecord in the table, and the row will be highlighted in blue. (ii) Click the
Edit button and (iii) edit the record as necessary using the Date, Initiated By
Helpful , and Comments fields.
2. Click the Save button to save the updated information.
iii. Delete Button
1. (i) Click the Delete button, and the Warning screen will appeatr. (ii) Click the Yes
button to delete the record.

Warning

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

1=
)

iv. Cancel Button
1. Click the Cancel button when adding or editing a record to proceed without saving
any changes.
a. A Warning screen will appear if the Cancel button is selecting while adding a
record but not while editing a record. When the Warning screen displays click the
Yes button to proceed without saving any changes.

Warning

Are you sure you want to continue without saving your
changes?

Revised 09/2025
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Multiple circle-ups can be recorded using the same date.

Revised 09/2025

d. Mutual Help Groups Tab. The Mutual Help Groups tab allows the user to add, edit, or
delete a mutual help group meeting record and displays: Recorded By, Date, Start Time,
Duration (In Minutes), Number of Attendees, Led By, Topic, a Comments textbox, and an

Attendees table.

Unit Level X
Facility: Bon Air Juvenile Correctional Center Housing Unit: s 0
Dashboard | Check-Ins Cir:\e'UpF Mutusal Help Groups l)“.E, TSAs | Team Meetings | Town Halls
[
: e e

4 Add Mesting o EditMeeting | | )X Delete Meeting | | [ Save Mesting ) Cancel
Date: fis] Time:  [11:35 am e (hhimm am/pm Duration:
LedBy:  Staff Topic:

Comments:

Attendees: * Other Position is entered only when "Other’ is selected from Position drop-down.

Position Other Position Cluster

| P Add Attendee X Delete Attendee

Add Meeting Button

1. (i) Click the Add Meeting button, and the fields on the bottom of the screen will
become accessible. (ii) Select the Date from the drop-down calendar menu, (iii) enter
the Time and use the scroll arrows to select AM or PM, (iv) enter the Duration in
minutes, (v) use the drop-down menu to select Led By, (vi) enter the Topic in the
textbox, and (vii) enter any Comments in the textbox.

2. (i) Click the Add Attendee button, and the fields in the Attendees section will
become accessible. (ii) Select the Position from the drop-down menu, if Other is
selected, (iii) type the position name in the Other Position textbox. (iv) Select the
Cluster from the drop-down menu.

3. Click Save Meeting button, and the meeting record will appear in the table at the top
of the screen. The Recorded By field will auto-populate with the name of the logged
in BADGE user who saved the meeting information.

Unit Level x
Facility: Bon Air Juvenile Correctional Center Housing Unit: il 1
Dashboard | Check-Ins Cir(\e'UPF Mutual Help Groups lﬁlher TSAs | Team Meetings | Town Halls
Recarded By Date Start Timey | 2uton (n  Numberof f, o Topic

Minutes)  Attendees

|| < Add Meeting \l\ + EditMeeting | [ X Delete Mesting \| {4 Save Meeting ) Cance

Date: fis] Time:  |11:35 AM = (hhimm am/pm Duration: | 600 | (minutes)

LedBy:  Staff Topic:

Comments:

Attendees: = Other Position is entered only when "Other’ is selected from Position drop-down.

Position Other Position Cluster
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ii. Edit Meeting Button

1. Select a record, and the row will be highlighted in blue.

2. (i) Click the Edit Meeting button and the fields on the bottom of the screen will
become accessible for the selected record. (ii) Edit the information in the Date, Time,
Duration , Led By, Topic and Comment s fields as necessary.

a. If an attendee needs to be deleted from the meeting record, (i) select the
attendee record and the row will be highlighted in light blue. (ii) Click the Delete
Attendee button and a Warning screen will appeatr, (i) click the Yes button to
delete the record.

3. Click the Save Meeting button to save the edited record.

Unit Level X Unit Level

Facility: Bon Air Juvenile Correctional Center Housing Unit: &l 5 Facility: Bon Air Juvenile Correctional Center Housing Unit: /&l 58

Dashboard | Check-Ins. C\'VdE'UDF Mutual Help Groups +therTSAs Team Meetings | Town Halls Dashboard | Check-Ins C\'rde'UpF Mutual Help Groups. 4>merTSAs Team Meetings | Town Halls

Duration (In  Number of
Minutes)  Attendees

Recorded By Date Start Time ;“"'z't“”; ul N;:‘nzemf Led By Topic Recorded By Dste Start Time

[ ———— T T T . |

=" B e

Led By Topic

[ % Add Mesting | | [+ Edit Meeting \l [ 3% Delete Meeting | | @ Save Mezting ) Cancel “ Add Meeting | [ o EditMeeting | [ X Delete Mecting | | €5ave Mesting ) Cancel
Date: | B Time: 11:35 a3 | (hhzmm am/pm) Duration: | 600 | {minutes) Date:Warning ) Duration: 600 | (minutes
Led By Staff Topic Led By:
Comments: Comments o Are you sure you want to delete the selected record?
P ves | No
Attendees: = Gther Position is entered only when ‘Gther is selected from Position drop-down. Attendees: = Other Pasition is entered only when ‘Other is selected from Positian drop-dewn.
Position Other Position Cluster Position Other Pocition Clyster

P Add Attendee X Delete Attendee <P Add Attendee

iii. Delete Meeting Button
1. Select arecord in the table, and the row will be highlighted in blue.
2. (i) Click the Delete Meeting button and a Warning screen will appear. (ii) Click the
Yes button on the Warning screen to delete the meeting record.
iv. Cancel Button
1. (i) Click the Cancel button when adding or editing a meeting and a Warning screen
will appear. (ii) Click the Yes button on the Warning screen to proceed without saving
any changes.

Unit Level x

Facility: Bon Air Juvenile Correctional Center Housing Unit: wi &1

Dashboard | Check-Ins CH(IEVUPF Mutual Help Groups ]mmm; Team Meetings | Town Halls

Recorded By Date SartTime  Durstion(in Mumberof |y, Topic \Warning
joutec)  Attend |
-1 — o Are you sure you want to delete the selected record?
-
[ Add Meeting | [ & Edit Mecting || [ % Delete Mesting | || £25ave Mecting ) Cancel No
Date: | B Time: 11:25 AM | (hh:mm am/pm) Duration: 600 i
LedBy  Staff Topici
Comments Warning
Are you sure you want to continue without saving your
changes?
Attendees: = Other Position is entered only when "Other is selected from Position drop-down.
Position Other Position Cluster
Yes No

Revised 09/2025
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There must be at least one attendee per meeting. If the user attempts to delete the only attendee record, a Warning screen will
appear and the record will not be deleted.

e. Other TSAs (Therapeutic Structured Activities)  Tab. The Other TSAs tab allows the user
to add, edit, or delete an other TSA record and displays: Recorded By, Date, Number of
TSAs, Followed Schedule?, and Comments.

Unit Level x

Facility: Bon Air Juvenile Correctional Center Housing Unit: == 1

Dashboard | Check-Ins | Circle-Ups | Mutual Help Groupq| Other TSAs | [feam Mectings | Town Halls

Number Followed
Recorded By Date of Tohe Schedulez COMMENts

Date: 33 Number of Other TsAs: | & Followed Schedule?  Some

Comments:

i. Add Button
1. (i) Click the Add Button and (ii) select the Date from the calendar drop-down menu.
(i) Enter the Number of Other TSAs and (iv) select an option from the Followed
Schedule? drop-down menu. (v) Enter any necessary text in the Comments text
field. (vi) Click Save and the record will appear in the table at the top of the Other
TSAs tab and the Recorded By field will auto-populate with the name of the logged
in BADGE user making the entry.
ii. Edit Button
1. (i) Select arecord in the table, and the row will be highlighted in blue. (ii) Click the
Edit button and (iii) edit the record as necessary using the Date, Number of Other
TSAs, Followed Schedule? , and Comments fields.
2. Click the Save button to save the updated information.
iii. Delete Button
1. (i) Click the Delete button, and the Warning screen will appear. (ii) Click the Yes
button to delete the record.

Warning

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

iv. Cancel Button
1. Click the Cancel button when adding or editing a record to proceed without saving
any changes.
a. The Warning screen will appear if the Cancel button is selecting while adding a
record but not while editing a record. When the Warning screen displays click the
Yes button to proceed without saving any changes.

Revised 09/2025
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f.

Warning

Are you sure you want to continue without saving yaur
changes?

BADGE Direct Care Module Manual

Team Meetings Tab . The Team Meetings tab allows the user to add, edit, or delete a team
meeting record and displays: Recorded By, Date, Number of Attendees, Attendees, Goals

Achieved, and a Comments textbox.

Unit Level

Facility: Bon Air Juvenile Correctional Center Housing Unit: ksl §

Dashboard | Check-Ins | Circle-Ups | Mutual Help Groups OlhErTSAsI Team Meetings |rgwn Halls

Recorded By Date

Number of Attendees  Attendees Goals Achieved

|\ <7 Add Meeting | | " EditMeeting | [ X Delete Meeting | | (Save Meeting

Date: &) Goals Achieved:

| Group assessment
Assessment of individual residents

| Unit problems, concems, and proposed interventions

Comments: | ™™=

Review of previous week's proposed interventions to address unit problems or concerns

Attendees: * Other Position is entered only when 'Other' is selected from Position drop-down.

Position Other Position Cluster

| 4P Add Attendee K Delete Attendes

i. Add Meeting Button

1. (i) Click the Add Meeting button, and the fields on the bottom of the screen will
become accessible. (ii) Select the Date from the drop-down calendar menu, (iii)
select one or more Goals Achieved checkbox options, and (iv) enter any

Comments in the textbox.

2. (i) Click the Add Attendee button, and the fields in the Attendees section will
become accessible. (ii) Select the Position from the drop-down menu, if Other is
selected, (iii) type the position name in the Other Position textbox. (iv) Select the

Cluster from the drop-down menu.

3. Click Save Meeting button, and the meeting record will appear in the table at the top
of the screen. The Recorded By field will auto-populate with the name of the logged

in BADGE user who saved the meeting information.

Unit Level X
Facility: Bon Air Juvenile Correctional Center Housing Unit: il i
Dashboard | Check-Ins | Circle-Ups | Mutual Help Groups | Other TsAgl Team Mestings |rown Halls
Recorded By Date Number of Attendees  Attendees Goals Achieved
|\ < Add Mesting | |[ " EditMeeting | [ X Delete Mesting | | (@52ve Meeting ) Cancel
Date: @l

Comments: ™=
Attendees: * Other Position is entered anly when 'Other' is selected from Position drop-down.

Position Other Position Cluster

X Delete Attend:
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ii. Edit Meeting Button
1. Select arecord, and the row will be highlighted in blue.
2. (i) Click the Edit Meeting button and the fields on the bottom of the screen will
become accessible for the selected record. (ii) Edit the information in the Date,
Goals Achieved , and Comment fields as necessary.
b. If an attendee needs to be deleted from the meeting record, (i) select the
attendee record and the row will be highlighted in light blue. (ii) Click the Delete
Attendee button and a Warning screen will appeatr, (i) click the Yes button to
delete the record.
3. Click the Save Meeting button to save the edited record.

Unit Level x Unit Level

Facility: Bon Air Juvenile Correctional Center Housing Unit: UNIT 53

gl Team Meetings |'own Halls
t Go
r Gro

Facility: Bon Air Juvenile Correctional Center

Dashboard | Check-Ins | Circle-Ups | Mutual Help Groups

Recorded By Date Num!

) Cance % Add Mesting # Edit Meeting | [ X Delete Meeting | [ [ Save Meeting

|\ <> Add Mesting | |[ - Edit Meeting | [ X Delete Meeting \l (@szve Meeting
Date: (o] Goals Achieved: Date: | 6/13/2022  [5) Wamning
| Group assessmen t
Assessment of individual residents o Are you sure you want to delete the selected record?
| Unit proble
ems

.
ns to address unit problems or concerns
1o

Comments; | 5534

Comments

Attendees: * Other Position is entered only when *Other is selected from Position drop-down. Attendees: * Other Position is entered only when 'Other' is selected from Position drop-down
Position Other Position Cluster Bogition Qther Position Cluster
BSU Supervisor Cluster 1

4F Add Attendee X Delete Attendee 47 Add Attendee \ | Deletc Attendee |

iii. Delete Meeting Button
1. Select arecord, and the row will be highlighted in blue.
2. (i) Click the Delete Meeting button and a Warning screen will appeatr, (ii) click the
Yes button to delete the meeting record.
iv. Cancel Button
1. (i) Click the Cancel button when adding or editing a meeting and a Warning screen
will appear, (ii) click the Yes button to proceed without saving any changes.

Unit Level X
Facility: Bon Air Juvenile Correctional Center Housing Unit: &l i 1
Dashboard | Check-Ins | Circle-Ups | Mutual Help Groups D«herTsAsI Team Meatings |rown Halls
Recorded By Date Number of Attendees _ Attendees als Achigved Warning

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

[ % Add Meeting | [ " Edit Meeting \l\ X Delete Mesting \l (5 Save Meeting 9 Cancel

No
Date: & Goals Achieved:
/| Group assessment
Assessment of individual residents
] Unit probl and proposed interventions Warning
Review of previous week's proposed interventions to address nit problems or concerns
Commen = Are you sure you want to continue without saving your
changes?
Attendees: * Other Position is entered enly when 'Other'is selected from Position drop-down,
Position Other Position Cluster
Yes Mo
P ttend X Delete Attend

There must be at least one attendee per meeting. If the user attempts to delete the only attendee record, a Warning screen will
appear and the record will not be deleted.

Revised 09/2025
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g. Town Halls Tab. The Town Halls tab allows the user to add, edit, or delete a town halls
meeting record and displays: Recorded By, Date, Start Time, Duration (In Minutes), Number
of Attendees, Attendees, a Comments textbox, and an Attendees table.

Unit Level X
Facility: Bon Air Juvenile Correctional Center Housing Unit: w1

Dashboard | Check-Ins | Circle-Ups | Mutual Help Groups | Other TSAs TaamMsatmgsI Town Halls

Duration (In  Number of
Recorded By Date Start Time Minutes) Attendees

Attendees

| = AddMeeting | [ ¥ EditMeeting | [ Delete Meeting | | E@5ave Mecting ) Cancel

Date: [is] Time: 1226 aMm = (hh:mm am/pm Duration: 4

Comments: | ™

Attendees: “ Other Position is entered only when “Other is selected from Position drop-down.

Position Other Position Cluster

BSU Supervisor Cluster 1

| P Add Attendee X Delete Attendee

i. Add Meeting Button
1. (i) Click the Add Meeting button, and the fields on the bottom of the screen will

become accessible. (ii) Select the Date from the drop-down calendar menu, (iii) enter
the Time using the scroll arrows to select AM or PM, (iv) enter the Duration in
minutes, and (v) enter any Comments in the textbox.

(i) Click the Add Attendee button, and the fields in the Attendees section will
become accessible. (ii) Select the Position from the drop-down menu, if Other is
selected, (iii) type the position name in the Other Position textbox. (iv) Select the
Cluster from the drop-down menu.

Click Save Meeting button, and the meeting record will appear in the table at the top
of the screen. The Recorded By field will auto-populate with the name of the logged
in BADGE user who saved the meeting information.

Unit Level x

Facility: Bon Air Juvenile Correctional Center Housing Unit: me= s

Dashboard | Check-Ins | Circle-Ups | Mutual Help Groups | Other TSAs | Team Mee(mgsl Town Halls
Duration (In Number of
Recorded By Date StartTime i Attendess

Attendees

[ A vestng || [ cathtesting | [ Deiete iseing| | 5m0e vieeing

Date: fis] Time: |12:26 AM 57| (hhmm am/pm) Duration:

Comments: | ™

Attendees: = Other Position is entered only when "Other" is selected from Position drop-down.

Position Other Position Cluster

BSU Supervisor Cluster 1

ii. Edit Meeting Button

1.
2.

Select a record, and the row will be highlighted in blue.

(i) Click the Edit Meeting button and the fields on the bottom of the screen will
become accessible for the selected record. (i) Edit the information in the Date, Time,
Duration , Led By, Topic and Comments fields as necessary.
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a. If an attendee needs to be deleted from the meeting record, (i) select the
attendee record and the row will be highlighted in light blue. (ii) Click the Delete
Attendee button and a Warning screen will appear, (iii) click the Yes button to
delete the record.

