C400-002

PROCESSING PROBATE LEGAL GUARDIANSHIP REQUESTS

DATE OF ISSUE:



07/06/01

APPLICABLE TO:



Court Support Staff, Their Supervisors and Assistant Administrative 






Support Manager

LEGAL BASIS:



None

RELATED POLICY RELEASES:
None

NON-CWS/CMS FORMS:

Guardianship Screening Log








Guardianship Investigation/Assignment Log








Guardianship Termination/Rejection Log








Guardianship Referral Record








Probate Referral Letter








Assignment Letter
CWS/CMS FORMS:


None
SUPERSEDES AND CANCELS:
None

A.
WHEN:

PROCESSING A PROBATE GUARDIANSHIP PETITION 




WHEN PETITIONER IS A RELATIVE

	WHO
	
HOW

	
	

	Court Support Staff
	1. Date stamp and initial guardianship petition.

2. Search the Guardianship Referral computer file for prior record(s).

a)
If a record is found, retrieve it and update the new 
information on the Guardianship Referral Record.

b)
If no record is found, create a new guardianship 
referral.

3. Complete the Guardianship Screening Log with the following information.

a) proposed legal guardian's name

b) date received

c) date processed

d) court number

e) court date




	WHO
	
HOW

	
	

	Court Support Staff
	4. Search the following applications for open or closed record(s) and print the results.

a) Juvenile Automated Index (JAI)

b) Single-Index (formerly known as Welfare Case Management Information System – WCMIS)

c) Child Welfare Services/Case Management System (CWS/CMS)

NOTE:  All printout results remain at court.



	
	When no record or a closed record is found, proceed to step 6.

If an open case is located for either the child or proposed guardian, complete the Guardianship Investigation/Assignment Log with the following information:

a) child’s name

b) date received

c) date assigned

d) court number

e) probate guardianship court date

f) assigned region/office that will conduct the guardianship investigation

5.
Prepare and print three copies of the Assignment Letter. 

a)
Attach two copies to the guardianship petition packet 
and mail to the assigned region.

b)
Attach the third copy of the letter and printouts to the 
petition packet and file in designated office file.



	
	6.
Prepare and print two copies of a Probate Referral Letter.

a)
Mail one copy of the Probate Referral Letter to 
probate court.

b)
Attach the second copy of the Probate Referral Letter 
and 
printouts to the copy of the petition and file in 
designated office file.


B.
WHEN:

PROCESSING A PROBATE GUARDIANSHIP PETITION 




WHEN PETITIONER IS A NON-RELATIVE

	WHO
	
HOW

	
	

	Court Support Staff
	1.
Date stamp and initial the guardianship petition.

2.
Search the Guardianship Referral computer file for prior 
record(s).

a)
If a record is found, retrieve and update new 
information on the Guardianship Referral Record.

b)
If no is record found, create a new guardianship 
referral.

3.
Complete the Guardianship Screening Log with the 
following information.

a) proposed legal guardian's name

b) date received

c) date processed

d) court number

e) court date

4.
Search the following applications for open or closed 
record(s) and print the results.

a) Juvenile Automated Index (JAI)

b) Single-Index (formerly known as Welfare Case Management Information System – WCMIS)

c) Child Welfare Services/Case Management System (CWS/CMS)

NOTE:  All printout results remain at court.

5. Complete the Investigation/Assignment Log with the following information.

a) child’s name

b) date received

c) date assigned

d) court number

e) probate guardianship court date

f)
assigned office that will conduct the guardianship 
investigation

	WHO
	
HOW

	
	

	Court Support Staff
	6.
Complete and print three copies of the Assignment 
Letter.  

a) Attach two copies to the guardianship petition packet and mail to the assigned region.

b)
Attach the third copy of the letter and the source 
documents to the petition packet and file in 
designated office file.


C.
WHEN: 
PROCESSING FOLLOW-UP DOCUMENTATION

	WHO
	
HOW

	
	

	Court Support Staff
	1.
Date stamp and initial documentation.

2.
Search the Guardianship Referral computer file for prior 
record(s).

If a record is found, retrieve and update new information on the Guardianship Referral Record.

3. Complete the Guardianship Screening Log with additional information.




D.
WHEN:

PROCESSING TERMINATION PETITIONS AND 






TEMPORARY GUARDIANSHIP PETITIONS

	WHO
	
HOW

	Court Support Staff
	1.
Date stamp and initial documentation.

2. Access and annotate the Guardianship Termination/Rejection Log with the following information:

a) legal guardian's/petitioner's name

b) child's name

c) date received

d) reject reason

e) court number

f) court date

3.
Create a guardianship referral.

4.
Print two copies of referral, attach documentation and 
file in designated office file.


E.
WHEN:

PROCESSING THE MONTHLY REPORT

	WHO
	
HOW

	Court Support Staff
	1. Access the Guardianship Screening, Investigation/Assignment, and Termination/Rejection Logs and total each log.

2.
Compile numbers onto the Juvenile Court Services 
Guardianship Monthly Report.

3.
Print four copies of the report and distribute one to each 
of the following:

Director of Court Services

Clerical Administrator

Clerical Supervisor

Designated office file with the monthly logs attached




Prepared By: Ree Osbrink
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