C300-023





CPU: PROCESSING MINUTE ORDERS





WHO:			CPU Supervisor, Court Calendar Control Clerk





FORMS:			Minute Orders


				Court Calendar Control Log


				JADE DCFS Calendar Summary





NOTEBOOKS:		Court Hearing Results





All Minute Orders are processed by the CPU unit.  This includes both Pre-Disposition and Post-Disposition court hearings.  The CPU receives all Minute Orders from court by way of the JADE application or DCFS messenger.  The CPU also receives alerts regarding transferred cases from the Transfer Clerk in the Regional office. 





The following information from the Minute Order or alert from the transferred case is recorded and updated to the Court Calendar Control and in the Court section of the CWS/CMS applications.





the assigned CSW’s file number,


the identifying number of the SCSW,


date, type and location of subsequent court hearing,


any continuance information,


any information regarding the termination of jurisdiction.





Once the two applications have been updated, the Minute Orders are delivered to the assigned SCSW.  Minute Orders are to be received by the SCSW no later than one working day after their arrival in the Regional office.





A.   WHEN:   PROCESSING MINUTE ORDERS





WHO�
     HOW�
�
�
�
�
COURT CALENDAR CONTROL CLERK�
Access the JADE application and print the Minute Orders and the JADE DCFS Calendar Summary.  Refer to the JADE User Guide for accessing and printing Minute Orders.


Minute Order Copies


		1)	If case is assigned to both a DI and case-carrying 				CSW, make a white copy for the DI CSW.


		2)	If unable to update the Court Calendar and 					CWS/CMS applications and distribute the Minute 			Orders the same day, print a pink copy for 					updating these applications the next business day.�
�






WHO�
     HOW�
�
�
�
�
COURT CALENDAR CONTROL CLERK�
		3)	Print a blue copy for the case-carrying CSW.  If 				there is only a DI CSW assigned to the case, the 				blue copy goes to the DI CSW.


		4)	For Minute Orders received from the DCFS 					Messenger, go to step 3.  If unable to update the 				Court Calendar and CWS/CMS applications and 				distribute the Minute Orders the same day, make a 			photo copy for updating these applications the next 			business day.


For the JADE Minute Orders, annotate the JADE Calendar Summary with the hearing date in the upper right hand corner.  Reconcile minute orders with the JADE Calendar Summary by highlighting the summary for every minute order received.  File Summary in notebook and monitor those minute orders not received on a daily basis.


Minute Orders received from the DCFS Messenger or JADE may or may not have a case number printed on them.  For those that do, access the Court Calendar application and enter the following information:


date, type and location of subsequent court hearing,


any continuance information,


any information regarding the termination of jurisdiction.


Access the CWS/CMS application, Court Section - Hearing Notebook, and enter the above information.


For Minute Orders that do not have case numbers printed on them, clear on CWS/CMS and/or WCMIS to locate.  Access the Court Calendar application and enter the information stated in number 3 above.   Refer to the CWS/CMS and WCMIS User Guides for search procedures.


Place Minute Orders in appropriate SCSW basket.�
�









CWS/CMS-CLERICAL #300-023 (4-10-98)		Page � PAGE �1� of  2











