CSU CASE RECORD REVIEW

CSU#:____________________________________   DATE:______________  REVIEWER:_____________________________________

Case Name: ____________________________
Status: ____________________________
 Begin Date: ____________________
Juvenile Number: _____________

Supervisor: ________________________
Worker: ________________________
	Standard
	Compliant
(Y or N)
	Comments



	140 (A). Records Management.
Case records shall be indexed and kept up to date and 

uniformly in content and arrangement in accordance with 

approved procedures .

· Case record identified by  JTS number and juvenile’s name (last, first and middle initial)
	
	

	
	
	

	140 (D). Records Management.
Any disclosure or release of information shall be in accordance with the Code of Virginia and applicable federal statutes and regulations and approved procedures.

· Appropriate release of information forms in case file
	
	

	
	
	

	250. Absconders.
Unit staff shall cooperate with Department personnel and state and local law-enforcement authorities to help locate and recover juveniles who violate the conditions of their probation or parole supervision and upon whom a detention order has been issued or who escape or run away from a juvenile correctional center, detention home, or other juvenile placement.
	
	

	
	
	

	270 (A). Intake duties. 

When making an intake determination as provided for by § 16.1-260 of the Code of Virginia, whether in person or by telephone or interactive video conferencing, the intake officer shall, in accordance with approved procedures: 

2. Make all required data entries into the Department's electronic data collection system in accordance with § 16.1-224 of the Code of Virginia and approved procedures; 
The following are documented in the electronic data system: (Use most recent intake)
· Nature of the intake complaint

· Description of the offense or other reason for lodging the complaint

· Whether probable cause was established

· The intake disposition, including the specific consideration of diverting the case from court

· Notification of parents when juvenile detained

· Justification of decision to detain juvenile

· Written notice to complainant of right to appeal if a petition is denied
	
	

	
	
	

	270 (B). Intake duties. 

When making a detention decision pursuant to § 16.1-248.1 of the Code of Virginia and when making recommendations to the court at a detention hearing pursuant to § 16.1-250 of the Code of Virginia, CSU personnel shall make use of the uniform risk assessment instrument and related procedure mandated by Chapter 648 of the 2002 Acts of Assembly.  (Review DAI)
	
	

	
	
	

	280. Medical and psychiatric emergencies at intake.

If during the intake interview, the intake officer suspects that the juvenile requires emergency medical or psychiatric care, the intake officer shall: 

1. Immediately contact the juvenile's parents or legal guardians to advise them of the emergency and any responsibilities they may have; and 

2. Before placing a juvenile in a more restrictive setting, the intake officer shall arrange for the juvenile to receive the needed emergency care. 
· Document in the intake case narrative or electronic data system the nature of the emergency medical or mental health need,

· The action taken,

· And the date and time the parties were notified.
	
	

	
	
	

	290. Intake communication with detention.

When CSU staff facilitate the placement of a juvenile in detention, they shall give detention staff, by telephone, in writing, or by electronic means, no later than the time the juvenile arrives at the detention facility, the reason for detention and the offenses for which the juvenile is being detained including any ancillary offenses. CSU staff shall also give detention staff the following information when available and applicable: medical information; parents' or guardians' names, addresses and phone numbers; prior record as regards sexual offenses, violence against persons, or arson; suicide attempts or self-injurious behaviors; gang membership and affiliation; and any other information as required by approved procedure. 
· The Juvenile Alert Screen on the electronic data collection system shall be completed, printed and retained in the juvenile’s case file.               
	
	

	
	
	

	300 (A). Predispositionally placed juvenile.

Contact, either face-to-face or via videoconferencing, with each juvenile placed in predispositional detention, jail, or shelter care within five days of the placement
	
	

	Contact with the juvenile at least once every 10 days thereafter either face-to-face or by telephone or videoconferencing. 
	
	

	All such contacts shall include direct communication between the CSU staff and the juvenile.
	
	

	
	
	

	300 (B). Predispositionally placed juvenile.

The case of each predispositionally placed juvenile shall be reviewed at least every 10 days in accordance with approved procedures to determine whether there has been a material change sufficient to warrant recommending a change in placement. 
	
	

	
	
	

	310 (A). Postdispositional detention.