3. Click the Save Meeting button to save the edited record.

Unit Level x Unit Level X
Facility: Bon Air Juvenile Correctional Center Housing Unit: w8 Facility: Bon Air Juvenile Correctional Center Housing Unit: =8
Dashboard | Checcins | Circle-Ups | Mutual Help Groups | Other Ts | Team Mectingd] Town Halls Deshbosrd | Checkn | Girce-Ups | Mutual Help Groups | Other T5As | Team Miestings | Tow Hall
. Duration (i Number of . Durstion (In Number of
| Recorded By Date Start Time Minutes) endee: Attendees | Recorded By Date Start Time D) Attendees Attendees
[ % Add Mecting | |+ Edit Mecting || [ X Delete Mesting | || €5ave Mecting ) Cance |57 Add Mesting | [ & EditMeeting | [ X Delete Mesting | | (Save Mesting 9 Cancel
. Warning
Date: [is) Time: |12:26 AMS (hh:mm am/pm) Duration: | 14 | (minutes) Date: [i5]

Comments: | ™= Comments: | ™

Attendees: * Other Position is entered only when "Other" is selected from Pesition drop-down. Attendees:

Position Other Position Cluster Position

85U Supervisor Cluster 1 BSU Supervisor Cluster 1

> ttend X Delete Attend > ttend:

iii. Delete Meeting Button
1. Select arecord in the table, and the row will be highlighted in blue.
2. (i) Click the Delete Meeting button and a Warning screen will appear. (ii) Click the
Yes button on the Warning screen to delete the meeting record.
iv. Cancel Button
1. (i) Click the Cancel button when adding or editing a meeting and a Warning screen
will appear. (ii) Click the Yes button on the Warning screen to proceed without saving
any changes.

Unit Level X
Facility: Bon Air Juvenile Correctional Center Housing Unit: e

Dashboard | Check-Ins | Circle-Ups | Mutual Help Groups | Other TSAs TEamMeE(mg4 Town Halls

Recorded By Date StartTime  Duration(n Momberof yyongees Warning

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

| & Add Mesting | [ " Edit Meeting | |[ X Delete Mesting || | () Save Meeting ) Cancel

Date: fis] Time: |1z26AM =y (hh:mm am/pm) Duration: | 14 | (minutes)

Comments: |™=

Warning

o Are you sure you want to continue without saving your

changes?
Attendees: * Other Position is enterad only when ‘Other is selected from Position drop-down.
Position Other Position Cluster i
BSU Supervisor Cluster 1 [ Yes i No
P Add Attendes X Delete Attendee

There must be at least one attendee per meeting. If the user attempts to delete the only attendee record, a Warning screen will
appear and the record will not be deleted.

iii. Juvenile Level Screen
1. (i) Select the Juvenile Level radio button, (ii) click the OK button, and the Juvenile Level screen
will appear. The Juvenile Level screen contains nine tabs: Coversheet, Personal Advocate,
Phase Promotions, Phase | Checklist, Phase Il Checklist, Phase Ill Checklist, Phase IV
Checklist, Frozen Status, and Personal Action Plan.

Revised 09/2025
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a. Go to the DC Admission History screen / CTM Button section below for detailed instructions
for the Juvenile Level screen.

Juvenile Level

Juvenile Number: FIBR

Juvenile Name: Sy S Jniatyy

Phase

Persona! | Phase lll | Phase IV
Advocate | Promotions

Coversheet Checklist | Checklist

Phase | |

Phase Il
Checklist

Checklist

Frozen
Status

Persona! |
Action Plan

Facility: |[Bon Air Juvenile Correctional Canter Current Unit. [ ] Date I | MG |
CTM Data Level Phase | [ — Phase Il Phase Il Phase IV
cumentpnasel | oo fmmome | el s | el | e va |
Frozen Status: |No
() Facility Level
) niLeve —— S
) Juvenile Level
Treatment Needs
Sex Offender: | Not Applicable Da«eCumpleted:l:l
Aggression Level I Intensive Dote Completedt| |

2s
-

screen.

3. Resident Grievance Tracking

Refer to the DC Admission History Screen / CTM Button section for detailed instructions on how to navigate the Juvenile Level

a. From the Direct Care Main screen (i) click the Search drop-down menu, (ii) select the Resident
Grievance Tracking option from the drop-down menu, and the Resident Grievance Tracking screen
will appear displaying a table of all active grievance records, including grievances resolved within the

last 10 days.

at! Direct Care Main

Search | Reports

Admissions by Juvenile

File

Current Population

Resident Grievance Tracking

Resident Grievance Tracking bS

All active grievances including grievances resolved within past 10 days.

Tracking Incd. Griev

Jackin Juvenile Name fod GV vl DB Coomimator M pond Dispostion
] TEgEE T a i & ==
e pmomsremm . -y = mem
R L L B R e e W
= = g 5 B = =
T i s — 8 T
- A [l e g e e <
W L L FO R SLmE R
o omm e mE rm . SR —— .
- n | — "R T gy —— —
= el - ey ==
- - R p— -
[ S Y [
RS - S - F
- nr = cmwme e
R = i
- = = — TS
| = [ R Sy SR
L SRS e L T I | L 2 I S - ey . L
| View / Edt Close Refresh |

i. (i) Select the desired juvenile grievance record on Resident Grievance Tracking screen, and the
row will be highlighted in blue. (ii) Click the View / Edit button and the Resident Grievance for

[iluvenile] screen will appear.

ii. Refresh Button. Click the Refresh button on Resident Grievance Tracking screen to ensure the

most current information is being displayed.

iii. Close Button . Click the Close button on Resident Grievance Tracking screen to return to the

Direct Care Main screen.
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x|

" Investigation Levels  Outcome

Incidert Date/Time: | NI Bl Fl.a Report Date: (B 187 %;‘/I;rge (B 48=
ICC being gioved): | Pl o Wagier vt Rescert's Classficaon: [Complant

ZZ‘L"&%‘;”JM. . Human Rights Advocste's Classfication: |Complaint
Coordntors Neme: |l I M fppicable Reguiation: [Procedure

Grsvance Area: [Corpes © mmme el

Description for Other.
Incident

Descrti ‘
gaf g [ et Name Last Name. Other Juveries [* yuvenis # Fist Name Last Name:
Remove Juvenie

Add Staf Remove Staff Add Juverile

Add Edit Delete. Close Prirt Investigation

©F Refer to the Resident Grievance button section for instructions on how to navigate the Resident Grievance screen.

Adding a New Admission

From the Direct Care Main screen, (i) click the File drop-down menu, (ii) select the New Admission menu
option, and the Find Juvenile screen will appear. (iii) Follow the instructions in the Admissions by Juvenile
Section to find and select the appropriate juvenile record and the Add New Direct Care Admission screen will

appear.

&l Direct Care Main

Wl Find Juvenile

Search by
© Juverile Number
) DC Number
© Intake Case Number
O Caseload Number
© Advance Search

) Previous Selections

Juverile Number |

Show Last Results.

Last Name
Name Suffix

First Name

Alizs

DOB / Age
Street Address.
7IP Code

Find Juvenile Direct Care Population Detertion Population

[] include  |None |

[ Use Wildeard

[ Use Wiideard

[ Include Atemative First Name Spelings

SSN

© DoB (O Age

(Full or Partial)

Phone (Home, Cell, or Work)

("] Find Juveniles with Commitment(s) to the State

Clear Al

Process Mew Direct Care Admission

You cannot admit =8 TR

Juvenile currently at Bon Air Juvenile Correctional Center.

N in direct care,

If a juvenile is currently in direct care, the Process New Direct Care Admission information screen will appear and inform the
user that the juvenile cannot be admitted while they are currently in direct care.

©F Refer to the Login & Search User Manual for instructions on how to navigate the Find Juvenile screen in the BADGE Windows

application.

Refer to the Juvenile / Adult Search & Information Manual for instructions on how to navigate the Find Juvenile screen in the

BADGE web application.
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85 Add Mew Direct Care Admission X

Show Juvenile's Information Show DC Admission(s) Information

" The data displayed in the Juvenile Information section at the top of the Add New Direct Care Admission screen cannot be
edited from this screen.

1. Add New Direct Care Admission Screen
From the Add New Direct Care Admission screen,t he j uveni |l eds andangprexibusi nf or 1
direct care admissions are displayed and a new direct care admission can be created.
a. Show Juvenileds I nformation Button
i. ()ClicktheShow Juveni | e 0lutohant the Jovenile Irdormation screen will appear
and display additional information for the juvenile. (ii) Click the Close button to exit the Juvenile
Information screen and return to the Add New Direct Care Admission screen.

W - S, me . - 00X
85 Add Mew Direct Care Admission = Juvenile Information Screen

Info/Face Sheet Alias  Case Workers 1D Marks  Detention Info
Recorded Alerts

Show Juvenile's Information Show DC Admission(s) Information

©F Refer to the Juvenile & Adult Information Screens User Manual for instructions on using the Juvenile Information screen in the
BADGE Windows application.

©F Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Juvenile Information screen in the
BADGE web application.
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b. Show DC Admission(s) Information Button
i. (i) Click the Show DC Admission(s) Information  button and the DC Admission History screen will
appear (see the DC Admission History screen section for detailed screen instructions). (ii) Click the
Close button to exit the DC Admission History screen and return to the Add New Direct Care
Admission screen.

g5 Add Mew Direct Care Admission o - -
a5l DC Admission History for = § .
duverile Information Select Juvenile’s Direct Care Admission from the List Has Aleri(s)
Juvenile Number | [Hla® SSN |/ .. e ., Qe ["Juvenie Info |
Juvenile Name  Thpll S mll 7w Offense History
For DC # W
i B _ No Image
Date of Bith ©8 =% =80  Age(Years- Months) | S8 Available JCC Admission Information ey
Race / Ethnicity | s~ gmemmm DC Number | =5 Regular Offender Admission Date |l B Mavemert
Curert Status | Pplealell B2 1 Sl Sielelinl il Commitment
Resident of  Other/Unknown Genetic Sex | = Info & LOS
Classification
Previous Juvenile’s Direct Care Admission(s) LOS Release Dates Redlassification
DC Mumber: & {Received by RDC: Released: Indeterminate Determinate/Blended Final Population
’ : ’ ’ Board
Early Release Date Discharge Date Early Release Date
Chargeable
Late Release Date Blended Months Late Release Date Offerses
Show Juverile's Information ] Show DC Admission(s) Infomation DC Forms
Please Enter Information for New Direct Care Admission Commitment Orders  Committing Offenses ~ Movement Classffication Treatment Needs Access
Admitting Facilty - Commitment Date  Committing FIPS Commitment Type Court Type History
Resident
Prior Facility v Grievance
Supervisary Court FIPS  Other/Unknown ~ Admission Date | V| Juvenile Profile
Detainer?” @  Hligible for Good Time Credit?” @) Admission Time |12:00:00 AM |34 =
-@Yes INo B NA Save Close Print Close

The Show DC Admission(s) Information  button will be available ONLY if the juvenile has been released from a previous
Direct Care admission.

c. Add a New Direct Care Admission
i. To add a new direct care admission go to the Please Enter Information for New Direct Care

Admission section on the bottom of the Add New Direct Care Admission screen.
1. Select the (i) Admitting Facility , (ii) Prior Facility , and (iii) Supervisory Court FIPS using the
corresponding drop-down menus.

2. (i) Select the Admission Date fromthedrop-d own cal endar menu i f the
date) must be changed. (ii) Enter the Admission Time and use the scroll arrows to select AM
or PM.

3. Ifthe juvenile has a detainer, (i) click the Detainer?* checkbox to place the appropriate indicator
in the check box (see the checkbox legend on the bottom left of the screen). If the juvenile is
eligible for good time credit, (ii) click the Eligible for Good Time Credit?* checkbox to place
the appropriate indicator in the check box.

4. Click the Save button and the DC Admission History screen will appear.

i. Click the Close button on the DC Admission History screen to return to the Direct Care
Main screen.
d. Close Button
i. Clicking the Close button, prior to clicking the Save button, on the Add New Direct Care Admission
screen will return the user to the Direct Care Main screen.

‘
Vo

Refer to the DC Admission History screen section for instructions on how to navigate the DC Admission History screen.

Users can only process new admissions to facilities to which they are assigned.

A new Direct Care Number (DC # or DC Number) is created when a new direct care admission is entered on the Add New
Direct Care Admission screen and the Save button is clicked. The newly created DC Number will be displayed immediately on
the DC Admission History screen.
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85l DC Admission History for (9B B0 s me® (700 0 X

5l Add New Direct Care Admission X

e |
Offense Hitory

Offense History

Admission/
Movement

Commitment
Info & LOS

Classification/
Reclassification

Population

Chargeable
Offenses
Show Juvenile’s Information Show DC Admission(s) Information

DC Forms

Commitment Orders  Committing Offenses  Movement Classification  Treatment Needs

Commitment Date  Committing FIPS Commitment Type Court Type History

Grievance

Cther/Unknown ~
- 12:00:00 AM }5

Juvenile Profile

i

DC Admission History Screen

The DC Admission History screen lists all direct care admission records for the selected juvenile in the list at
the top of the screen. For a direct care admission record selected from the list, the DC Admission History
screen will display view only information in the JCC Admission Information and LOS Release Dates areas of
the screen and on the following five tabs: Commitment Orders, Committing Offenses, Movement,
Classification, and Treatment Needs.

The Juvenile Info and Offense History buttons in upper right corner of the screen provide direct access to the
Juvenile Information and Offense History screens.

5 DC Admission History for SR -sml [mWR x

Admission/
Movemert

Commitment
Info & LOS

Classification/
Reclassification

Population
Board
Chargeable:

Offenses

DC Forms

Commitment Orders  Committing Offenses  Movement  Classification  Treatment Needs
Commitmert Dats _ Committing FIPS Commitment Type

Histary

Resident
Grievance

Juvenile Profile

M

The For DC # area of the DC Admission History screen contains ten buttons that open direct care specific
screens where information can be added, edited, or deleted for the selected direct care record.
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8! DC Admission History for T | | X
Select Juvenile's Direct Care Admission from the List Has Alert(s)
DC Number: & Received by RDC: = - Has not been released) [ Juvenile Info_|

(Offense History
For DC # W
JCC Admission Information Admission/
DC Number | =5 Regular Offender Admission Date | [ L Movemert
Curent Status  Fnaalfll Be (8 et T | il i Commitment
Info & LOS
Classification,
LOS Release Dates Reclassification
Indeterminate Determinate/Blended Final PnEpuIartdinn
oar
Early Release Date Discharge Date Early Release Date
Chargeable
Lste Releass Date Blended Morths Late Releass Date Offenses
DC Forms
Commitment Orders  Commiting Offsnsss ~ Movement Classification  Treatment Nesds Access
Commimert Date_ Commiting FIPS Commimert Type Cout Type i
Resident
Grigvance
Juvenile Profile
cT™
Prirt Close

Select the Direct Care Admission Record

From the DC Admission History screen, select the desired juvenile direct care admission record from the list at
the top of the screen and the record will be highlighted in blue (frequently, only one record will exist). The list
will show t he | ureeivdd byRDG dae,@ndmeleasbdadate information. If the juvenile has

not been released, the admi s s i dmeinfeimatibn dispdaged onfthid sceeenn o t

will change depending on the selected direct care admission.

55 DC Admission History for & L] X
Has Alert(s)
DC Number: & | | (Received by RDC: = | - Has not been released) [ Juvenils Info |
| 7] Oferee iy
" S - T For OC 4 B
JCC Admission Information Achmission/
DC Number == Regular Offender Admission Date | s i Movement
Curent Status | b f e b sl s Commitmert
Info & LOS
Classification/
ST T Reclassfication
Indeterminate Determinate/Blended Final Population
Early Release Date Discharge Date Early Release Date
Chargeable
Late Release Date Blended Morths Late Release Date Offenses
DC Forms
Commitment Orders  Commiting Offenses  Movement Classification  Treatment Needs s
Commitmert Date  Committing FIPS Commitmert Type Cout Type History
Residert
Grievance
Juvenile Profile
cTM
Print Close

The JCC Admission Information and LOS Release Dates information cannot be edited from the DC Admission History
screen.

