C400-008

PROCESSING INTAKE AND DETENTION CONTROL PETITIONS

	DATE OF ISSUE:

APPLICABLE TO:

LEGAL BASIS:

RELATED POLICY RELEASES:

NON-CWS/CMS FORMS:

CWS/CMS FORMS:

SUERSEDES AND CANCELS:
	07/05/01

Juvenile Court Services Support Staff, Their Supervisor and Their Assistant Supervising Support Manager

None

None

Petition Log

Intake and Detention Control Log

WIC 300 Petition Checklist

DCFS 9-5, Court Document Folder

DCFS 179, Parental Consent and Authorization for Medical Care

DCFS 4346, Detention/Release Order

DCFS 4336, Court Number Control Log

Notice of Hearing on Petition
JV100, Petition

JV510, Proof of Service - Juvenile

None


A.
WHEN:

A WIC 300 PETITION CHECKLIST IS RECEIVED FROM THE 



INTAKE AND DETENTION CONTROL CSW

	WHO
	
HOW

	
	

	Court Support

Staff
	1.
Enter the child’s name on the Intake and Detention Control Log.

2.
Locate the child’s name, Juvenile Automated Index number and Court 
number on the Juvenile Automated Index system and write the numbers 
on the WIC 300 Petition Checklist.

If the child does not have a court number, assign one from the list of available court numbers provided by the court and complete a DCFS 4336 and file in designated office file.

3.
Photocopy the WIC 300 Petition Checklist and return the original to the 
Intake and Detention Control CSW.  From the information on the WIC 
300 Petition Checklist, complete the following forms:




	WHO
	
HOW

	
	

	Court Support

Staff
	a) DCFS 9-5

b) DCFS 179 (one for each child placed in out-of-home-care)

c) DCFS 4346 (one for each child in case)

d) Notice of Hearing on Petition (triplicate)

4.
Place the folder with the forms in the petition basket waiting for the 
Intake and Detention Control CSW to submit the petition packet.


B.
WHEN:

THE PETITION PACKET IS RECEIVED FROM THE INTAKE 




AND DETENTION CONTROL CSW
	WHO
	
HOW

	
	

	Court Support

Staff
	1. Log the petition on the Petition Log

2. Ensure that the Juvenile Automated Index and court numbers on the JV100 match with the numbers on the Petition Checklist.  If not, return to the Intake and Detention Control CSW for corrective action.

3. Photocopy the petition packet.

1 copy of the original petition for the judge

1 copy to County Counsel

2 copies to the court officer

4 copies for each attorney

1 copy to the Intake and Detention Control CSW

1 copy for child

1 copy for each sibling over the age of 10 years

1 copy for parent/legal guardian

4. Separate the packets by new, active and newly re-activated.

5.
Place the packets in basket designated for the Superior Court Clerk to 
pick up.




Prepared By: Ree Osbrink
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