When a court orders a juvenile to be detained postdispositionally for more than 30 days pursuant to subsection B of § 16.1-284.1 of the Code of Virginia, the CSU staff shall develop a written plan with the facility to enable such juvenile to take part in one or more community treatment programs appropriate for that juvenile's rehabilitation, which may be provided at the facility or while the juvenile is on temporary release status, as determined by that juvenile's risk to public safety and other relevant factors. The CSU shall provide a copy of the juvenile's social history to the post-dispositional detention program upon request.
	
	

	
	
	

	310 (B). Post-dispositional detention.

The case record of a juvenile placed in a postdispositional detention program pursuant to subsection B of § 16.1-284.1 of the Code of Virginia shall contain:

1. Social history;

2. Court order;

3. Reason for placement; and

4. Current supervision plan, if applicable.
· Documentation that a copy of the social history was sent to the detention home, if requested
	
	

	
	
	

	320. Notice of juvenile's transfer.

When CSU staff have knowledge that a juvenile has been moved from one residential facility to another residential facility and do not have knowledge that the juvenile's parents or legal guardians have been advised of the transfer, CSU staff shall notify the juvenile's parents or legal guardians within 24 hours and shall document the notification in the juvenile's case record.
	
	

	
	
	

	335 (A). Diversion.

When an intake officer proceeds with diversion in accordance with subsection B of § 16.1-260 of the Code of Virginia, such supervision shall not exceed 120 days. For a juvenile alleged to be a truant pursuant to a complaint filed in accordance with § 22.1-258 of the Code of Virginia, such supervision shall be limited to 90 days.

	
	

	335 (B). Diversion.

B. When a new complaint is filed against a juvenile who is currently under supervision in accordance with subsection A of this section, and the juvenile qualifies for diversion in accordance with subsection B of § 16.1-260 of the Code of Virginia, then the intake officer may proceed with diversion for an additional 120 days from the date of the subsequent complaint.
	
	

	
	
	

	335 (C). Diversion.

In no case shall a petition be filed by the CSU based on acts or offenses in the original complaint after 120 days from the date of the initial referral on the original complaint.
	
	

	
	
	

	336 (A). Social histories.

 A social history shall be prepared in accordance with approved procedures 

(i) when ordered by the court, 

(ii) for each juvenile placed on probation supervision with the unit, 
(iii) for each juvenile committed to the Department, 
(iv) for each juvenile placed in a postdispositional detention program for more than 30 days pursuant to § 16.1-284.1 of the Code of Virginia, or 
(v) upon written request from another unit when accompanied by a court order.  
	
	

	Social history reports shall include the following information

1. Identifying and demographic information on the juvenile;
	
	

	· Name of the juvenile
	
	

	· address
	
	

	· date of birth
	
	

	· sex
	
	

	· race
	
	

	· DJJ electronic data system number
	
	

	2. Current offense and prior court involvement;
	
	

	· Specific description of current offense
	
	

	· Prior court involvement – include past, present and pending petitions and dispositions
	
	

	· Response to court intervention
	
	

	· History of detention and placements ordered by the court
	
	

	· Any previous contacts with the CSU resulting in diversion and informal resolutions at intake, unless prohibited by the court
	
	

	· Contact with other CSUs
	
	

	· Victim impact statement, when ordered by the court
	
	

	3. Social, medical, psychological, and educational information about the juvenile;
	
	

	· Whether subject has driver’s license
	
	

	· Employment history
	
	

	· Peer relationships, including associations with a gang, association with peers involved in delinquent or negative behaviors, association with adult or juvenile pro-social individuals,
	
	

	· History of aggressive or violent behavior; beliefs regarding aggression as a conflict resolution strategy
	
	

	· Description of juvenile’s attitude toward delinquent behavior and acceptance of responsibility for actions
	
	

	· Juvenile’s skills in understanding the consequences of actions; ability to effectively set goals, solve problems, and control behavior and impulses
	
	

	· Medical or health history
	
	

	· Psychological
	
	

	· Current and past concerns about emotional and mental health status and treatment services
	
	

	· Impact of juvenile’s being a victim of any form of abuse, if applicable
	
	

	· Description of juvenile’s use of alcohol and drugs and the impact of use
	
	

	· Education – school status and functioning, including attendance, academic performance, behavioral adjustment, history of disciplinary problems, involvement in school activities
	
	

	· Juvenile’s perception of the value of education
	
	

	· Parent’s or guardian’s perception of the value of education
	
	

	4. Information about the family; and
	
	

	· Family and household status, including the juvenile’s living situation; parental supervision and disciplinary practices; how the family handles conflict; family activities; family resources (support system, community and economic resources)
	
	

	· Criminal histories of parents and persons residing in the household
	
	

	· Mental health  and substance abuse issues of parents and persons residing in the household
	
	

	· History of family abuse and/or the juvenile being a victim of abuse and/or neglect
	
	

	5. Dispositional recommendations, if permitted by the court.
	
	

	· Overall risk level determined by DJJ’s approved risk assessment instrument
	
	

	· Assessment of juvenile’s strengths or protective factors
· Assessment of family’s strengths or protective factors
	
	

	· Areas needing intervention
	
	

	· Name of report writer

· Date of the report

· Documentation of approval by supervisor
	
	

	
	
	

	336 (B). Social histories.