If a juvenile is a serious offender, the DC Admission History screenwillr e ad A Se r i oinlslue Gnddr aenJ€@ r 0
Admission Information  section.

1. DC Admission History Screen Information  al Areas, Tabs, and Report
a. JCC Admission Information
i. This read only ar e aDGNumberl, Admission Date , CurreneStatus eaddsa
flag if the juvenile is a Serious Offender .
b. LOS Release Dates
i. This read only area displays Indeterminate : Early Release Date and Late Release Date ;
Determinate/Blended : Discharge Date and Blended Months ; and Final: Early Release Date and
Late Release Date .
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85 DC Admission History for (I mpsd (7000,

Admission/
Movement

Commitment
Info & LOS

Classification,
Reclassfication

Fopulation
Board

Chargeable
Offe

Commitment Orders  Committing Offenses  Movement Classfication  Treatment Needs
Commiment Date _ Commiting FIPS Commmert Type Caut Type oy
Resident
Grevance

Juvenile Profile

M

c. Commitment Orders Tab
i. This tab lists the juvenile's Commitment Date, Committing FIPS, Commitment Type, and Court

Type.

d. Committing Offenses Tab
i. This tab | i s Offense Dake, Offanse ®asériptiendasd PM (penalty modifier)

information.

551 DC Admission History for (o B0 m i R

85 DC Admission Histary for (S B 81w me 8 00

Admission/ Admission/
Movement Movement

Commitment
Info & LOS

Classification/
Reclassfication

Commitment
Info & LOS

Classification/”
Reclassfication
Fepulation Fepulation
Board Board
Chargeable: Chargeable
Offen Offenses.
OC Forms.

OC Forms.

ting Offenses  Movement Classfication  Treatment Needs
Commitmert Type Cout Type

History

Commitment Date  Commiting FIPS
Grievance Grievance

Juvenile Profile

Juvenile Profile
cT™

M

e. Movement Tab
i. This tab
f. Classification Tab
i. This tab | i s Classification Typea) @lassification 8cere, Classification Level, and
Assessment Date information.

| i s Easilityt Date In,jDate @uh and leatest Unit information.
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55 DC Admission History for B B e 8 7T ET x 9 DC Admission History for s, s =, x

Admission/
Movement

Commitment
Info & LOS

Commitment Orders  Committing Offenses  Movemer |
Classfication Type Classfication Score. Classfication Level Assessmert Date

g. Treatment Needs Tab
i. Thistablists t h e | Treatnani NeedpDBate Started, and Date Completed for Sex Offender
Treatment , Substance Abuse Treatment, and Aggression Management Treatment .

B DC Admission History for B Sl sl 8 700 X

Admission,
Movement
Commitment
Info 4 LOS
Classfication/
Reclassfication
Population

Boar

rd
Chargeable
Offenses

= = s Vo]
Sex Offender Treatment Fistory
Treatment Need | No Infomation Date Statted | nt

ance
Substance Abuse Treatment

Treatment Need | No Infomation Date Statted | Juvenis Profile

Aggression Treatment
Treatment Need | No Infomation Date Statted | Date Completed

©F Refer to the Caseload Manual for more information on the Treatment Needs tab in the BADGE web application.

h. Print Button and Direct Care Admission History Report
i. Click the Print button and the Report Viewer screen will appear displaying the Direct Care
Admission History Report for the selected juvenile. The r eport di s pdemggsphicsh e |
JCC Admission Information , LOS Release Dates , and the data from the following five tabs:
Commitment Orders, Committing Offenses, Movement, Classification, and Treatment Needs.
i. Close Button
i. Click the Close button to return to the Direct Care Main screen.
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85 Report Viewer - o x
DC Admission History fi X :
g mission History for S B sme® [THRE W41 o1 b M|« ® @ & E 0| 100 ~ Find | Next
=) mtDCHistoryRer -~
= | Direct Care Admission History Report |
Juvenile's Information
Mame: [l e Juvenile Number: # = ==
= Age. =70 poB B TUdT Genefic SexFesn Race: M.
Movemert
Commiiment DC Number: #i:
Info & LOS
) JCC Admission Information
Reclassfication Offender Type: Serious Offender Date Juvenile Recd by RDC: i -
Population JCC Release Date:
Board
Current Status: | e
Chargeable
L) | LOS Release Dates
Indsterminate Determinate/Blended Final
EalyRD: NA Discharge Date: M=l Early RD: ‘@&l
Commitment Orders  Commiting Offenses  Movement  Classffication  Treatment Needs
frse Lot RD: N/A Blended Months: Late RD; ‘W
Commitmert Date  Commiting FIPS Commitmert Type. Court Type il
= Sex Offender Treatment
Treatment Need: Mo Information Date Started: WA Date Completed:  NiA
Juvenile Profile
Substance Abuse Treatment
W Treatment Need:  No Information Date Stanted: WA Date Completed:  NiA
Aggression Management Treatment
Treatment Need: No Information Date Started: WA Date Completed:  N/A v
<IN > < >

2. Juvenile Info and Offense History  Buttons
a. Juvenile Info Button
i. Click the Juvenile Info button and the Juvenile Information screen will appear.
b. Offense History button
i. Click the Offense History button and the Offense History screen will appear.

& DC Admission History for (S B s 8 [TH R0 X

Admission/
Movement
Commitment
Info & LOS
Classiication/
Reclassfication
Population

Boa

Chargeable
Offenses

Commimert Orders Commiting Offenses  Movemert Classifcation Trestmert Nesds -Fm“
Commitment Date  Committing FIFS Commitmert Type Cout Type History

rd
Resident
Grievance
Juvenile Profile
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85 Offense Histery - [m] ®

Intake#

B = Juvenile Information Screen - O X

Info/Face Sheet Alas  Case Workers ID Marks Detention info ; Alerts Family Access Log
Recorded Alerts
Other - include details View/Change

Medical Information

Suicide Atempts Printt Alerts

Double ciick to select COURT DISPOSITION (Court Order) in drop down
L= s P R R T e

©F Refer to the Juvenile & Adult Information Screens User Manual for instructions on how to navigate the Juvenile Information
screen in the BADGE Windows application.

©F Refer to the Juvenile / Adult_Search & Information Manual for instructions on how to navigate the Juvenile Information screen
in the BADGE web application.

©F Refer to the Offense History Manual for instruction on how to navigate the Offense History screen in the web application.

3. For DC # Action Buttons
The available buttons in the For DC # area of the DC Admission History screen are summarized in the
table below. Click on an embedded hyperlink in the table to go directly to the detailed instructions for a
specific button.

5! DC Admission History for EF=s, [ B ===y X

Admission/
Movement
Commitment
Info & LOS
Classffication/
Reclassification
Population
Board
Chargeable
Offenses

Commitment Orders  Committing Offenses  Movement Classfication  Treatment Needs
Commitment Date ~ Committing FIPS Commitmert Type Court Type

Juvenile Profile

For DC # Buttons Description

The Commitment Info & LOS button allows the user to add a commitment order, committing

Commitment Info & LOS offense, intake offenses, and non-intake offenses. The user can also calculate LOS.

Revised 09/2025
28|Page


http://www.djj.virginia.gov/documents/admin/info-services/Juvenile-Adult-Information-Screens.pdf
https://www.djj.virginia.gov/documents/admin/info-services/Search-Info.pdf
http://www.djj.virginia.gov/documents/admin/info-services/Offense-History.pdf

BADGE Manual

BADGE Direct Care Module Manual
For DC # Buttons Description

The Population Board button allows the user to access juvenile information, case
Population Board management/LOS, and medical, commitment status, and housing alerts. The user can search by

juvenile number and view print strips.

The DC Forms button allows the user to access the type of form and the date it was completed.
DC Forms The type of forms listed are Visitation , Vulnerability Assessment , Residential Transfer , and

Comirehensive Discharie Summai Reiort .

The Residence Grievance button allows the user to access information about the juvenile to
Resident Grievance include the tracking number, incident date, received date, incident class, grievance area, and
disposition. The user may also add an incident.

TheCTMbut t on all ows the user to view the juven
CT™M . . . .
phase checklist, frozen status, and personal action plan information.

a. Admission/Movement Button
Click the Admission/Movement button and the Information for DC Number screen will appear. The
Information for DC Number screen will display view only information in the Juvenile Information area
of the screen and allow the user to add, edit, or delete information on the following tabs: Admission
Information, Movement Information, and Offsite Movement Information.

Information for DC Number 557 X

G5l DC Admission History for BFm, J iy B ===y x
Select Juvenile's Direct Care Admission from the List Has Alert(s)
(Recsived by RDC. ) No Image
Available
| Offense History
For DC #&+
JCC Admission Information e
DC Number 870 Regular Offender Admission Date |0 I Movement
¢ 5 [y S e——— Commitment Admissicn Information | Movement Information | Offsite Movement Information ||
[ ifu&10S ] Direct Care Admission Information for DG # © 5 0
Classfication/ o
105 Reclassfication Facility Prior to Adm. | EELE R =
Indeteminate DeterminateBlended Final Pﬂgg“ﬂ"” Supervisory Court FIPS  Other/Unknown Admission Date | I =
Early Release Date: Discharge Date Early Release Date —
Ch bl isSi 11:00 PM
- . ’— ,— i Date ,— D;rg:;se Admission Time E
Detainer? [m] Pending Chargs(s)?* [W] Eligible for Good Time Credit? W]
DC Foms
i owng e ¥ ——gw
i Current P! t [ T mr = ¥
Commiment Orders  Commiting Offenses  Movement Classfication Treatment Needs = ureri Placement | |
Commiment Datz _ Committing FIPS Commitmert Type Court Type Hitory
Resident
Grievance Recorded by |i— = -1 = oo |
duverite Profie [Relsase Juvenile| ‘ Edit | [ Remowe |
CcTH
s ves [JNo m] /A
Frint Close

Close

i. Admission Information Tab
1. The Direct Care Admission Information for DC#sect i on of the tab di
admission information for the specified direct care number.
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a. The following fields are displayed and auto-populate when the tab is selected: the DC # (on
the top boarder of the tab), Facility Prior to Adm. , Supervisory Court FIPS , Admission
Date, Admission Time , Detainer?* , Pending Charge(s)?* , Eligible for Good Time
Credit?* , Current Placement , and Recorded by .

Information for DC Number &% X

Mo Image
Available

Admission Information | fMovement Information | Offsite Movement Information

Direct Care Admission Information for DC # &78°8

Facility Prior to Adm.  Ba N = e [ m o S
Supervisory Court FIPS  Other/Unknown Admission Date | |

Admission Time  11:00 #4 |5

Detainer? [m] Pending Charge(s)?* [m] Eligible for Good Time Credit? [m]

Current Placement

Recorded by | Cen I ST

‘ Release Juvenile| | Edit | | Remove ‘ |

*. [V Yes [JNo [m]N/A

Close

Release Juvenile Button

1. Click the Release Juvenile button Admission Information tab and the Current
Placement field will be replaced by the following fields: Release Status , Discharge
Date, FIPS Release to, and Discharge Time .

2. Select the (i) Release Status , (ii) Discharge Date , and (iii) FIPS Release to using
the corresponding drop-down or calendar drop-down menus. Change the (iv)
Discharge Time from the default value by entering the correct discharge time
directly into the textbox and using the arrows to select AM or PM.

3. Click the Save button to save the record and the Recorded by textbox will auto-
populate with the name of the user updating the record and the date of the update.
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Information for DC Mumber 8

ion Information | M

X

Information for DC Mumber &5

No Image
Available

No Image
Available

Information | Offsite Movement Information Admission Information | Movement Information | Offsite Movement Information

Detainer?” [m]

Current Placement ¥

Recorded by [P

Direct Care Admission Information for DC # <78 5
Facility Prior to Adm. | EELE ST

Supervisory Court FIPS ~ Other/Unknown

Direct Care Admission Information for DC # I
Facility Priorto Adm. (Bl e il ]
Admission Date [ L= [13]|
Admission Time  11:00 PM E
Eligible for Good Time Credit? [m]

v

Admission Date L fis]

Admission Time  11:00 PM |

Supervisory Court FIPS | Other/Unknown

Pending Charge(s)7" [W] Eligible for Good Time Credit? [m] Detainer?” [m] Pending Charge(s)7" [W]

P —— il
L LT 1 Release Status | Discharge Date |Selecta date

FIPS Release to | Other/Unknown | Discharge Time 1200aMF]

T BT Recorded by | et Zom [ S

[Release Juvenile]

Edit Remove Release Juvenile

==

*. [ Yes [ No [m]N/A *. [ Yes [ No [m]N/A

The Discharge Date and Discharge Time entered cannot be greater than the current date and time.

Edi
1.

t Button

Click the Edit button on the Admission Information tab and all fields on the tab
become available for updating. The Current Placement field will be replaced by the
following fields, if they are not already displayed: Release Status , Discharge Date
FIPS Release to, and Discharge Time .

Select the (i) Facility Prior to Adm. , (ii) Supervisory Court FIPS , (iii) Admission
Date, (iv) Release Status , (v) Discharge Date , and (vi) FIPS Release to using the
corresponding drop-down or calendar drop-down menus. Click to place the
appropriate marks (yes, no, and not applicable) in the checkboxes for (vii)
Detainer? , (viii) Pending Charge(s)? , and (ix) Eligible for Good Time Credit?
Change the (x) Admission Time and (xi) Discharge Time values by entering the
correct time directly into the textbox and using the arrows to select AM or PM.

Click the Save button to save the record and the Recorded by textbox will auto-
populate with the name of the user updating the record and the date of the update.
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Information for DC Number 87 x Information for DC Number & & X
No Image No Image
Available Available
dmission Information :“ Information | Offsite Movement Information | Admission Information | Movement Information | Offsite Movement Information |
Direct Care Admission Information for DC # <78 5 Direct Care Admission Information for DC # I 70
Facility Prior to Adm. | B SRS = Facility Priorto Adm. [Bll b Rlieludiiab "
Supervisory Court FIPS | Other/Unknown Admission Date | Fi=mar  [5) Supervisory Court FIPS | Other/Unknown | Admission Date -
Admission Time  17:00 PM E Admission Time  11:00 PM E
Detainer?” [m] Pending Charge(s)7" [W] Eligible for Good Time Credit? [m] Detainer?” [m] Pending Charge(s)7" [W] Eligible for Good Time Credit? [m]
Current Placement " T T 1 e ‘ Release Status Discharge Date | Select a date
FIPS Release to | Other/Unknown | Discharge Time 1200aMF]
Recorded by |Memsms “mmm FH ST | Recorded by |Memsms “mmm FH ST |
[Release Juvenile] [ Edit | [ Remove | [Release Juvenile] [ s ] [ Cancal ]
*. [ Yes [ No [m]N/A *. [ Yes [ No [m]N/A

iii. Remove Button
1. Click the Remove button on the Admission Information tab and the Remove Direct
Care Admission confirmation screen will appear displayingtheJ uveni | eds Na
Juvenile Number, DC Number, and Admission Date.
2. Click the Yes button to remove the record and return to the Direct Care Main screen.

Information for DC Number *

Remove Direct Care Admission

Juvenile's Name; ™= | N oy o
Juvenile Number:
DC Number: 1
Admission Date: u,
including all corresponding movement and offsite movement
information?

Do you want to remove direct care admission for:
=n my e

Admission Informa L

Direst Care Admi tes
Facilty Prorto Adm. | e B e e i

Supervisory Count FIPS | Other/Unknown © Admission Date
Admission Time  17:00 24|
Detainer?” (W] Pending Charge(s)?* W] Eligible for Good Time Credit?* [m]

Current Placement ‘l- e Tl oeee e ow e = ‘

Recorded by |Hemsms-Jon i JTET |

‘ Release Juvenile| | Edit | | Remove ‘

*. [V Yes [JNo [m]N/A

The Admission Time must be earlier than the current time.

ii. Movement Information Tab
1. The Movement Information section displays thej u v e rfdcilityeaidshousing unit movement
information in a table at the top of the tab and includes Facility, Date Arrived, and Date
Transferred.
a. Edit Button
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i. (i) Click the Edit button and select the (ii) Transferred to and (iii) Date Transferred

using the corresponding drop-down or calendar drop-down menus. Input the (iv) Time
Transferred value by entering the correct time directly into the textbox and using the

ii. Click the Save button to save the record and the Recorded by textbox will auto-
populate with the name of the user updating the record and the date of the update.

