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	NOTIFICATION OF DETENTION HEARING
Termination of Contracted Services
This is to advise staff that effective January 14, 2008, DCFS will terminate its’ contracted services for the delivery of Notification Letters.  Notification of the initial detention hearing function is transitioning from a contract for personal delivery of a written notice to an internal DCFS process handled by each DCFS Regional Office.  

Notification Letter

DCFS sends Notification letters to families, caregivers and legal guardians regarding specific legal action or proceedings, of which the County is responsible to provide either oral or written notice prior to the Initial Hearing.  Notification letters can be used to provide written notice for the Initial Hearing.

· A Notification Letter is only necessary if the CSW was unable to provide oral notice for the Initial Hearing.

· Each office will use existing staff and develop procedures for processing notification letters.  

· Notification Letters will be sent by 1st Class mail.  

In order for the notice to be timely, the Notification Letter must be mailed on the same day, as the day the child was detained and the letter MUST be postmarked and at the Post Office by the close of business.   

The Notification Letter will be available on LA Kids in the Forms Section by 1/14/08.
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If you have any questions regarding this release please 


e-mail your question to:

Policy@dcfs.co.la.ca.us


Clerical Handbook: http://lacdcfs.org/Policy/Hndbook%20Clerical/Default.htm
Child Welfare Services Handbook: http://lacdcfs.org/Policy/Hndbook%20CWS/default.htm

FYI’s: http://lacdcfs.org/Policy/FYI/TOCFYI.htm
PROCEDURES FOR DAYTIME CSWS

(1)
Each office will designate clerical staff to process the Notification Letters.  

(2)
The CSW is responsible for noticing parties for the Initial Hearing.  Notice may be oral or written.  The CSW will only initiate written notice if they have been unable to provide oral notice. 

(3)
The CSW will complete the Notification Letter request.  (Forms will be available on LA Kids)  There are separate notices for the Edelman court and the Antelope Valley court.  The CSW will submit the Notification Letter to the clerical staff for processing. The Notification Letter must be submitted on the same day of the child was detained.  

(4)
The clerical staff will process the request.  Including addressing the envelope, stamping mail and mailing out the letters by the time designated in each office.  


It is recommended that a 4:00 PM cutoff time be used.   Clerical staff will establish control logs to track Notification Letters. 

(5)
Each office will establish a schedule for the delivery of mail to the Post Office.  Some offices have existing schedules for the pickup of US mail.

(6)
The CSW will document the method of notice provided for all parties in the Detention Report.

NOTE:
In case were a Notification Letter was not sent out by 4 PM (e.g. a detention taking place late in the day or after hours), CSWs should continue to attempt to verbally notify the parent (by telephone, leaving a voice mail, at a TDM, etc.) of the date of the detention hearing.  CSWs have up until 24 hours prior to the detention hearing to do so.  
PROCEDURES FOR ERCP 

(1).
ERCP will designate clerical staff to process Notification Letters.

(2).
The CSW will complete the Notification Letter request.  (Forms will be available on LA Kids)  The CSW will submit the Notification Letter to the clerical staff to process.  The Notification Letter is only necessary if the CSW was unable to provide oral notice.  The Notification Letter must be submitted on the same day of the detention.

(3).
The clerical staff will process the request, including addressing the envelope, stamping mail and mailing out the letters by the designated time (Time to be determined by ERCP.). Clerical staff will establish control logs to track Notification Letters.  
(4).
ERCP will establish a schedule for the delivery of mail to the Post Office.  

(5).
The CSW will document the method of notice provided for all parties in the Detention Report.

DETAINED PETITIONS

PAPERWORK AND INITIAL HEARING TIMEFRAMES

	DAY DETAINED


	PAPERWORK TO IDC
	INITIAL HEARING

	Monday and Tuesday Before 8:00 Am


	Wednesday
	Thursday

	Tuesday and Wednesday Before 8:00 AM


	Thursday
	Friday

	Wednesday and Thursday Before 8:00 AM


	Friday
	Monday

	Thursday and Friday Before

8:00 AM


	Monday
	Tuesday

	Friday

Saturday

Sunday

Monday (before 8:00 AM)


	Tuesday
	Wednesday


This schedule excludes Holidays.  Call IDC when there is a holiday to determine the modified timeframes for the submission of paperwork and the date of the Initial Hearing.  323-881-1303
EDMUND D. EDELMAN CHILDREN’S COURT

NOTIFICATION LETTER
	ADDRESSEE:


	DATE:



	STREET:



	CITY:


