C400-004

REQUESTS FOR PUBLICATION OF CITATION

	DATE OF ISSUE:
	06/14/01

	APPLICABLE TO:
	Publication Clerks, Their Supervisor and The Administrative Support Services Manager

	DOCUMENTS:
	None

	FORMS:
	Publication Gram
Publication Transmittal
Publication Log
Unreturned Publication Log

	SUPERCEDES AND

CANCELS:


	
None


It is the responsibility of the Publication Clerk to process requests for Publication of Citation packets by 10:00 A.M. each business day.

A.
WHEN:

PROCESSING REQUESTS FOR PUBLICATION OF CITATION 



PACKETS

	WHO
	
HOW

	
	

	Publication Clerk
	1. Receive packet.  The packet may consist of several documents but at a minimum it must have a DCFS 4376, Application for Order for Publication of Citation, signed by the CSW and a DCFS 4378, Order for Publication of Citation, signed by the hearing officer.  If not, or the DCFS 4376 is not signed by the CSW, date stamp and return the packet for corrective action.

2. Date stamp the DCFS 4378.

3.
Access and search the Publication Log for prior record(s).

a) If an open record is found, update the record.

b) If a closed record is found, enter a new record.

c) If no record is found, enter a new record.

4.
Complete a Publication Gram with the following information 
and 
attach it to the packet:

a) CSW's name

b) region

c) office

d) court department number


	WHO
	
HOW

	
	

	Publication Clerk
	
e)
child’s name


f)
court number

5.
Complete a transmittal in triplicate with the following 
information:

a)
today’s date

b)
court department number

c)
court number 

d)
child’s name

6.
Attach two copies of the transmittal to the packet and forward 
to the Court Liaison by 10:00 A.M.

7.
File the third copy of the transmittal in designated office file.

8.
Upon receipt of the packet from the court, complete the 
following:

a)
Update the Publication Log.

b)
Complete a transmittal and return packet to the CSW.

c)
File copies in designated office file.




B.
WHEN:

CHECKING THE DAILY STATUS OF THE REQUESTS FOR 



PUBLICATION

	WHO
	HOW

	
	

	Publication Clerk
	1.
Retrieve the transmittal from the designated office file.

2.
Access and search the Publication Log for the status of the 
publication.

a) If the publication process is complete, no action is 
necessary.

b)
If the publication process is pending, enter the following 
information on the Unreturned Publication Log.

i.
court number

ii.
child’s name

iii.
court department number




	WHO
	
HOW

	
	

	Publication Clerk
	iv.
date the publication was sent to the Court Officer's 
SCSW

v.
name of the SCSW of the Court Officer responsible for 
the publication

3.
Complete a cover letter addressed to the appropriate court 
officer's SCSW.

4.
Attach a copy of the Unreturned Publication Log and forward 
to the Court Liaison SCSW.

5.
File copies in the designated office file.




C.
WHEN:

COMPLETING LETTERS TO THE ARA’S REGARDING 




UNRESOLVED PUBLICATIONS

	WHO
	
HOW

	
	

	Publication Clerk
	1. On the first business day of each month, retrieve the Unreturned Publication Log from the designated office file.

2.
Type a cover letter to the appropriate ARA, attach the 

Unreturned Publication Log and forward it.
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