Information for DC Number & &

dmission Information| Movement Information OﬂsiteMovement\niormation|

X Information for DC Number &

Maovement Information

Maovement Information

Facility Date Amived Date Transferred

Mo Housing Unit Movements Recorded

Admission Information | Movement Information | Offsite Movement Information |

Facility

Transferred to

Date Transferred | Select a date Time Transferred 120044 [=]
Recorded by [Fmsss ey ST |

Housing Unit Movement Information

Housing Unit

Date Moved In | Select a date Time Moved In 12200 &4 =] Remove

i I
3

Date Amived Date Transferred

Mo Housing Unit Movements Recorded

Transferred to ‘

Date Transferred | Select a date

Time Transferred  1200AM 5

Recorded by " L]

Housing Unit Movement Information

Housing Unit

Date Moved In | Select a date

Time Moved In 12200 &M =

Cancel

Remove

ol

b. Remove Button

i. (i) Click the Remove button in the Movement Information section of the tab and the
Verify confirmation screen will appear, (ii) click the Yes button to delete the most recent
movement record and all related offsite movement information.

Information for DC Number & &

Mo Image
Available

Maovement Information

Admission Information| Movement Information | Offsite Movement Information

Facility .Verify

red
Are you sure you want to delete the most recent movement
and any offsite movements for this time-frame?
Yes

Transferred to

Date Transferred | Select a date

Time Transferred  12:00 M |5

Recorded by |"-- = S |

Remove

Housing Unit Movement Information

Housing Unit

Date Moved In | Select a date

Time Moved In 12:3E-;r.'E

2. Housing Unit Movement Information
a. Add Button

Section
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i. (i) Click the Add button and select the (ii) Housing Unit and (iii) Date Moved In using
the corresponding drop-down or calendar drop-down menus. Input the (iv) Time Moved
In value by entering the correct time directly into the textbox and using the arrows to
select AM or PM.

ii. Click the Save button to save the record and the Recorded by textbox associated with
the housing unit movement record will auto-populate with the name of the user updating
the record and the date of the update.

Information for DC Number & & * Information for DC Number & & x
Mo Image No Image
Available Available
I 1
Admission Irvlurmatiofl Movement Information |bﬁsite Movement Information | Admission Information | Movement Information | Offsite Movement Information
Maovement InformatiofT ! Maovement Information
Facility Date Ammived Date Transferred Facility Date Ammived Date Transferred
e p——— - e | -
Mo Housing Unit Movements Recorded Mo Housing Unit Movements Recorded
Transferred to Transferred to
ransferre = ransferrs =
Date Transferred | Select a date Time Transferred  12:00 AM |- Date Transferred | Select a date Time Transferred  12:00 AM |-
- _ Remove - _ Remove
o ——— - [Fonem | g ———— |
Housing Unit Movement Information Housing Unit Movement Information
Housing Unit Housing Unit | Y
Date Moved In | Select a date Time Moved In  72:00 Al = Remove Date Moved In | Select a date Time Moved In [12.00AM [ Cancel

b. Remove Button
i. (i) Click the Remove button in the Housing Unit Movement Information section of the

tab and the Verify confirmation screen will appear, (ii) click the Yes button to delete the
most recent housing unit movement record.

Information for DC Number X

Werify

Are you sure you want to delete the most recent housing unit
movement record?

Information | Offsite Movement Information

Maovement Information

Facility Date Arrived Date Transferred
e 5 v ommgy g - gLl vim
Housing Unit Movement Information
Housing Unit Moved In Moved Out Recorded By
. mln gl - T o

Transferred to
Date Transferred | Select a date Time Transferred  12:00 2M =

Recorded by |'- = | - |

Housing Unit Movement Information
Housing Unit  E5

Date Moved In | © 1 Time Moved In 08:00 AM =

I ik

Before the user can delete a facility from the movement record, they must first delete all associated housing units.
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A movement record cannot be edited or deleted after a juvenile has been released from Direct Care.
Facility housing units will expand and collapse based on selection.
The date of transfer must be greater than the date arrived and cannot be a future date.
The newest data will automatically be loaded into the database. If there is newer data in the database, the entry will be
cancelled.
Only the most recent movement record can be deleted.

ii. Offsite Movement Information Tab
The Offsite Movement In formation Section displayst he juvenil ebés off sinte |
a table at the top of the tab and includes: Moved Out, Reason, Moved In, and Facility.
1. Add Button
a. (i) Click the Add button, select the (ii) Date Moved Out and (iii) Time from the drop-down
calendar screen and by entering the correct time directly into the textbox and using the
arrows to select AM or PM.
b. Select the (i) Offsite Movement Reason using the drop-down menu. Select the (ii) Date
Moved In and (iii) Time from the drop-down calendar screen and by entering the correct
time directly into the textbox and using the arrows to select AM or PM.
i. I'f AEducational Progr amo o r theiONste Movemenb gr a mo
Reason, the user must select the (i) Approval Start Date and (ii) Approval End Date
from the drop-down calendar screens.
c. The Facility (Based on Movement) and Recorded by fields will auto-populate.
d. Click the Save button.

Information for DC Number & X Information for DC Number = X

Mo Image
Available

Mo Image
Available

Admission Information | Movement Informatiog | Offsite Movement Information Admission Information | Movement Information | Offsite Movement Information
Offsite Movement Information Offsite Movement Information
Moved Out  Reason Moved In  Facility Moved Out  Reason Moved In  Facility
Date Moved Out | il Time 1zespmfE Date Moved Out | il Time 1zaspmfE
Offsite Movement Reason | Educational Program vl Offsite Movement Reason ~
DateMoved In [Selecta date [15]|  Time 1200amf DateMoved In [Selecta date [15]|  Time 1z00amf
Approval Start Date | Select = date Approval End Date ‘Select adate @ Facility (Based on Movement) |©
Facility (Based on Movement) |7 munw B e b e Recorded by | Tme © (e
Recorded by [ o] Add [ sae | | cancel

2. Edit Button
a. Select arecord from the table in the Offsite Movement Information  section and the record
will be highlighted in blue.
b. Click the Edit button.
i. Edit the data fields as needed (see the fields described in the Add Button section
immediately above).
c. Click the Save button when the edits are completed.
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Information for DC Mumber &8 X

Mo Image
Available

e

2 Information | M Information  Offsite Movement Information |

Offsite Movement Infermation

Information for DC Mumber & X

Mo Image
Available

Admission Information | Movement Information | Offsite Movement Information

Date Moved Out fis)

Offsite Movement Reason  Educational Program

Date Moved In | Select a date Time 1200 aM[
Approval StartDate | Selecta date [15] | Approval End Date | Select a date [15]

Time |1243PM 5]

Offsite Movement Infermation

Moved Out  Reason
BT LT Bl ™af o

Moved In  Facility

e e " "

Date Moved Out C fis)

Offsite Movement Reason | Educational Program

Date Moved In | Select a date Time 1200 M|
Approval Start Date | Selecta date [15] | Approval End Date | Select a date [15]

Time 1243PME]

Facility (Based on Movement) 5 ¥ jrem iy Mgmm-wen Bogres |

Facility (Based on Movement) 90 s iy Mgmmwen Boges |

Recorded by |'- u

Recorded by |'- u

faa ] ||

Edit

| [ Remove Add

e |

3. Remove Button

a. (i) Select a record from the table in the Offsite Movement Information

section and the

record will be highlighted in blue. (ii) Click the Remove button and the Remove Offsite
Record screen will appear. (iii) Click the Yes button to remove the record.

4. Close Button

a. Click the Close button to return to the DC Admission History screen.

Information for DC Number X

Remove OffSite Record

o Do you want to remove this OffSite record?

No Image
Available

Yes

1 Information Information | Offsite Movement Information

Offsite Movement Infermation

Moved Out  Reason
L T | oy By

Moved In  Facility

B i e |

Time |1243PM]

Date Maved Out |B=mmm 5]

Offsite Movement Reason ~ Educational Program

Date Moved In | Select 2 date Time 1200 aM[]
Approval Start Date | Selecta date [15] | Approval End Date | Select a date [15]

Facility (Based on Movement) |77

Recorded by |' ]

Ad | [ Eaw | [ Remove |

The user cannot select a date earlier than the current date for the Date Moved Out or the Date Moved In .

Commitment Info & LOS Button

Click the Commitment Info & LOS button and the Commitment Orders screen will appear. The user
can view, add, edit, or deletethej uv eni | e 6 s detadsramdioffense inférmation on the
Commitment Order tab; and view, add, edit, or delete thej u v e nYiAS$I,dedgsh of stay (LOS) and
additional time, and release dates information on the LOS Calculations tab.
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5l DC Admission History for BFSme, Wl s ===y X

Commitment Orders  Committing Offenses  Movement Classfication Treatment Needs

Commitment Date ~ Committing FIPS Commitment Type: Court Type:

Orders for B & m mes mos i ms s i - Data Entry

Add Edt Delete.

Detalls Commiting Offense

addressed to Demetria Clayton

Commitment Date: Cout ~ Papers Recd YAS! Information
R [— c O —
Commiment Type:  Blended Morths: Court Type: ~ Date L7 o i
—_ Oveal RskScore | DyamcProtectiveScore | Oynamic Rsk Score [
Determinate Information 105/ Addiional Tae
Length Morihs: Days: Time To Be Served ~ Most Serous Commiting Offense Tier LOS (Morths) Admin. Tme (Morths) Jai Time (Days)
Suspended Morths: Sentenced only to the day before  bithday.
— Release Dates
Credit Days: Eafy Release Date Late Release Date Statutory () Special Decision Case:
Administrative Time: Months Deteminate Discharge Date:
Comment; View Notes A Calaiste LOS
rrom Save

v Cancel

Save Cancel

If a juvenile has been released from direct care, the Commitment Orders screen will be read-only. The screen title will indicate
either Data Entry or Read-Only.

Commitment orders with a Commitment Date before March 1, 2023, will use the 2015 LOS Guidelines and commitment
orders with a Commitment Date equal to or after March 1, 2023, will use the 2023 LOS Guidelines.

i. Commitment Order Tab
The Commitment Order tab displays thej u v e ncomiméndest orders in a table at the top of the
tab and includes Commit #, Court FIPS, and Papers Received date. The Commitment Order tab
also contains the Details and Committing Offense tabs that allow the user to view, add, edit, or
deletethej uv eni | e 6 s ard ofiense infameation.

Revised 09/2025
37|Page


https://www.djj.virginia.gov/documents/erc/residential/Guidelines-for-Length-of-Stay.pdf
https://www.djj.virginia.gov/documents/erc/residential/Final-LOS-Guidelines-2025-Updates-Including-All-Addenda.pdf

BADGE Manual
BADGE Direct Care Module Manual

@] Commitment Orders for & - == = i - Data Entry X

ent Order | LOS Calculations

Conmt Court Fos Reoared

Add Edit Delete
Commimert Date EEH  cour: Papers Recd 2]
Commitment Type: Blended Morths: _ Court Type:
Determinate information
Length Months: Days: Time To Be Served:

Suspended Morths: Sentenced only to the day befors birthday
Credit Days

Administrative Time: Morths Deteminate Discharge Date

Comment: View

Save Cancel

2. Details Tab
This tab allows the user to view, add, edit, or deletethej uv eni | e 6 s ordeodatailis.t me n t

a. Add Button
i. (i) Click the Add button, select the (ii) Commitment Date , (iii) Court, and (iv) Papers
Recd date using the corresponding drop-down or calendar drop-down menus. Select the
(v) Commitment Type and (vi) Court Type from the drop-down menus.
1. If Blended Sentence is selected for Commitment Type , enter the number of
months in the Blended Months field.

@] Commitment Orders for & - == = i - Data Entry X

| Commitmeni Order | L0S Calculations

Conmt Court Fos Renamed

Add Edi Delete
Commitment Date EE  cow Papers Recd 2]
Commitment Type: Blended Months: _ Cour Type
Deteminate Information
Length Morths: Days: Time To Be Served:

Suspended Morths: Sentenced only to the day befors birthday
Credit Days

Administrative Time: Morths Deteminate Discharge Date

Comment: View

Save Cancel

2. If Blended Sentence , Determinate Commitment , or Subsequent Determinate is
selected for Commitment Type , the fields in the Determinate Information section
become accessible.

a. Inputthe (i) Length Months , (ii) Days, (iii) Suspended Months , (iv) Credit
Days, and (v) Administrative Time into each field. (vi) Select the (vii) Time To
Be Served and (viii) Sentenced only to the day before [age] b irthday from the
drop-down menus. The Determinate Discharge Date will auto-populate.

b. (i) Enter any necessary information into the Comment textbox. (ii) Click the View
button to temporarily expand the comment box to a larger notes screen, (iii) click
the Update button to save changes made on the notes screen.
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gl Commitment Orders for & LR == = 8 - Data Entry X

Juvenile Number: ", x
Commitmert Order | LOS Calculations

Z Commitment Order Notes For Commitment Number & |
apers
Received

Commit # Court Fips

Blended Sentence

Select Blended Sentence, Determinate Commitment, or
Subsequent Determinate for Commitment Type to access
Indeterminate Commitment ihe field the Det te Inf i ot
PreDispostion e fields in the Determinate Information section
ubsequent Indetemminate
Add Edit Delete
Detalls  Committing Offénse
Commitment Date: B cout Papers Recd: [25]}
Commitment Type | Blended Months Court Type:
Determinate Information
Length Months Days Time To Be Served
Suspended Morths Sertenced orly to the day before birthday
Credit Days:
Administrative Time: Months Determinate Discharge Date:
Comment View

Bl

Save Cancel

A pending offense is an alleged offense committed before the date of commitment for which there was not a final disposition
or sentence prior to the determination of the projected length of stay. To calculate the LOS for a pending offense, select
Indeterminate Commitment from the Commitment Type drop-down menu.

A subsequent indeterminate commitment  is a commitment to DJJ for an offense that a juvenile commits after the date of
commitment. To calculate the LOS for a subsequent indeterminate commitment  select Subsequent Indeterminate  from
the Commitment Type drop-down menu.

3. (i) Click the Save button and an information screen will state thefi Co mmi t me n't
has b e e n((i)Chck thedOK dutton and the record will appear in the table on
the Commitment Order tab.

=

Commiment Order  LOS Calculations

‘ Commit # Cout Fps D
Add Edit Delete
Details  Commiting Offense x
Commitment Date: DBl | commitment Order has been saved. Papers Recd 2]
Commitment Type: | Indeterminate Commitme Type: |J Coutt v

Time To Be Served

Save Cancel

b. Edit Button
i. Select arecord from the table at the top of the Commitment Order tab and the record will
be highlighted in blue.
ii. Click the Edit button.
1. Edit the data fields as needed (see the fields described in the Add Button section
immediately above).
ii. Click the Save button when the edits are completed.
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g} Commitment Orders for &0 - Data Entry

Commitment Order  LOS Calculations

Commit # Court Fips

.

Details  Committing Offense

Commitment Date: Cour: n 2

[2]

Commitment Type: Deteminats Commimert. i~ Blended Mortths: Cout Type

Determinte Information
Lengih Mortths:
Suspended Morths:

Days Time To Be Served:

Credit Days
Morths

Administrative Time Deteminate Discharge Date:

Comment:

Papers Recd

Sentenced only to the day before

Delete:

| bithday.

Save

Cancel

BADGE Direct Care Module Manual

Commitment Order has been saved.

As noted above, if a juvenile has been released from direct care, the Commitment Orders screen will be read-only, and the
record will be locked. To edit a commitment order after a juvenile has been released: (i) unrelease the juvenile, (ii) make any

necessary changes, and then (iii) rerelease the juvenile.

b. Delete Button

i. (i) Select a record from the table at the top of the Commitment Order tab and the record
will be highlighted in blue. (ii) Click the Delete button and a Warning screen will appear.
(iii) Click the Yes button on the Warning screen to delete the record. An information
screen will appear stating the record is deleted, (iv) click the OK button to return to the

Commitment Orders screen.

Commitment Type: Dsterminate Commiment ! | Blended Months Coutt Type

Determinate Information
Length Manths.
Suspended Morths
Credt Days:

Days Time To Be Served i
Sertenced orly to the day before
Manths

Administrative Time Determinate Discharge Date

Comment:

Save Cancel

~ bithday

s record?