	COURT #                                          DEPT. #

 

	STATE                                             ZIP CODE


	OLDEST CHILD’S NAME:



	ENGLISH TEXT

A PETITION HAS BEEN FILED IN LOS ANGELES JUVENILE COURT INVOLVING YOU.  THE COURT REQUIRES YOUR ATTENDANCE AT THE DETENTION HEARING IN JUVENILE COURT AT; 201 CENTRE PLAZA DRIVE, MONTEREY PARK, CA  91754; (323) 526-6767.  REPORT TO THE RECEPTION DESK AT 8:30 AM ON______________.  PLEASE CALL INTAKE AND DETENTION CONTROL AT (323) 881-1303, BETWEEN 8 AM. AND 5 PM. TO CONFIRM THE COURT DATE AND INFORM THEM IF YOU ARE ABLE TO ATTEND THE HEARING.  TRY TO BRING WITH YOU THOSE RELATIVES TO WHOM THE COURT CAN CONSIDER RELEASING YOUR CHILD.

	SPANISH TEXT

UNA PETICION SE HA REGISTRADO EN LA CORTE JUVENIL DE LOS ANGELES CON REFERENCIA A SU(S) HIJO/ HIJOS. LA CORTE REQUIRE SU PRESENCIA EN LA AUDENCIA DE DETENCION EN LA CORTE JUVENIL.  DIRECCION:  201 CENTRE PLAZA DR. MONTEREY PARK, CA  91754; (323) 526-6767.  TIENE QUE ESTAR EN LA RECEPCION A LAS 8:30 AM EL DIA __________. POR FAVOR LLAME A CONTROL DE DETENCIONES AL (323) 881-1303 ENTRE 8 AM. Y 5 PM. PARA CONFIRMAR LA FECHA DE CORTE E INFORMELES SI VA A PODER ASISTIR A LA AUDIENCIA.  TRATE DE TRAER CON USTED AQUELLOS PARIENTES A QUIENES LA CORTE PUEDA CONSIDERAR ENTREGAR SU(S) HIJO(S).

	

	ADDITIONAL INFORMATION

	

	

	

	


CSW’S NAME:__________________________ Telephone Number: ______________

OFFICE:  

ADDRESS:

ANTELOPE VALLEY DEPENDENCY COURT

NOTIFICATION LETTER
	ADDRESSEE:


	DATE:



	STREET:



	CITY:


	COURT #                                DEPT. #

	CA                                             ZIP CODE
	OLDEST CHILD’S NAME

	ENGLISH TEXT

A PETITION HAS BEEN FILED IN LOS ANGELES JUVENILE COURT INVOLVING YOU.  THE COURT REQUIRES YOUR ATTENDANCE AT THE DETENTION HEARING IN JUVENILE COURT AT; 1040 WEST AVENUE J, LANCASTER, CA  93534. (661) 945-6439.  REPORT TO THE RECEPTION DESK AT 8:15 AM ON______________.  PLEASE CALL INTAKE AND DETENTION CONTROL AT (323) 881-1303, BETWEEN 8AM AND 5 PM, TO CONFIRM THE COURT DATE AND INFORM THEM IF YOU ARE ABLE TO ATTEND THE HEARING.  TRY TO BRING WITH YOU THOSE RELATIVES TO WHOM THE COURT CAN CONSIDER RELEASING YOUR CHILD.

	SPANISH TEXT

UNA PETICION SE HA REGISTRADO EN LA CORTE JUVENIL DE LOS ANGELES CON REFERENCIA A SU(S) HIJO/ HIJOS. LA CORTE REQUIRE SU PRESENCIA EN LA AUDENCIA  DE DETENCION EN LA CORTE JUVENIL.  DIRECCION:  1040 WEST AVENUE J, LANCASTER, CA  93534 (661) 945-6439.  TIENE QUE ESTAR EN LA RECEPCION A LAS 8:15 AM EL DIA______________.  POR FAVOR LLAME A CONTROL DE DETENCIONES AL (323) 881-1303 ENTRE 8AM Y 5 PM PARA CONFIRMAR LA FECHA DE CORTE E INFORMELES SI VA A PODER ASISTIR A LA AUDIENCIA.  TRATE DE TRAER CON USTED AQUELLOS PARIENTES A QUIENES LA CORTE PUEDA CONSIDERAR ENTREGAR SU(S) HIJO(S).

	ADDITIONAL INFORMATION

	

	

	

	


CSW’S NAME:__________________________ Telephone Number: ______________

OFFICE:  

ADDRESS:
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