An existing social history that is less than 12 months old may be used provided an addendum is prepared updating all changed information. A new social history shall be prepared as required in subsection A of this section or when ordered by the court if the existing social history is more than 12 months old.
	
	

	· Post-dispositional reports shall be completed within 45 days of disposition
	
	

	· The report of a juvenile scoring “low risk” on DJJ’s approved risk assessment instrument may be in an alternative format that meets the requirements of 6VAC35-150-336 as approved by the individual CSU director. (Must include the five topical areas in subsection B)
	
	

	
	
	

	336 (C). Social histories.

Social history reports on adults may be modified as provided for in procedures approved by the CSU director after consultation with the judge or judges of the court.
	
	

	
	
	

	340. Beginning supervision. 

Within the timeframes established by approved procedures for beginning supervision, a probation or parole officer shall: 

1. See the juvenile face-to-face; 
Juvenile shall be seen face-to-face within five working days of receipt of the court order (Look for a date stamp. If no way to determine receipt date use the date order was entered)
	
	

	2. Give the juvenile the written rules of supervision, including any special conditions, and explain these to the juvenile and, when appropriate, to the juvenile's parents or guardians; and 
	
	

	3. Document these actions in the case record.
	
	

	
	
	

	350 (A). Supervision plans for juveniles. 

To provide for the public safety and address the needs of a juvenile and that juvenile's family, a juvenile shall be supervised according to a written individual supervision plan, developed in accordance with approved procedures and timeframes, that describes the range and nature of field and office contact with the juvenile, with the parents or guardians of the juvenile, and with other agencies or providers providing treatment or services.
	
	

	· The supervision plan shall be developed and discussed with the juvenile and parents or guardians within 45 days following disposition
	
	

	The following are minimum components of the supervision plan:
	
	

	· Development of goals shall be a joint effort involving the PO as facilitator and the juvenile and parent as contributors 
· Signature of the juvenile and parent on the plan
	
	

	· Selected risk factors
	
	

	· Assessment of the juvenile and family’s motivation for change
	
	

	· Statement of needs or goals
	
	

	· Action steps or behavioral objectives to accomplish goals
	
	

	· Specific time frames for action steps that do not exceed the projected duration of probation
	
	

	· Frequency of contacts with supervision plan participants, including external agencies
	
	

	· The case narrative shall include entries indicating that the supervision plan has been discussed by all parties
	
	

	
	
	

	350 (B). Supervision plans for juveniles. 

In accordance with approved procedures, each written individual supervision plan shall be reviewed 
(i) with the juvenile and the juvenile's family at least once every 90 days, and 
	
	

	(ii) by a supervisor from both a treatment and a case management perspective to confirm the appropriateness of the plan at least once every 90 days
	
	

	(iii) The supervision plan if revised must be reviewed and approved by the supervisor and shall be signed by the juvenile and parents
	
	

	
	
	

	365. Supervision of adult on probation.

For an adult convicted of a criminal act for which the juvenile court retained jurisdiction pursuant to § 16.1-241 of the Code of Virginia and the juvenile court does not order specific conditions of supervision, a supervision plan for the adult probationer shall be prepared within 30 days of the disposition. The adult and that adult's family, if appropriate, must be consulted in development of the supervision plan. 
	
	

	
	
	

	380. Violation of probation or parole. 

When a probationer or parolee violates the conditions of the individual's probation or parole, unit personnel shall take action in accordance with approved procedures. 
	
	

	Probation officers will discuss the matter with appropriate supervisory staff before proceeding
	
	

	If a violation of probation is filed, the petition shall include: 

The date the juvenile was placed on probation 

The date, time and manner in which notice of the terms of probation were given; and 
A specific description of the nature of the violation.
	
	

	Action shall be documented in the DJJ electronic data collection system
	
	

	
	
	

	390 (A). Transfer of case supervision.