Are you sure you want to delete this Commitment Order

gl Commitment Orders for BJLEL - Data Entry [m] X
Commiment Order  LOS Calculations
Commit # Court Fips =, |
=+ et aming
|
Add Edit Delete
Detals  Committing Cffense
Commitment Date: M cout = ~ Papers Recd: [ze]

Record deleted.

e

The Commitment D ate must be before the date the juvenile was received at RDC.

If the LOS exceeds the juveniles 21st birthday, the Determinate Discharge Date wi | |

birthday.

be set to the day

The user cannot select an age less thanthe j u v e rcurrere dgs. If an age less than the current age is selected, the Lengths

Months and Days, Suspended Months , Credit Days , Administrative Time Months

become blank.

2. Committing Offense Tab

, and Time to Be Served fields will

The Committing Offense tab displays the Offense Date, VCC Code/Description, Pending, PM,
LOS Tier 2015/2023, and Non Intake Reason information (the Delete column is discussed in the

del ete an offense
and non-intake offenses.
a. Edit Button
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i. (i) Select a record from the table at the top of the Commitment Order tab and the record
will be highlighted in blue. (ii) Click the Edit button and the Add Intake Offenses and
Add Non Intake Offenses buttons at the bottom of the Committing Offense tab will
become accessible.

#5 Commitment Orders for = & & == == i - Data Entry [m] X

{Commiment Order | LOS Caleulations

Commit # Cout Fips e

Details Commiting Offense

Offense Date | VCC / Desciption

Add Intake Offenses Add Non Intake Offenses

Save Cancel

The LOS Tier 2015/2023 column in the table at the bottom of the screen will display the offense tiers as categorized under the
2015 LOS Guidelines and 2023 LOS Guidelines. The 2015 categorization will be the number before the slash and the 2023
categorization will be the number after the forward slash.

b. Add Intake Offenses Button
i. Click the Add Intake Offenses button, and the Offense History screen will appear.

1. (i) Select a record from the Intake Offense History table at the top of the screen and
the record will be highlighted in blue. (ii) Place a checkmark in the Associated
column checkbox corresponding to the offense record to be associated with the
commitment order.

2. Click the Save button.

3. Click the Close button to return to the Commitment Orders screen.

B Commitment Ordersfor™ = [ ® = = 5 [ == - Data Entry

Commitment Order  LOS Calculations

Commit # ‘leans

Details Committing Offense

Offense
Date

VCC / Descrption

Double click to select COURT DISPOSITION (Court Order) in drop down
T P AT A

Add Intake Offenses Add Non Intake Offenses

Save Cancel

i 00w | 0t | B

©F Refer to the Offense History Manual for instructions on how to navigate the Offense History screen in the BADGE web
application.

b. Add Non -Intake Offenses Button
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i. Click the Add Non -Intake Offenses button, and the Non CSU Intake Offenses screen

will appear.

ol Commitment Orders for

Commitment Order  LOS Calculations

= - Data Entry

Commit # Cout Fips

ives

Details Commiting Offense

Edit

Offense

B afe”‘ VCC / Description

Non
- LOS Tier
Pending | PM 2015/2023 :;vtake Delete

eeeee

Add Intake Offenses

Add Non Intake Offenses

Save Cancel

1. From the Non CSU Intake Offenses screen select the (i) Offense Date and the (ii)

Reason offense was not recorded in CSU Intake

from the corresponding calendar

drop-down and drop-down menus. (iii) Click the VCC Code Search button, and the
VCC Code Search screen will appear.
a. From the VCC Code Search screen the user can search for an offense by (i)

typing one or more of the following into the corresponding field(s): Statute , VCC,
Heading , Sub-Heading , or Description . The Use wild card for search
checkbox will be selected automatically, uncheck this checkbox if the wildcard
function will not be used. (ii) Click the Search button and the Search Results
section will display all items that meet the search criteria by VCC Code 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 Non -CSU Intake
Offenses screen. The selected information will auto-populate into the VCC
Code/Description field.

VCC Code Search

Statute:

Heading:

Offense Date -

Reason offense was not
recorded in CSL Intake:

VCC Code/Description:

o) Non CSU Intake Offenses

2]

| reutt Court Offense Mot Initisted at CS LS |

| VCC Code Search
| e |

D

VCC:

Sub-Heading:

Use wid card for search (@

| Search |

VCC Code

Cancel

Accept

Revised 09/2025

» T

Offense Description

2. From the Non CSU Intake Offenses screen click the Accept button to return to the

Commitment Orders screen.

3. Click the Save button.
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) Commitment Orders for BN 806 - Data Entry o X

Commitment Order  LOS Calculations

Commit # Court Fips HEZD

ol Mon CSU Intake Offenses X

Offense Date: © = |

Reason offense was not
recorded i CSU Infake: | Crcut Court Cffense Not Intiated at CSU

Offense Date
VCC Code. i B L Conllin Ba'mll "l VCC Code Search |

Details Committing Offense

Nor
VCC / Desription Pending | PM | S T | intake | Delete
Reason

o e Capr— oy [} Delete
L)

Accept Cancel

Add Intake Offenses Add Non Intake Offenses

Save Cancel

c. Delete an Offense on the Committing Offense Tab
To delete a committing offense record from the table on the Committing Offense tab, two or
more committing offense records must exist. To delete a record when only one committing
offense exists the entire commitment order must be deleted. To delete the entire
commitment order see the Delete button instructions in the Commitment Order tab, Details
Tab section above. Deletion of the order will delete the offense.
i. Edit Button
1. Click the Edit button and the Delete button(s) in the Delete column of the table on
the Committing Offense tab will become accessible.
a. Delete Button
i. (i) Select a record in the table, and the row will be highlighted in blue. (ii) Click
the Delete button and a Warning screen will appear advising the user of the
possible requirement to adjust LOS calculations. (iii) Click the Yes button on
the Warning screen to acknowledge the warning and delete the committing
offense record.

gl Commitment Orders for B 50 wiw i - Data Entry a X

Commitment Order  LOS Calculations Wi
arning

Commit # Court Fips EED

Deleting Committing Offense may require adjustment of LOS
! caleulations,
T Areyou sure you want to delete this Committing Offense
record?

Offense Date | VCC / Description Pending | PM | o8 1T,

Details Committing Offense

Non
Intake: Delete

Reason
*

e e e pew o W 0

To delete the last committing offense you must delete the commitment
order.

T

Add Intake Offenses Add Non Intake Offenses

Save Cancel

If the user attempts to delete the last remaining offense an information screen will appear and state the commitment order
must be deleted to delete the last committing offense.

ii. Save Button
1. (i) Click the Save button to save the edit/deletion and an information screen will
appear and state the record has been saved. (ii) Click the OK button to return to the

Commitment Orders screen.
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g5l Commitment Orders for BERES 80E0 - Data Entry [m] X

Commitment Order  LOS Calculations

Papers
Commt # Cout Fips =L

Details Committing Offense

Commitment Order has been saved,

LOS Tier
2015/2023

Offense Date | VCC / Description

Pending | PM Delete

Non
Intake
Reason

Add Intake Offenses Add Non Intake Offenses

Save Cancel

Save or cancel information on the Commitment Order tab before moving to the LOS Calculations tab.

When attempting to add an offense for a juvenile not between ages 11 and 21, the user will get a Warning screen before
continuing.

The Details tab must have information selected to enter information on the Committing Offense tab.

ii. LOS Calculations Tab
The LOS Calculations tab displaysthej uveni |l eds indeterminate/ subse
calculations in a table at the top of the tab and includes LOS Calculation Date, Commitment Date,
YASI Risk Level, Date YASI Administered, Most Serious Offense Tier, LOS Min-Max, Admin Time
(Months), Jail Time (Days), Early Release Date, Late Release Date, and Statutory Release Date.

The tab also allows the user to add, edit, or delete YASI Information , LOS / Additional Time ,
Release Dates, and Notes.

&5 [Commitment Orders for B8 & & e e il & - Data Entry | X
/ Sub C
LS YASI Admn  Jal  Eady Late Statutory
Clcuiation  Sommiment gy, Date YASI - Modt Senous 10S i Tme  Tme Release  Release  Release
Date Level (Months) (Days) Date Date Date
Add Edt Delete
Al LOS questions or concems should be addressed to Demetria Clayton
YASI Information
Date Administered Completed by FIPS Risk Level
LOS / Addtional Time
Most Serious Commiting Offense Tier | LOS (Months) | Admin. Time (Months) | Jail Time (Days) |
Release Dates
Early Release Date | Late Release Date | Statutory | () Special Decision Case
A  Calculate LOS
Notes.
View
v

The LOS Calculations tab will only be accessible if the juvenile has an indeterminate or subsequent indeterminate
commitment.

Enter the commitment order Details and Committing Offense before calculating LOS.

1. Add Button

a. (i) Click the Add button and the Administrative Time (Months) , Jail Time (Days) and
Notes textboxes, and the Special Decision Case checkbox will become accessible. If
applicable, enter the (ii) Administrative Time (Months) and (iii) Jail Time (Days) into the
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corresponding fields. If the commitment is a special decision case, (iv) click the Special
Decision Case checkbox.

b. (i) Enter any necessary information into the Notes textbox. (ii) Click the View button to

temporarily expand the Notes textbox to a larger notes screen, (iii) click the Update button
to save changes made on the notes screen.

85 Commitment Orders for B8 ¥ - Data Eniry X

Juvenile Number: = X
Commitment Order  LOS Calculations

LOS Notes for Dc Number- § 585
Indeterminate/ Subseguent Indeterminate Calculations

Caaisten Somimert G0 DecvAS o Messeiws w05 RO pL B 2R AN
Date Level {Mortths) (Days) Date Date Date
Add Edit Delete

All LOS questions or concems should be addressed to Demetria Clayton
YAS! Information
Date Administered Completed by FIPS Risk Level
Overall Risk Score Dynamic Protective Score Dynamic Risk Score
LOS / Additional Time
Most Serious Commiting Offense Tier LOS {Months) Admin. Time (Months) || Jail Time (Days) |

Release Dates

Early Release Date Late Release Date Statutory () Special Decision Case

Calculate LOS
Notes

View

B

Cancel

c. Click the Calculate LOS button.

i. The fields in the YASI Information , LOS / Additional Time , and Release Dates
sections will auto-populate. This mcludes the following fields: Date Administered
Completed by FIPS , Risk Level , Overall Risk Score , Dynamic Protective Score
Dynamic Risk Score , Most Serious Offense Tier , LOS (Months) , Early Release
Date, Late Release Date , and Statutory (release date).

ii. If an entry was made in the Administrative Time (Months) field a statement will appear
in the Notes textbox and inform the user of the number of months of administrative time
that have been added to the early and late release dates. Any other relevant LOS
calculation information that exists will also be presented in the Notes textbox.

ii. If an entry was made in the Jail Time (Days) field a statement will appear in the Notes
textbox and inform the user of the number of days of jail time that have been added to
the early and late release dates. Any other relevant LOS calculation information that
exists will also be presented in the Notes textbox.

d. Click the Save button.

s} Commitment Orders for - ¥ - Data Entry x 8 Commitment Orders for .- ¥ - Data Entry X
Commitmert Order  LOS Calculations Commitment Order  LOS Calculations
Indeterminate/ Subsequent Indeterminate Calculations i / Sub Indeterminate Calculation:
LoS YAS| . Admin  Jail Early Late Statutory LOS YASI Admin Jail Early Late Statutory
Calculgtion  Sommiment grgc Date VASI - MostSefous 1OS ) Tire  Time  Relesse  Release  Release Caluiation  Sommiment gy DA TASI o Moot Senous 108 Tme  Tme Relase  Rokme  Acease
Date Level {Morths) {(Days) Date Date Date Date Level (Months) (Days) Date Date Date
Add Edit Delete Add Edit Delete
All LOS guestions or concems should be addressed to Demetria Clayton All LOS questions or concems should be addressed to Demetria Clayton
YAS| Information YASI Information
Date Administered Completed by FIPS Risk Level Date Administered Completed by FIPS | N Risk Level |D
Overall Risk Score Dynamic Protective Score Dynamic Risk Scare Overall Risk Score |5 Dynamic Protective Score |3 Dynamic Risk Score |6
LOS / Addtional Time LOS / Additional Time
Most Serious Committing Offense Tier LOS (Morths) Admin. Tme (Months) Jail Time (Days) Most Serious Committing Offense Tier |4 LOS (Months) [23-32  |Admin. Time (Morths) 2 | Jail Time (Days) 365 |
Release Dates Release Dates
Early Release Date Late Release Date Statutory () Special Decision Case Early Release Date Late Release Date - Statutory ® [ Special Decision Case
Calculate LOS -»2 mortths of Administrative Time have been added to the LOS calculated range. 365 days of Jail Time Calculate LOS
Notes MNotes (365 total) have been added to the ERD. 365 days of Jail Time (365 total) would make the LRD exceed
the SRD. The LRD has been set to the SRD Save
View View
Cancel Cancel
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After clicking the Calculate LOS button on the LOS Calculations tab, the YASI Information, Most Serious Offense Tier
LOS (Months) , and Release Dates fields will auto-populate if applicable.
To calculate the LOS, a YASI record must exist within 30 days (preceding or following) of the date of admission.

B85 Commitment Orders for Tl BNl &l B Data Entry

Commitment Order  LOS Calculations
o 5 5 =

Adrn Jal | Eaty Late
Release

Commitment YAS! Date YaSI Most Serious  LOS o
1Momhs) (Days) Date

LOS
Cacudton | Date Risk | Admnistered  Offense Tier  Min-Max R

Add Delete

All LOS questions or concems should be addressed to Demetria Clayton

Completedby FIPS Mt
Dynamic Protective Score |3

Edit

YASI Information

Date Administered | Il S I
Overall Risk Score |3
LOS / Addtional Time
Most Serious Commating Offense Tier [4  LOS (Months) [22-31

Release Dates

Early Release Date | i il

Late Release Date | it il

Release

Risk Level [A
Dynamic Risk Score |3

Admin. Time (Morths) (1 Jad Time (Days) [365

Statutory |t @, () Special Decision Case

#imonths of Administrative Time have been added to the LOS calculated range. The calculated ERDis &
Notes  afterthe SRD. The ERD has been set to the SRD. The calculated LRD is after the SRD. The LRD has
been set to the SRD.
View
v

Statutory
Release
Date

Save
Cancel

When calculating the LOS, the Notes textbox will inform the user if the ERD, LDR, or SRD are after the juvenile6 21% birthday.

The relevant release dates will be reset to the day beforet h e

j u 21¢ hirthtlag. 6 s

When calculating the LOS, the Notes textbox will inform the user if the ERD or LRD are after the SRD. The relevant release
dates will be reset to the SRD.

2. Edit Button

a. Select arecord from the table at the top of the LOS Calculations tab and the record will be
highlighted in blue.

b.

Click the Edit button.
i. Edit the accessible data fields as needed. Only the Administrative Time (Months)

and

Jail Time (Days) fields, Notes textbox, and Special Decision Case checkbox can be

edited.

ii. Click the Calculate LOS button to recalculate the LOS when updated values are entered

into the Administrative Time (Months)
Click the Save button when the edits are completed.
Click the Cancel button when adding or editing a LOS calculation to proceed without saving

2o

any changes.

3. Delete Button

and/or Jail Time (Days) fields.

