C300-022

CPU: PROCESSING COURT REPORTS

DATE OF ISSUE:


September 6, 2000

APPLICABLE TO:


CPU Supervisors, Word Processors, CPU Photo Copy Clerks, Batch Control 




Clerks, Court Calendar Control Clerks, Administrative Support Services 






Managers

FORMS:




Court Report Log







Court Transmittal







Transcriber Production Log







DCFS 202, Court Processing Checklist







DCFS 203, Interested Parties Mailing List & Photocopy Request







DCFS 205, Send-Back Notice

DOCUMENTS:



None
SUPERSEDES & CANCELS:
C300-022, Dated March 5, 1998

CSW’s will submit court report packets to the Court Processing Unit In-Basket for processing. These packets contain various documents and forms.  The Court Processing Unit will maintain logs and controls, photocopy the court report, batch and mail copies of the court report in an expedient and diligent manner.

A.   WHEN:

CSW PLACES A CWS/CMS COURT REPORT PACKET IN THE 



CPU PHOTO COPY IN-BASKET

WHO
     HOW




CPU PHOTO COPY CLERK
1. Retrieve Court Report Packet from in basket.  Verify the DCFS 203 is attached and properly completed.

If not, complete a DCFS 205 with the appropriate reason(s) for return box(s) checked.  Attach to court packet and return to the appropriate SCSW.

2. Sign the Notices of Hearing on the Proof of Service line. Ensure the copies of all Notices of Hearing and Proof of Services are attached to all copies of court reports for every person listed on the DCFS 203.  Attach the original Notices and Proof of Services to the original court report. 

3. Photocopy the quantity indicated on the DCFS 203.

4. Place all copies for court in an envelope. Submit the envelope with original and any attachments to the Batch Clerk.



BATCH CLERK
1. Retrieve Court Report Packet from in-basket.  Attach copies of court report to notices and mail to parties indicated on the DCFS 203.  Forward original Court Report to the Court Calendar Control Clerk.

WHO
     HOW




BATCH CLERK
1. Sign bottom of DCFS 203, and attach top (white) copy to copy of court report and place in appropriate SCSW basket.

3.
File the blue copy of the DCFS 203 by date received.  
Retain for 6 months.

COURT CALENDAR CONTROL CLERK


1. Retrieve Court Report Packet from in-basket.  Access the Court Calendar Control Application and enter the date the court report and /or notices are sent to court.

2. For each court report, annotate the outside of an envelope with the court location (Montery Park or Lancaster), court department number, court date, court number, child's name(s), type of report, and caseload number. Insert court report into envelope and seal.

3. Access the Court Calendar Control application and enter the information from the envelopes.

4. Batch envelopes.  Print three copies of the Court Calendar Control transmittal. Place two copies of the transmittal on top of the batch.  Retain one copy for six months.  File by month.

5. Insert the batch into a messenger bag and lock.  Forward bags to the mailroom for messenger pick up.
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