When the legal residence of an individual under the supervision of a CSU is not within the jurisdiction of the original CSU, the supervision of the case may be transferred to another unit in Virginia in accordance with § 16.1-295 of the Code of Virginia and approved procedures.
	
	

	(Transfer of Probation)

Written request for “courtesy” supervision to the district where the juvenile currently resides
	
	

	Originating CSU shall supervise the case until accepted in writing
	
	

	If the receiving CSU accepts without a social history, the receiving CSU must complete a social history within 45 days
	
	

	The originating CSU shall provide to the receiving CSU the following:

     Copies of petition(s) or warrants;
	
	

	     A social history, updated if more than one year old. (The

     originating CSU may ask the receiving CSU to complete the 

     social history) 
	
	

	     A copy of the court order placing the individual under

     supervision, including the rules and conditions ordered by 

     the court and the length of time, if specified, that the 

     individual is to remain under supervision;
	
	

	     A signed copy of the acknowledgement of the rules and  
     conditions;
	
	

	     Summary of the supervision or supervision and family 

     Involvement plan, as appropriate;
	
	

	     Most recent known address of the juvenile and the

      juvenile’s parent or guardian, if applicable, or as otherwise 

     agreed on by the units involved;
	
	

	     A current custody order, if applicable; and 
	
	

	     Current copy of the juvenile offense history.
	
	

	     The originating CSU shall grant BADGE caseload access to

     the receiving unit.
	
	

	Upon receipt of a request for transfer, the receiving CSU shall investigate and respond in writing within 30 days.
	
	

	The receiving CSU shall prepare and provide a recommendation to the original court for release.
	
	

	(Transfer of Parole)

Written request for parole supervision to the “receiving “ CSU where the juvenile currently resides
	
	

	A Transfer of Supervision Form (DJJ Form 9351A), which transfers jurisdiction for supervision, must accompany the written request for parole services.
	
	

	The responsibility for supervising the case rests with the committing CSU until written acceptance of the transfer is received from the receiving CSU.
	
	

	The committing CSU shall provide to the receiving CSU the following:

     Copies of petition(s), warrants, and related court orders;
	
	

	    The updated DJJ face sheet, social history, comprehensive 

    evaluation from RDC, updated reports from the JCC, 
    psychological evaluations, school reports, service plan, 

    family involvement plan, any other case-related reports, and

     the Transfer of Supervision form, if applicable;
	
	

	     A signed copy of the acknowledgement of the rules and

     conditions of parole, if already completed;
	
	

	     A summary of supervision to date, if applicable;
	
	

	     Most recent  known address of the parent or guardian and

     proposed address of the juvenile; (Look for items noted in a cover letter or email transmission)
	
	

	     A current custody order, if applicable; and 
	
	

	     Current copy of the juvenile offense history.
	
	

	      The committing CSU shall grant BADGE caseload access to

      the receiving CSU.
	
	

	      Upon receipt of a request for transfer, the receiving CSU

     shall investigate and respond in writing within 30 days.
	
	

	
	
	

	390 (B). Transfer of case supervision.

When transferring or receiving supervision of a juvenile on probation or parole to or from another state CSU staff shall do so in accordance with the Interstate Compact Relating to Juveniles, Article 14 (§ 16.1-323 et seq.) of Chapter 11 of Title 16.1 of the Code of Virginia.
	
	

	
	
	

	400. Notice of release from supervision. 

Notice of release from supervision shall be given in writing to the individual under the supervision of a CSU and to the parents or guardians of juveniles. Such notification shall be appropriately documented in the case record in accordance with approved procedures. 
	
	

	The supervisor’s approval is required to present the recommendation to the court.
	
	

	Copies of written notification or court orders releasing a probationer shall be placed in the case file.
	
	

	The probation officer shall document the release and complete the probation evaluation in the DJJ electronic data collection system.
	
	

	
	
	

	410 (A). Commitment information.

When a juvenile is committed to the Department, the juvenile may not be transported to the Reception and Diagnostic Center (RDC) until (i) the items and information required by the Code of Virginia and approved procedures have been received by RDC and (ii) the case is accepted by RDC. 
	
	

	A cover letter to include:

· Juvenile’s full name and date of birth;

· DJJ Juvenile Tracking System (JTS) number (not case file number)

· Date of commitment and name of committing judge;

· Medical or behavioral alerts (major health or behavioral problems);

· Current medications (indicate if they will be sent to RDC);

· Names(S) of any codefendants or victims of the committing charge; and

· Name of CSU staff providing parole supervision or supervisor with address, telephone, and fax numbers.
	