85 Commitment Orders for Tl ESalaiiis &l 1. Data Entry

Commitment Order LOS Calculations

C:
Los YASI Admin  Jail Eardy Late Statutory
Commitment Date YASI Most Serious  LOS
Gociston Date [k Adust Offorse Tier_ MnMax| e, e, Deeoe | feeae | Rdease
Add Delete
Al LOS questions or concems should be addressed to Demetria Clayton

YAS! Information - . B =

Date Administered | il Bl Completed by FIPS [ I————— Risk Level [D
Overall Risk Score |5 Dynamic Protective Score |3 Dynamic Risk Score (6

LOS / Addtional Time

Most Serious Committing Offense Tier |4 LOS (Months) |22-31 [Mr'm.Tme(Movﬂ\s) 1 IIJdTmelDays) 365 I
Release Dates B o N

Early Release Date | g » mmm Late Release Date | v o Statutory [ sl | (O Special Decision Case

->1 month of Administrative Time has been added to the LOS calculated range. 365 days of Jai Time (365§ | Calculate LOS

Notes total) have been added to the ERD. 365 days of Jail Time (365 total) would make the LRD exceed the

SRD. The LRD has been set to the SRD. Save
| r Cancel
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a. (i) Select a record from the table at the top of the LOS Calculations tab and the record will
be highlighted in blue. (ii) Click the Delete button and a Warning screen will appear. (iii)
Click the Yes button on the Warning screen to delete the record.

a5l Commitment Orders for & [ S B BB N - Data Entry X

Commitment Order  LOS Calculations

b inate C

105 YAS| Adnn sl Eady Late Statctory
Caleulation S0 e S ke Setous LS x Tme  Tme Relesse  Release  Release
Date Level (Months) (Days) Date Date Date

Warning
Add Edt Delete
I l 7

Al LOS questions or concems should be addressed 1o Demetria Clayton | Areyou sure you want to delete this LOS record?
YAS! Information
Date Administered = Completed by FIPS | Miaialle Risk Level |D
Overall Risk Score |5 Dynamic Protective Score |3 Dynamic Risk Score |6 Yes { HNo
LOS / Addtional Time
Most Serious Commiting Offense Tier |4 LOS (Months) |22-31  Admin. Time (Months) |1 Jai Time (Days) |365
Release Dates
Early Release Date il Late Release Date |§ i Statutory | o [C) Special Decision Case
Notes

c. Classification/Reclassification Button
Click the Classification/Reclassification  button and the Custody Classification for Juvenile screen will
appear. The juvenile® Review Type, Classification Type, Custody Level Recommended, Override
Custody Level, and Assessment information is displayed in a table at the top of the screen.

a5 DC Admission History for BFmms, pam = = x
85! Custody Classification for Juvenile X
Select Juvenile's Direct Care Admission from the List Has Alert(s) Casfoaton | oo o Custody Lovel | Overide
DC Number. & Received by RDC ) _ Type =~ ‘esessme eview Type Recommended Custody Level
Offense History nitial Level IV Level |
For DC #igs
JCC Adnission Information e
DC Number | #7098 Regular Offender Admission Date | I Movemert
Cumert Status | oy i vy ——_—— Commiment
Info &LOS
Classfication/
Reclassficati Class Reclass Add Add
LOS Release Dates il L) Worksheet | Worksheet Classfication  Reclassication = Dt
Indeterminate Deteminate/Blended Finl Population e -
Board Hecizssification | Speci ment Concems ~ Placement Consideration ~ Custody Level Ovenide
Early Release Date: Discharge Date Early Reloase Date q
Chargeable
Late Release Date Blended Months Late Release Date Offenses T o
DC Fomns
Commitment Orders  Committing Offenses  Movement  Classification  Treatment Needs Access 0 150
Commitment Dats  Commiting FIPS Commiment Type Court Type History 0 0
Residert o 100
Grievance
Juvenile Profile Eara Larg
cTM
Save Cancel Print.
Print Close

The juvenile must have a committing offense in order to access the Classification/ Reclassification Button.

The Custody Classification for Juvenile screen will display the following 3 tabs: Classification, Special
Management Concerns, and Custody Level Override when: 1) a custody classification or
reclassification record has not yet been entered for the juvenile, 2) an initial classification record exists

and has been selected from the table at the top the screen (the record will be highlighted in blue), or 3)
the user selects the Add Classification button (detailed below).

The Custody Classification for Juvenile screen will display the following 4 tabs: Reclassification, Special
Management Concerns, Placement Consideration, and Custody Level Override when: 1) a
reclassification record exists and has been selected from the table at the top the screen (the record will
be highlighted in blue), or 2) the user selects the Add Reclassification button (detailed below).
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5 Custody Classification for Juvenile . . - Data Entry 5 Custody Classification for Juvenile . x
Cassficaton _ Custody Level  Overide Cassticaton Cosiody Level  Overide
Review Type Rocommended  Custody Lovel  Ae%essment Assessment Feview Type Recommended  Custody Level
s Level IV Level |
Qase Reclzss Qase Reclzss Add Add
Worksheet | Workshest Reclassfication Bt Dekete Worksheet | Workshest Classfication | Reclassfioation Bt Dekete
[ Cssicaion | speatal Management Concers | Custody Lovel Overice [ Reclassficaion | Special Management Conosns | Pacsment Cansidraton | Custody Level Overde
[ ] [ 1
ncident
Save Cancel Pt Save Cancel Pt

i. Class Worksheet Button
The INITIAL CUSTODY DESIGNATION FORM is a worksheet to be generated and completed
manually when completing the juvenile initial classification. The worksheet contains sections

1.

for: demographic data, classification scoring, and placement considerations.

a. Click the Class Worksheet button and the worksheet will appear in the report viewer
screen.The juvenil ebs ,B&ENERAD &hiOF ECAIIRKRENT OFFENS
OFFENSE HI STORY, 0 and A P Rdctom wiCatd-bdpdlalE NT S 0

Re

class Worksheet Button

1. The CUSTODY RECLASSIFICATION FORM is a worksheet to be generated and completed
manually when completing the juvenile® reclassification. The worksheet contains sections for:
demographic data, classification scoring, and placement considerations.

a. Click the Reclass Worksheet button and the worksheet will appear. T h e
demogr aphi cBEHdAVIOR PRIGRITO RURRENT COMMITMENTO

auto-populate.

juveni
secti

eds

ons
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- a5l Virginia Department Of Juvenile Justice — m] x
& Virginia Department OF Juvenile Justice [} 9 P
- 1 f 1 @ | & - % - Find | Mext
E ® & B e | 100% . Find | Next ° CAENE R e e
CUSTODY RECLASSIFICATION FORM - PAGE ONE of TWO ~
INITIAL CUSTODY DESIGNATION FORM SECTION A DEMOGRAPHIC DATA
SECTION A DEMOGRAPHIC DATA 1. Assessment Date:
amesrenose. ||| |- -] 7 Comirn e w0 00 UL 2 s | |
MN-DD-YYYY . . 3. Last Name: | 4. First Name: 5. Middle Name: - 6. Suffic: [V
3. Last Name: i 4. First Name: - 5. Middle Name: = 6. Suffix i s ovente o ~
irth Date: :
7. Birth Date 8. Juvenile Number. R . ' - Juvenle Humber: 1 = Quarterly Review
9 sex: & toworer [ ] 11 comming Cout bl - 10-Worter 2= incient
_ - . 1. Previous Custedy. 12. Reclassification Reason: D 3 = Institutional Transfer
SECTIONB CLASSIFICATION Points W = Maximum 1l = High Il = Medium |=Low 4 = DauicinnilarrantinniNther
1. SEVERITY OF CURRENT OFFENSE 500 = Person Felony or any Juvenie Sentenced with Active Aduf Time SECTION B CLASSIFICATION SCORING Points
Wost serious current offense (according | 230 = Weapons Felony, or Circut Court Commitment for Hon-Persan Felony 50 BEHAVIOR PRIOR TO CURRENT COMMITMENT
to the scale shown on the right, with | 150 = Person Misdemeanor(with or viithout injury} 1. SEVERITY OF CURRENT OFFENSE 500 = Person Felony or any Juvenile Sentenced with Active Adult Time
“Person Felony” being the most 100 = Other Felony Most serious current offense (according | 250 = Weapons Felony, or Circuit Court Commitment for Nor-Person Felony 50
serious)for which the residant has been | 50 = Non-persan Misdemsanor Offense to the scale shown on the right, with | 150 = Person Misemeanor(witn or without injury)
2l sbarmsihe_inmlidin, sy Astinars Tt Vit " " bei t 100 = Other Felon:
= Person Felony"” being the most Y
2. PRIOR OFFENSE HISTORY 750 = Person Felony ot ot e eigent nat baen | 50 = Hon.person Nisdemeanor Offense
Most serious prier offense {according to | 150 = Weapans Felony, or Circuit Court Commitment for Non-Person Offense 0 ) for which the. ‘e B ———
the scale shown on the right, with 100 = Person Misdemeanor (with or without injury} 2. PRIOR OFFENSE HISTORY 250 = Person Felony
"Person Felony” being the most 75 = Other Felony Vot serious prior offense (according | 150 = Weapons Felony, or Circut Court Commitment for Non-Person Offense 0
serious) for which the resident has been | 25 = Non-Persen Wisdemeanor Offense to the scale shown on the right, with | 100 = Persan Wisdemeanor (with or without injury)
3. PRIOR COMMTMENTS More than One Prior Commitment to DJJ 0 "Person Felony” being the most 75 = Other Felony
15 = One Prior Commitment o DJJ serious) for which the resident has Non-Person Misdemeanor Offense
0 = Ho Prior Commitments. 3. PRIOR COMMITHENTS ore than One Prior Commitment to D11
3 ESCAPE OR AUNAWAY HISTORY 350 = Escape or Allempt 1o Escape, Wilh Force Against a Person, from Any Facifty or Police Custody 5 = One Prior Commitment to DJJ 0
250 = Hore than One EScape or Aftempt to Escape from a Secure Facity or Police Custogy 0= No Prior C
175 = One Escape or Attempt to Escape from a Securs Facilty or Police Custody 4. ESCAPE OR RUNAWAY HISTORY 350 = Escape or Attempt to ESCape, With Force Aganst a Person, from Any Facilfy o Folice
50 = One or More Escapes or Runways from Non-secure Facilty or Home PRIOR TO CURRENT COMMTMENT Custody 0
0 = Nnne R o
T ASSAULTIVE BERAVIOR DURIG == Wore Than One stance of ASsaulive Benavior Wil Ty f;E - 'r']‘“mE"‘“” One if;“i‘:";“e'“p' "” ESCF’S“ ””"‘F" SIEE”’EPFEID""’E”’::“;"“ Custody
PRIOR COMMITMENTS TO DJJ OR IN 250 = One Instance of Assauttive Behavior with Injury o n"e sff“ ‘;’ empt “u scape ””"‘“M scure “'F'W “’#" ”‘D: ustody
SECURE DETENTION 175 = More than One Instance of Assaultive Behavior without Injury NSTITUTIONAL ADJUSTMENT e aciians Sacanss acfunsas fan aciboactan |
Assauttive benavior refers o unprovoked | S0 = One Instance of Assautive Behavier without njury, or a Pattern of Aggressive Behavior = - - -
assaults, not fights. Frequent fights may 0 = None or Ne Prior Commitments Bﬂﬁiﬁiﬁ:iﬁfx:ﬁj:*\‘:;‘;’r‘jﬂh':s 400 = One Ués‘:;r:;‘:?la;g;sa:;Assaun(MEW Offense) with Injury, or Escapes/Attempts to Escape
indicate a pattern of aggrassive behavior.
Dote not nelude dctenten immediately pre been found guiy. 300 = One or More Instances of Assautt (Wajor Offense) with Injury During Past ear
50= - 200 = One or More Instances of Escapes/Attempts to Escape During Past Year
350 = Serious Threal o nstiutional Securly/Safely (patlern of predatory, aftempis 1o sirang-army
sggqc%gg:?rm& ADIUSTMENT horeesioully peers, assautiée wih ';ymnh;‘y,sfmwes} predatony. " o Pattern of Agressive Behavior - havingat | 150 = One or More Instances of Assaut (ajor Offense} without Injury, During Past 90 Days
,(;‘Dc Staffing Team Assessment 250 = Woderate Threat to Institutional Securty/Safsty (mulipie fights or simple assauts without a least four instances of the felowing ever | 100 = One or More Instances of Assautt {ajor Offense) without Injury, During Past Year, OR
Includes time at RDC and time in detention c:‘ear Daﬁiem of predatory behavior; occasional mild reactive aggression whether verbal or aﬁ:;—;:ﬁﬂ'" period o- B:lrn‘:zf::;:?:?gﬂc:;:a?iz::’:ﬁ:::r‘ﬂ[;fﬂf::sf:ﬂ?riﬁ:""}:;n ine Post vear
physicall) = W b v
mmeciately preceding current commiment | | 8 or threat to Instiutional Security/Safety (aattern of opposiionalide fiant behaviors but no Simple Assautt (Moderate Offense) ~50 = Ho Instances of Escape or Assaul ihajor Offense) During Past 18 Monihs (Hol To Be Used
pattern of predatory behavior; occasional mid reactive aggression whether verbal or physical) WVerbal Threats/Physical Gesturing Until Ward Has Remained With DJJ for at Least 13 Months)
S0 = Frequent Compliance Problems, Not a Threat to Institutional Security/Safety Throwing Objects
25 = Some Compliance Problems (slow to comply with authority) 6. FREQUENCY OF INSTITUTIONAL 300 = More Than Two Majors, During Past 90 Days. ¢
|_7.CUSTODY TOTAI SIIM OF ITEMS 1 thru & a B
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iii. Add Classification Button
1. Click the Add Classification button to add an initial classification, and the fields in the
Classification, Special Management Concerns, and Custody Level Override tabs will become
accessible.

B Custody Classification for Juvenile 1 - Data Entry X

Clssficaton~ Custody Level  Ovemde
Review Type Type ed  Custody Level

Class Reclass A Add
Worksheet | Workshest Classfication ||| Reclassfication = et

{ Classifcation | Special Managemert Concems  Custody Level Overide

Assessmert Date: ~] Faciiy ~
Worker.
Classfication Seofing - Section B Placemert Considerations - Seetion C

1. Severty OF Curent Offense: 50 Stature: -

2. Prior Offense History. 0 Instiution

3. Prior Placements 0 Recommended:

4, Escape or Runaway History v Staff Facity

Recommen: ded %

5. Assaultive Behavior.

6. Institutional Adiustment

7. Custody Total

8. Fom Assigned Custody Level

Counselor Supervisar:

a. Classification Tab
i. Selectthe (i) Assessment Date from the calendar drop-down menu, (ii) Facility from
thedrop-d own menu, and (iii) entWarkerttéxtboxwor ker 6 s
ii. Classification Scoring 1 Section B
1. Select the (i) 4. Escape or Runaway History , (ii) 5. Assaultive Behavior , and (iii)
6. Institutional Adjustment  from the corresponding drop-down menus, and (iv)
enter the super vCosnsalobJupervisometextbax. t h e
2. The 1. Severity Of Current Offense , 2. Prior Offense History , 3. Prior
Placements , 7. Custody Total , and 8. Form Assigned Custody Level fields all will
auto-populate when the record is saved.
iii. Placement Considerations 1 Section C
1. Select the (i) Stature and (ii) Staff Facility Recommend ed from the corresponding
drop-down menus, and (iii) enter any comments into the Facility Change Comment
section.
2. The Institution Recommended field will not be accessible.

85 Custody Classification for Juvenile ] - Data Entry x ‘
Classiication Custody Level  Ovemide
Revien Type Type Recommended  Custody Level  ASSeSSment
Class Reclass Add Add
Worksheet | Workshest Classfioation | Reciassfication Bt Delee

oncems _Custody Level Overide

Faciy: ~

Classfication Scoring - Section B Placement Considerations - Section C

1. Severty O Current Offense: 501 I Stature. -
2. Pror Offense History: D nstiion
3. Prior Placements '
4. Escape or Runaway History - Staff Faciity
Recommended e
5. Assaultive Behavior %
6. Institutional Adjustment: ~ Facilty Change
Comment:
7 Custody Total
. Forn Assigned Custody Level

Counselor Supervisor:

The Facility Change Comment field must be completed if the Staff Facility Recommend ed is changed.
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b. Special Management Concerns Tab
i. (i) Place a checkmark in all Special Management Concern s checkbox options that
apply to the juvenile. If a selected item has a corresponding textbox, the user must (ii)
enter a description in the textbox. A warning will be displayed if the user attempts to
save the record without completing all relevant textboxes.

