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GENERATING CASELOAD COURT CALENDAR REPORTS





APPLICABLE TO:		Unit Clerk





REPORTS: 			Caseload Court Calendar Report





The Unit Clerk, at the request of the SCSW or CSW within the unit, will generate the Caseload Court Calendar Report.





This report presents all scheduled hearings for a specific caseload, including the name of the child calendared, service component, child’s juvenile court case number, child’s case identification number, hearing type, subtype and description, hearing date and time, court name, court location and the social worker’s name.





This report provides the social worker and/or supervisor with a schedule of court hearings that have been set but not heard for a specified period of time.





This report functions primarily as a hard copy calendar for the social worker.





The Unit Clerk will generate a Court Calendar Report weekly for each caseload in their unit.  The report will assist in creating reminders for submission of the DCFS 1726, School Report.





A.	WHEN:   GENERATING THE CASELOAD COURT CALENDAR REPORT





WHO�
       HOW�
�
�
�
�
UNIT CLERK�
Access the CWS/CMS application.  Open the Caseload application.


From the File Menu, select print report.  In the Area of Interest, select Caseload Reports, then select Caseload Court Calendar Report.  In the Select dialog box, select the caseload you want.  The Caseload Court Calendar Report dialog box opens prior to the printing of this document.


In Date Range select a From and To date to specify the time period you want the report to cover.  The From date cannot be earlier than the current date.  Click OK to close the dialog box and return to the Caseload Court Calendar dialog box.


Click Cancel to close the dialog box and return to the previous window.  The report will print.�
�
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