	

	Copy of the record of the proceeding (if available)
	
	

	Copy of the Commitment  Order, which shall include the Code 
section(s) and a description of the charge(s)
	
	

	Copy of police report or affidavit and probable cause statement (when available).
	
	

	Copy of any petitions, detention orders, or detainers for outstanding charges or court appearances known to the committing CSU.
	
	

	Immunization records (if available)
	
	

	Mental health, psychological, and psychiatric evaluations, discharge summary from hospital, and list of medications (where applicable).
	
	

	Social History Report (prepared within one year) and addendum, if applicable. 
	
	

	Commitment Face Sheet (DJJ Form 9332A) completed at commitment to ensure current information.
	
	

	The Juvenile Offense History Form (DJJ Form 9332B) to include both current and prior convictions.
	
	

	School re-enrollment form, including documentation of the request to the school division regarding the school’s obligation to submit information within five business days and the letter to detention, when applicable. The parole officer shall send to RDC any transcripts, IEP, or GED information that is available from case files.
	
	

	A full Assessment using the YASI, the approved DJJ risk assessment. The results shall include completion of the Behavior Analysis found in the YASI software.
	
	

	Substance abuse screening and assessment data, when available.
	
	

	Information required for the Child Support Enforcement Application, if applicable.
	
	

	Information required by the Sex Offender Information Checklist (Procedure 9435) if the juvenile’s current or prior offense history includes a sex offense.
	
	

	Copy of the order requiring registration if the juvenile is ordered by the court to register on the Sex Offender and Crimes Against Minors Registry.
	
	

	
	
	

	410 (B). Commitment information.

If a juvenile is transported to the Department directly from the court, in addition to ensuring the immediate delivery of the items required in subsection A of this section, unit staff shall immediately notify RDC by telephone of the juvenile's impending arrival. 
	
	

	
	
	

	415. Supervision of juvenile in direct care. 

For a juvenile placed in direct care, the probation or parole officer shall, in accordance with approved procedures, do the following: 

1. Develop and implement a family involvement plan.

2. Develop a parole supervision plan.

a. For a juvenile indeterminately committed to the 

    Department pursuant to subsection A (14) of 

    § 16.1-278.8 and § 16.1-272 of the Code of Virginia, 

    CSU staff shall complete a parole supervision plan 

    in accordance with approved procedure.

b. For a juvenile determinately committed to the 

    Department pursuant to subdivision A (17) of 

    § 16.1-278.8 or §§ 16.1-285.1 or 16.1-272 of the Code 

    of Virginia, a parole supervision plan shall be 

    prepared for all serious offender judicial review 

    hearings as required by law and in accordance with 

    approved procedures.

3. Send a report on the family's progress toward planned 

     goals of the family involvement plan to the facility at  

    which the juvenile is housed.
	
	

	
	
	

	420. Contacts during juvenile's commitment. 

During the period of a juvenile's commitment, a designated staff person shall make contact with the committed juvenile, the juvenile's parents, guardians, or other custodians, and the treatment staff at the juvenile's direct care placement as required by approved procedures. The procedures shall specify when contact must be face-to-face contact and when contacts may be made by video conferencing or by telephone. 
	
	

	With Juvenile

Meet face-to-face with the juvenile at least once every 90 days in person or via video conferencing.
	
	

	When the assigned parole officer is unable to visit the juvenile at the JCC during the 90 days, a representative of the CSU shall make the required face-to-face contact for the assigned parole officer. In such cases, the assigned parole officer shall nevertheless contact the juvenile by telephone, video conferencing, or face-to-face at least once during the 90-day period.
	
	

	With Family

Meet with the family or legal guardian face-to-face at least once every 90 days.
	
	

	Contact the parent or legal guardian at least monthly to provide identified services and support consistent with the Parole Supervision and Family Involvement Plan.
	
	

	With JCC
	
	

	Contact the JCC once every 30 days to discuss progress, plan changes and placement. This contact may be via electronic mail, in writing, face-to-face, telephone, or video conferencing.
	
	

	Participate in institutional treatment team meeting when possible and as appropriate and address treatment team issues during the monthly contact with the JCC.
	
	

	Provide a written report to the JCC or alternative placement every 90 days regarding progress of the family.
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