85 Custody Classification for Juvenile BTN SN E. B B (8wl - Data Entry. x

Classification Custody Level Override
Type. Recommended  Custody Level

Assessment

@ Escape Risk

() Pending Charges. (1 ste Risk Description must be entered
() Gang Member

(O Physical impaimert

() Special Medical Needs

() Enemies - Institution

() Insitufional Predatory Offense:

() Known Management Problem

O Low Functioning

(] Mertel Heath Risk/Disabilty

(] Knewn Asssciates -
Institution

() Other

c. Custody Level Override Tab

i. Select the Recommend Override F orm Assigned Custody Level from the drop-down
menu.

ii. (i) Place a checkmark in all applicable Override Reason checkbox options that apply to
the juvenile. If a selected item has a corresponding textbox, the user must (ii) enter a
description in the textbox. A warning will be displayed if the user attempts to save the
record without completing all relevant textboxes.

ii. Enter allcommentsrelevanttot he juvenil eds cust oGbymehte v el
(REQUIRED) textbox

ii. Click the Save button, the newly created initial classification record will be displayed in
the table at the top of the Custody Classification for Juvenile screen, and the user will be
returned to the Classification tab.

85 Custody Classification for Juvenile IS g s o 0 o (8%l § BSal - Data Entry X 88 Custody Classification for Juvenile ® = memssse [ [l & om | & == - Data Entry X

assfication Custody Level  Ovemde
Type Recommended  Custody Level

Custody Level Ovemde
Recommended  Custody Level

Assessment Assessment Review Type.

Classtication  Special Management Concem | CUsiady

ssssss
Recommend Ovemide Form Assigned Custody Level

Classtication Scoring - Section B Placement Considerations - Section C
1. Severty Of Cunent Offense: Stature -

Overide Reason: (O Ciminal Investigation Ongoing
() Pending Court Changes
(O Active Gang Activiy
(] Predatory/manipulative behavior resulting in the fom of mertal or physical abuse of others
() Ciime More Serous than Indicaied by Charge.
() Cime Less Seriousthan Indicated by Charge
O Other

2. Prior Offense History
3. Prior Placements:

4, Escape or Runaway History:
5. Assautive Behavior:

6. Instiutional Adjustment

7. Custody Total

8. Form Assigned Custody Level

Comments (REQUIRED):

Counselor Supervisor:  Worker 1

If the Other option is selected, more information describing the override reason must be provided in the corresponding textbox
in order to save the information on the Custody Level Override tab.
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iv. Add Reclassification Button

1. Click the Add Reclassification button and the fields in the Reclassification, Special

Management Concerns, Placement Consideration, and Custody Level Override tabs will
become accessible.

5 Custody Classification for Juvenile ™ - Data Entry x
Classfication CustodyLevel  Ovemde
Type Fasessment Review Type Recommended  Custody Level

- rrom

Class Reclass A Add
Worksheet | Workshost Classfication ||| Reclassfication = et
. . o

[fisesana D= ~ Facilty = an - = ~ Cument Custody Level: 1
Worker Reciass Reason v
Behavior Prior to Cument Commitment Institutional Adjustment

1. Sever rert Offense

<<l ]«

4. Escape or Runaway Htory.

Sawe [ 1) 9. Custody Total

10. Form Recommended Reclassification:

Save Cancel Print

a. Reclassification Tab
i. Selectthe (i) Assessment Date from the calendar drop-down menu and (ii) Facility
from the drop-down menu.
ii. The Current Custody Level field will auto-populate.
ii. ()Enter the wor ke Worler taxitboxend i(iinselect thte Reclass Reason
from the drop-down menu. (iii) Select the Stature from the drop-down menu.
iv. Behavior Prior to Current Commitment
1. The fields in this section will auto-populate.
v. Institutional Adjustment
1. Select the (i) 5. Assaultive/Escape Behavior |, (ii) 6. Frequency Of Institutional
Offenses, (iii) 7. Treatment Program Participation , and (iv) 8. Educational/Work
Program Vocational Training Participation from the drop-down menus.
vi. The Custody Total and Form Recommended Reclassification  fields will auto-
populate based on the Institutional Adjustment  section.

& Custody Classification for Juvenile ™ - Data Entry x
Classfication Custody Level  Overide
Type Assessmert Revien Type Recommended  Custody Level

Class Reclass Add Add
Worksheet || Woksheat Classfication | | Redlassficaion = Dai2e
i Special Management Concems _Placement Consideration _ Custody Level Ovemde

Rssessment Date:| 2] Facity: | M - s - Curent Custody Level: 1
Wotker Reciass Reason v
Behavior Prior to Currert Commitment Institutional Adustment

1. Severty Of Curert Offense: 5. Assautive/Escape Behavior S

2. Prior Offense History 0 6. Frequency Of Insttutional Offenses: v

3. Prior Commments 0 7. Treatment Program Particpation -

4. Escape or Runaway Htory. BlFshucotionad/Woril Froueean

Vocational Training Participation e

Sawe | o] 9. Custady Tetal

10. Form Recommended Reclassification:

Save Cancel Prnt

b. Special Management Concerns Tab
i. (i) Place a checkmark in all Special Management Concerns checkbox options that
apply to the juvenile. If a selected item has a corresponding textbox, the user must (ii)
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enter a description in the textbox. A warning will be displayed if the user attempts to

save the record without completing all relevant textboxes.

a8 Custody Classification for Juveniles s ™ s < & ] & == < s - Data Entry

Assessment Review Type

Class Rectass dd add
Wortkshest Jiif Wodksheet Cassfication | | Redlasshication £t D

{ Special Hansgement Concems | Piacement Consideration Custody Level Override
O Served 75% or More of Minmum LOS

() Served 75°% or More of Maximum LOS O Education

(O Past Maximum LOS () Escape Risk

(O Pending Charges O sie Risk

() Insttutional Predatory Offense O Gang Member

(] Known Management Problem () Physical Impaiment
O Low Functioning () Special Medical Needs

() Enemies - Institution
() Mental Health Risk/Disabitty

() Knon Assocates -
() Drug Trafficker Instittion

O Other

If a special management concern option has an associated textbox, additional information regarding the nature of the special
management concern is required in order to save the information on the Special Management Concerns tab.

c. Placement Consideration Tab

Treatment Needs

1. Select N/A, M, or R for the (i)(a) Aggression Management i Track 1 or (b)
Aggression Management 1 Track 2, (ii)(a) Substance Abuse i CYT5 or (b)
Substance Abuse 1 CYT12, and (iii)(a) Sex Offender - Prescriptive or (b) Sex
Offender - Self -Contained Unit fields.

(i) Select the Next Review Date from the calendar drop-down menu, and (ii) enter the

name into the Counselor Supervisor textbox.

The Institution Recommended field will auto-populate.

(i) Select the Staff Facility Recommend from the drop-down menu, and enter any

required comments into the (ii) Facility Change Comment and (iii) Cottage
Recommended textboxes.

&5 Custody Classification for Juvenile 70 ™ s [0 B B (i wi- Data Entry X

Classification

Custody Level

Overide
Recommended  Custody Level

Class Rectass dd Add
Wodsheet Jii Woksheet Cassfication | | Reclassfication e Do

Reclassfication  Special Management Concems) | Placement Consideration | [Custody Level Override

Insttution

Staff Facilty o
Recommend:

OM OR Substance Abuse

ONAG W OR substance fouse -CYT12

Facility Change:
Comment

M OR ,
o A OM OR sex Offender - Prescrptive:
O M OR SexOffender - Sef Contained Unit

Cottage

Counselor Supervisor:

Save Cancel Print

d. Custody Level Override Tab
i.

Select the Recommend Override Form Assigned Custody Level from the drop-down
menu.
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ii. (i) Place a checkmark in all applicable Override Reason checkbox options that apply to
the juvenile. If a selected item has a corresponding textbox, the user must (ii) enter a
description in the textbox. A warning will be displayed if the user attempts to save the

record without completing all relevant textboxes.
Enter all comments relevanttot he | uve
(REQUIRED) textbox.

ni

eds

cust oGbymehte v el

Click the Save button, the newly created initial classification record will be displayed in

the table at the top of the Custody Classification for Juvenile screen, and the user will be

returned to the Reclassification tab.

& Custody Classification for Juvenile B 7l Bimiiaics " 08 i [ i~ Data Entry

X

Classification
Type

Aesessment Review Type

Class
Workshest

Reclass
Workshest

Reclassfication  Special Management Concems  Placement Consideration { Custody Level verrids }

Add Add
Classfication | Reclassfication

Edit

Custody Level
Recommended

Overide
Custody Level

Recommend Override Fom Assigned Custody Level v

Overide Reason () Criminal Investigation Ongoing

() Pending Court Charges

() Active Gang Activiy

() Predatory/maripuiaive behavior resuting in the form of mental or physical abuse of others
() Crime More Serious than Indicated by Charge

O Grime Less Serious than Indicated by Change:

() Other

Comments (REQUIRED):

The Other option has an associated textbox and requires additional information with details related to the override reason.

v. Edit / View Button
1. Select the desired initial or reclassification record from the table at the top of the Custody

Classification for Juvenile screen and the row will be highlighted in blue. If the record can be

edited the Edit button will be displayed, if the record is read only the View button will be
displayed.

el B )

B x 5 Custody Classification for Juvenile i

3. Prior Commitments:

4. Escape or Runaway History

Stature:

- rra x
PO Gy Qe O — Gyt Qe
| Bec Toeom Lincicecs [t evei 1y [teveln |
i

= i

Curent Custody Level: 1

Offenses.

7. Treatment Program Patticipation:

8. Educational Wtk Program
Vocational Training Paricipation;

7. Custody Total:
8. Form Assigned Custody Level

9. Custody Total

10. Fom Recommended Reclassfication
Counselor Supervisor:  Ballol

Print

Delete

Flacement Considerations - Section C
Stature

eeeeeeeeeeeeeee
Facilty
Recommended

Facilty Change
Comment

a.

Click the Edit button.

i. Edit the accessible data fields as required per the instructions in the Add Classification

or Add Reclassification button sections above.

Click the Save button when the edits are completed.

b. Click the View button to view the record detail in each tab.
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Only edit the most recent classification recorded.
The View button appears to allow the information in each tab of the selected record to be edited, however any edits made
while using the View button cannot be saved.

vi. Delete Button
1. (i) Select the desired initial or reclassification record from the table at the top of the Custody

Classification for Juvenile screen and the row will be highlighted in blue. (ii) Click the Delete

button and either.

a. If the record can be deleted the Warning screen will appear and request user confirmation
for the deletion request. (i) Click the Yes button, and an information screen will appear
stating the record was deleted. (ii) Click the OK button to return to the Custody Classification
for Juvenile screen.

b. If the record cannot be deleted an information screen will appear stating the criteria required
to delete a record. Click the OK button to return to the Custody Classification for Juvenile
screen.

Warning

A T Custody Level Overide
evien pe Recommended  Custody Level

| Are you sure you want to delete this Classification record?

Yes HNo

Record deleted.

You can only delete the last dassification record.

Only the most recent classification recorded can be deleted.

vii. Cancel Button
1. Click the Cancel button and unsaved information will be cleared.
viii. Print Button
1. Select the desired initial or reclassification record from the table at the top of the Custody
Classification for Juvenile screen and the row will be highlighted in blue.
2. Click the Print button and the completed form for the selected record will display in the report
viewer screen, either the: INITIAL CUSTODY DESIGNATION FORM or CUSTODY
RECLASSIFICATIONFORM.Bot h f or ms di s pdemographihidata, classifieatian| e 6 :
scoring, and placement considerations.
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5 Custody Classification for Juvenile 08 (S50 1l &85 - Data Entry

Classtication Assesment Review Type Custody Level g:;r:g:md
Loty [tevein

w Ben Frarkin

Classfication Scoring - Section B
1. Severty OF Curert Offense.
2. Prior Offense History:

5. Assaultive Behavior
6. Instutional Adjustment.

Placement Considerations - Section

Stature: Bl
Insttion

Staff Faciity
Recommended;

Facity Change PRI
Comment:

Gl e e

7. Custody Total
8. Forn Assigned Cusiody Level

Counselor Supervisor: NS

d. Population Board Button
Click the Population Board button and the Population Board screen will appear. The screen will

display view only information in the Juvenile Information and Case Management areas of the screen
and allow the user to view, add, or edit medical and housing alerts in the Alerts area of the screen. The
screen also allows the user to generate population board strips using the Print Strips drop-down

menu.

B} DC Admission History for BFeme, i &= ===y
HlPopulaiiun Board for == ®8 "# m= ¥ - Data Entry

Search  Print Strips

Classification/
Reclassffication

Population
Board
Chargeatle

DC Forms

Medical Alert 2: AL - Mllergies or Allergic Reactions

Commitment Orders  Committing Offenses  Movement Classfication  Treatment Needs
Commtment Type Court Type:

Access
History

Commitment Date  Commiting FIPS
Resident - Housing Alert 2

Grievance

Juvenile Profile

CTM

i. Search Menu
1. From the Population Board screen (i) click the Search drop-down menu, (ii) select the By

Juvenile Number (Current population only) option from the drop-down menu, and the Find
Juvenile screen will appear. (iii) Follow the instructions in the Admissions by Juvenile Section to
find and select the appropriate juvenile recor

in the Population Board screen.
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‘ By Juvenile Number (Current population only) ‘I
Tt
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Commitment Status | REGULAR
et 85l Find Juvenile X
Juvenile Number Juvenile Name Date of Bith Age Alert!
= = = nfo Alert Find Juvenile Direct Care Population Detention Population
A nDed o ol Videg
Search by Use Wildcard
Casa Managament © Juveric Number Include | Nome
© DC Number Use Widcard
Stature Minimum Morths Maximum Manths Early Release Date Commitmert Date Date Amived
= = (O Intake Case Number Include Atemative First Name Spelings
(O Caseload Number
Bletts O Advance Search DOB () Age
Custody Level: 2 Self-Injury Alert Level: Previous Selections Street Address (Full or Partial)
ZIP Code {Home, Cell, or Work)
Medical Alert 1: AL - Allergies or Allergic Reactions ~ Medical Alet 21 AL - Allergies or Allergic Reactions ~ Juvenile Number | .
Find Juveniles with Commitment(s)to the State Clear Al
Housing Alert 1: i Housing Alert 2:
Additional Info: Show Last Results Find Cancel
‘You must save for the changes to be reflected on the strip
Save Strip Close

By default, the search is performed on the current population only. As a result, the user can only select a juvenile that has an
open direct care admission.

"

Refer to the Login & Search User Manual for instructions on how to navigate the Find Juvenile screen in the Windows BADGE
application.

-

Refer to the Juvenile / Adult Search & Information Manual for instructions on how to navigate the Find Juvenile screen in the
BADGE web application.

a. The color of the Population Board screen is determined by the Commitment Status of the
juveni l

e as follows: AREGULARO displays the
BADGE background col or changes every quarter’
ASERI OUSO di splays as bl ue.

i. The color of the Custody Level and Self-Injury Alert Level fields also change based
upon the severity of the level.

Commitment Status fMAJORO

Commitment Status MBERIOUSO
8 Populstion Board for SN - Dats Entry ® i for Ml el - Data Entry ®
Search | Print Strips ips
o :
Juvenie information Juvenie information
duvenie Number duvenie Name Date of Bith Age Alert! e davenie Mumber Juversie Name Date of Bith e Alert! e
T - M T = . M
A — —
Gam  Mmmficts  Memalobs  CpfdoeOde  Coteilas  Dasbeued Gam  Mmmicts  Memalos  Cpfdoelve  Comeilas  Dasdeued
Merts. Merts
| custody Levei: 3 Sefingory et Lovel- [ Custody Level: |1 Sefnjury et Leve NN
Teres T s Tt T e
Housing Aledt 1 ~ Housing Mlert 2 Housing Aledt 1 ~ Housing Mler 2
Additional Infa- Additional Infa-
“Youmust save forthe changss to ba refisctad on the srp.
S0 oo

Juvenile Information Area

i. This read only area displays the selected juveniled duvenile Number , Juvenile Name ,
Date of Birth , and Age.

Info button
1. Click the Info button and the Juvenile Information screen will appear.
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Search  Print Strips Juvenile Information
Juvenile Number | R SSN |-
Commitment Status | REGULAR —
Tuvenie Information Juverile Name | - "l o plloemi_mimm
No Image
Juvenile Number Juvenile Name Date of Bith Age Alert! ks Date of Bith | WSS Age (Yoars - Morihs) | BN Available
Fe __ =iy F L Info \,-_iegu Race / Ethnicity | Bl ™0 i &
Resident of | =wm o] Genetic Sex | Ml
Case Management o
Info/Face Sheet Alias  Case Workers 1D Marks  Detertion Info | Alefts ! Famiy Access Log
Stature Minimum Marths Maximum Manths Early Release Date Commitment Date Date Amived Recorded Aletts
L " View/Change
Prirt Aletts

Alerts

Custody Level 2 Self-Injury Alert Level:

Medical Alert 1 AL - Mlergies or Allergic Reactions w Medical Alert 2: | AL - Allergies or Allergic Reactions ~

Housing Alert 1 w Housing Alert 2:

Additional Info:

fou must save for the changes to be reflected on the strip
o . . . . . . .
<& Refer to the Login & Search User Manual for instructions on how to navigate the Juvenile Information screen in the BADGE

Windows application.

¢

in the BADGE web application.

C.

Case Management Area
This read only area displays the selected ju v e n iStater®,$0S Minimum Months ,
LOS Maximum Months , Early Release Date , Commitment Date , and Date Arrived .
Alerts Area
i. The Custody Level and Self-Injury Alert Level fields will
(i) select Medical Alert 1 and Medical Alert 2 using the corresponding drop-down
menus. If applicable, (ii) select Housing Alert 1 and Housing Alert 2 using the
corresponding drop-down menus. (iii) Enter any necessary information into the

Additional Info textbox.

Refer to the Juvenile / Adult Search & Information Manual for instructions on how to navigate the Juvenile Information screen

auto-populate. If applicable,

(i) Click the Save Strip button and the Population Board information screen will appear.
(i) Click the OK button to return to the Population Board screen.

4 Population Board for = & ¥ - Data Entry

Search  Print Strips

Juvenile Information

Juvenile Number Juvenile Name

Commitment Status | REGULAR

Date of Bith Age Alert!

Alert
- O il = LC Video
Case Management
Stature Minimum Months Maximum Months Early Release Date Commitmenrt Date Date Amived
" =
Alerts
Custody Level: |2 Sefi-Injury Alert Level
Medical Alert 1 AL - Allergies or Allergic Reactions ~ Medical Alett 2 AL - Allergies or Allergic Reactions ~
Housing Alert 1 v Housing Alert 2
Addtional Info:

Save Stip

“You must save forthe changes to be reflected on the strip.

Close

ii. Print Strips Menu
1. There are four Print Strips menu options that assist with managing the location of each

resident and the population in each unit. From the Population Board screen, (i) click the Print

Strips drop-down menu and (ii) select the desired option: (a) Saved but not yet printed , (b)

Selected Juvenile , (c) Created by Current User , or (d) Facility .
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a5l Population Board for - Data Entry

Print Strips

Saved but not yet printed

Search

Juvenile Selected Juvenile
Juver] Created by Current User Date of Bith Age Alert!
Alert
Facility " m Video
Case Management
Stature Minimum Months Maximum Menths Early Release Date Commitment Date Date Amived
[5]
Mlerts
Custody Level: 2 Seff-Injury Alert Level:
Medical Alert 1: AL - Allergies or Allergic Reactions ~ Medical Alert 21 AL - Allergies or Allergic Reactions ~
Housing Alert 1: ~ Housing Alert 2:
Additional Info

=

Commitment Status | | REGULAR

‘You must save forthe changes to be reflected on the strip.

Close

a. Saved but not yet printed

i. Select the Saved but not yet printed option, and the report will appear in the

Population Board Strips report screen.

ii. If necessary, (i) select the Facility from the drop-down menu, (ii) click the Generate
button, and the refreshed report will appear in the Population Board Strips report screen.

iii. Cl i ckkot bet@on to cl ose t he r [Ropuatioh Board screem.n
85l Population Board Strips - o
Please provide the following parameter and click Generate to create the population board strips.
Fagiity: |Bon Ar Juvenie Corcctional Carter v\i
.
1 of 1 GAF="1E e )= CRERT'S Find | Next

Sirrmmil

DOB: - AGE S T EER =

Population Board Strips for Bon Air Juvenile Correctional Center

Date Keyed
Commit Status: REG
Facility Code:

Print Date:

Page 1 0f 1

b. Selected Juvenile

i. Selectthe Selected Juvenile option, and the report will appear in the Population Board

Strips report screen.

ii. ClickXot bet@don to cl

ose t he r Ropuntioh Board screem.n

85 Population Board Strips

T o ™

1 of 1 &

[ E

100% -
Population Board Strips By Juvenile

Find | Next

Date Keyed
Commit Status: REG
Facilty Code:

Print Date: 2/14/2023

Page 1 of 1

c. Created by Current User
i. Select the Created by Current User
Board Strips report screen.

option, and the report will appear in the Population

ii. If necessary, (i) select the Facility from the drop-down menu, (ii) click the Generate
button, and the refreshed report will appear in the Population Board Strips report screen.

iii. Cl i ckXkot hbet@don to cl

ose t he r Popuatioh Board screem.n
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85 Population Board Strips - o x

Please provide the folowing parameter and click Generate to create the population board strps.

1
|Faci‘y' [Bon Ar duvenie Camectional Certer ~f
T ef @ | B E- | 0% - Find | Mext

Population Board Strips for

o : Date Keyed
E — L L Commit Status: SER
0 Facilty Code: Y12
DOB AGE: g = = acilty Code:

T L : ] Date Keyed
.

| i m Commit Status: REG
Facity Code: Y12
DOB: - AGE Tpeg e N R - aciity Code:
Print Date: 2/14/2023 Page 10f 1

d. Facility
i. Select the Facility option, and the report will appear in the Population Board Strips
report screen.
ii. If necessary, (i) select the Facility from the drop-down menu, (ii) click the Generate
button, and the refreshed report will appear in the Population Board Strips report screen.
i. Cli ckkot betfion to cl ose t he r RopuatiohBoardscreen.n ar

4 Population Board Strips - O

Please provide the folowing parameter and click Generate to create the population board stips.

Faciity: |CAP (Certral Admission and Placsment un) |

T efd @ | & E M E- | 10% - Find | Next
Population Board Strips for CAP (Central Admission and Placement unit]

Date Keyed

| ;
TR L i ] i L |

DOB: & sp AGE: 196 |l EENENNT NS

g = M | !

H P !

DOB: ek AGE: 157 |
"

Commit Status: REG
Facilty Code: =

' Date Keyed

Commit Status: REG

Facilty Cods:

Date Keyed: i i
Commi Status: SER
Facility Code: =8

AGE: 16.6

iii. Close Button

1. Click the Close button on the Population Board screen to return to the DC Admission History
screen.

o5l Population Board for = = ® - Data Entry X
Search  Print Strips

Commitment Status = | REGULAR
Juvenile Information

Juvenile Number Juvenile Name Date of Bith Age Alert!
I Alert
1" A mlmd PN 1 mviden

Case Management

Stature Minimum Months Maximum Mariths Early Release Date Commitment Date Date Arived
" = W
Alerts
Custody Level: 2 Seff-Injury Alert Level:
Medical Alett 1: AL - Allergies or Allergic Reactions v Medical Alert 21 AL - Allergies or Allermic Reactions ~
Housing Alert 1: ~ Housing Alert 2:
Additional Info

You must save for the changes to be reflected on the strip

Zein

e. Chargeable Offenses Button
Click the Chargeable Offenses button and the Chargeable Offenses for screen will appear.
Information related to the Date, Chargeable Offense, Disposition/Appeal Decision, and Facility is
displayed in a table at the top of the screen. The user can view, add, or delete thej u v e rchaltgeables
offenses information on this screen.
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LOS Release Dates

Early Release Date
Late Release Date

55 DC Admission History for BF=m, mam = %
Select Juvenile's Direct Care Admission from the List Has Aleri(s) 85 Chargeable Offenses for X
DC Number: = (Received by RDC: L _ ) [ Juvenile Infa |
Offense History Date Chargeable Offense Dispastion/Aopeal oy
For DC ##7%
JCC Admission Information g e
DC Number | &7 Regular Offender Admission Date 8 I TN Mavement
Cument Status | ammm [ "N oy oy - C\:}MTTSQ
o

Indeteminate

Commitment Orders  Committing Offenses  Movement Classfication Treatment Needs

Classffication/
Redlassification Offense Date

Determinate/Blended Final Fopulation

Locat Other Le
Discharge Date Early Releass Date Ll ntocaion

Time Unknown

Chargeable
Offenses Offense Time

Blended Morths Late Release Date

Chargeable Offense
e N

DC Forms Discovery Date Description Appeal

Multiple Qffenses from Same Episode.

e descrption for the historical record was not imported into BADGE. See the
Disciplinary Report for additional information. Yes No  NotSet

Access Appeal Final Decision

Commitment Date  Committing FIPS

Dispesition
Commitment Type Court Type History
Resident
Grievance

Reason Dismissed

Reviewing Shift Commander

Juvenile Profile Reeadiing Shift Commander

CTM Wrong Resident Reviewing HRC

iarge Read to ¥ | 2
rate DR/IR [l save 4) Cancel [, ot

Prirt Close

i. Add Button

1.

Revised 09/2025

(i) Click the Add button and the fields at the bottom of the screen will become accessible. Select

the applicable (ii) Offense Date from the calendar drop-down menu.

The system will default to having the Time Unknown checkbox selected. If the Offense Time is

known, (i) uncheck the Time Unknown checkbox and (ii) enter the Offense Time .

Select the Discovery Date from the calendar drop-down menu.

(i) Select the Disposition from the drop-d o wn me nu . | f ADi smissedo

Disposition , (ii) select the Reason Dismissed from the drop-down menu.

a. |l f fADue Process
Process Violation Reason checkboxes.

Select the Facility from the drop-down menu.

a. |l f ABon Air Juvenil e Cor r eFadlty oipsaléctthe ¢lousirgr o
Unit and (ii) Location from the corresponding drop-down menus. (i i i ) | f
as the Location , enter the details of that location in the Other Location textbox.

b. I f any facility other than fABon
select the Housing Unit from the drop-down menu. The Location field will auto-populate to
ioOt her. o (ii) Enter t hethedledatoon ltegtbox. f

(i) Select the Chargeable Offense from the drop-down menu and (ii) enter the chargeable

offense description into the Description textbox. (iii) Select the applicable radio button to

indicate if there were Multiple Offenses from Same Episode .

Select the applicable Appeal radio button.

a. | f fAYeso i s Appeedleseldectahe AdpealFindl Deeision from the drop-down
menu.

Enter the (i) Reviewing Shift Commander , (ii) Reading Shift Commander,

Reviewing HRC in the corresponding textboxes.

Click the Save button, and the chargeable offense record will appear in the table at the top of

the screen.

and (iii)
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% Chargesble O¥fenses for

DispostionAppeal
Decison

Facity

(Charge Read by Weong Staff
Charge Read Time Lagsed
Cruage Fanad 1 Wrong Ressent
hacaurate DR/IRS

|' & hdd | b Bt % Delete || @ Faivesh
Offense Diste. Facility
Housing Usit Location O Localion
Tima Usknown eloci
Oense Time (Crargeable Offerse Mulsple Ollenses liom Same Epmiode
I Yes Mot Set
Discavery Dete Descripbon ree
|The descrption as nported nto BADGE. See the
| Discipinary Report for addiorl information. Yes Ko MNotSet
Drspesiven Appeal Final Decision
Ciami Revupanng Shift Commander
Dus Frocess Viclsion Reason Reeadiing Srift Commander

Revigming HAC

The Time Unknown checkbox will automatically be checked. If the Time Unknown field is selected for the chargeable

offense, the Offense Time field will not be accessible.

The Reason Dismissed field is only accessible ift h e
The Due Process Violation Reason
| f fiDue

chargeabl e

of f esmissedodispdsitios.t ed has a

field is only accessible if fiDue Process Violationodis selected as the Reason Dismissed .
Pr oc e s s OReasen Dssmissedc dt keabt ofiedue Ptobess Violation Reason

must be selected.

The facilities displayed in the Facility drop-down menu are restricted to (i) the facilities in which the juvenile resided and (i) the
facilities to which the user has been granted data entry permissions.
The housing units displayed in the Housing Unit drop-down menu are restricted to the units in which juvenile was placed at

the facility selected.

The Location f i el d is only accessible if fABon Air Failtwv.eni |l e Correcti
The Other Location f i el d i s only accessible and mardcatibro.ry when AOt hero
The ANot Set o r MutipleOffenses fromrSanfe &pisode h dield will automatically be selected. It is mandatory

for the user to select either the AYesd or ANoO radio button
The Appeal Final Decision f i el d i s only accessi bAppeali f fiYes0do is selected foc

The Reviewing Shift Commander, Reading Shift Commander, and Reviewing HRC

least five characters.

fields are mandatory and must be at

ii. EditButto n
1. Select a record from the table at the top of the screen and the record will be highlighted in blue.
2. Click the Edit button and the fields at the bottom of the screen will become accessible.
3. Edit the data fields as needed (see the fields described in the Add Button section immediately
above).
4. Click the Save button when the edits are completed.

(Charge Read by Weong Staff
Charge Risad Tme Lansed
Cruage Fanad 1o Wrong Ressent
haceurste DR/IRE

P Add I i Elt I 7 Delets i Rafresh
Offense Date Facilty
Housing Uit Location Crber Location
Tura sk elect
Oriense Time Chargeatle Offense Mulnple Dfenses lrom Same Epuacde
M Yes Mot Set
Discovery Dete Descripton preve
[The BADGE. Seethe
[Discapinary Report for addborul ifomation Yes Mo NotSe
Disposition Appeal Firal Decision
— Ravisming Shift Comemander
Dus Frocess Viclstion Reason Reeadiing Shift Commander

Reviming HAC

Delete Button
1.

(i) Select a record from the table at the top of the screen and the record will be highlighted in

blue. (ii) Click the Delete button and the Deletion Confirmation screen will appear. (iii) Click the
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Yes button on the Delete Confirmation screen to delete the record. (iv) Click the No button on
the Delete Confirmation screen and return to the Chargeable Offenses screen.

Deletion Confirmation *

o Are you sure you want to delete this violation?

iv. Refresh Button
1. Click the Refresh button to ensure the most current information is being displayed.

v. Cancel Button
1. Click the Cancel button and unsaved information will be cleared.
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Vi.

Close Button

BADGE Direct Care Module Manual

1. Click the Close button to return to the DC Admission History screen.

B Chargeable Offenses far

¥ i — .
3 Add Ea X Deletn | @ Felsh
Offense Date Facility
Housing Usit Location Ofeer Losation
Tima Usknown ot Houirg
Oriense Time Chargeable Offerse Muiple Oftenses from Same Eposcde
200N Yes Mot Set
Discovery De Descripon Fppanl
T : BADGE. Seethe
[Dicapinary Report for addiiorual infomation Yes  Ho  NotSet
Dispesiton Appeal Final Decision
D Frocess Violasion Reason Reeading Shift Commander
Charge Fead by Wrong Staff
] Chrarge Read Tme Lapsed .
) Charge Flaad 1o Wrong Fesident P—— Revweaang HAC
lnaccurate DR/IRE (= ) Carcel B P

vii. Print Button
1. Click the Print button and the Report Viewer screen will appear displaying the Chargeable
Offenses Report for the selected juvenile. The report displays the Date, Chargeable Offense,
Facility, Location, Disposition, Reason Dismissed, Appeal, and Appeal Final Decision

a5l DC Admission History for Er=s

X

Has Alert(s)
Offense History
For DC # &%
JCC Admission Information e
DC Number | 87708 Regular Offender Admission Date 0 07 D Movement
Curent Status | Cammmm_p i 0 oy oy - Commitment
Info &LOS
Classfication/
LOS Release Dates Redlassfication
Indeterminate: Determinate/Blended Final Population
Boai
Early Release Date Discharge Date Early Release Date:
Chargeable
Late Release Date Blended Morths Late Release Date

Commitment Orders  Committing Offenses  Movement Classfication  Treatment Needs

Offenses

Access

Commitment Date  Committing FIPS

Commiment Type Court Type History

Resident
Grievance

Juvenile Profile

CTM

Print

Close

informationf o r

al

of t he

f. DC Forms Button
Click the DC Forms button and the Direct Care Forms screen will appear. The user can view
completed direct care forms or add new Visitation, Vulnerability Assessment, and Residential Transfer
forms. Any completed forms will be listed in the table at the top of the screen by Form Type and Date

Completed. The available form types are summarized in the table below.
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