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SANCTIONS

DATE OF ISSUE:




11/01/01

APPLICABLE TO:





Juvenile Court Services Support Staff, Their Supervisors and 




Administrative Support Services Manager

LEGAL BASIS:




None

RELATED POLICY RELEASE(S):
None

NON-CWS/CMS FORM(S):


Adverse Decisions









Daily Adverse Decision Assignment Log









Daily Staffing Report









Sanctions Log-Late/No Reports









Daily Sanction Case Summary Sheet









D008/R9-92, Notice to Cashier, Clerk’s Office









Daily Log









Monthly Adverse Decision Assignment Report









Monthly Sanction Report

CWS/CMS FORM(S):



None
SUPERSEDES AND CANCELS:

None

The Adverse Decision is completed by the court officer and identifies an order of the court that may endanger the child and/or is contrary to DCFS policy.  The Adverse Ruling section identifies one of the four types of orders given by the court.  The ruling of the court determines how to process the Adverse Decision on the Adverse Tracking System by the Court Support staff. While the Sanction Desk initially reviews all the Adverse Decisions, it only processes the Sanctions and the Orders to Show Cause.

A.
WHEN:  THE ADVERSE DECISIONS, SANCTIONS, ORDERS TO 




  SHOW CAUSE AND/OR ADMINISTRATIVE REVIEWS 




  ARE RECEIVED FROM THE COURTROOMS

	WHO
	       HOW

	
	

	Court Support Staff

Court Support Staff


	1. Obtain the Adverse Decisions from the Adverse In-Basket.

2. Read and categorize the Adverse Decisions according to the court’s ruling.

3. Log the Adverse Decisions and the Administrative Reviews on the Adverse Tracking System.

a) Assign the Adverse Decisions to the court SCSWs.

b) Assign the Sanctions and the Orders to Show Cause to the ITC desk.

c)
Assign the Administrative Reviews to the ARA responsible for the courtroom.

4. Refer to the Daily Staffing Report and assign the Adverse Decisions to the SCSWs on a rotation basis, with the exception of the Lancaster office.

NOTE:  SCSWs on vacation or leave are exempt from rotation.  The ARA assists in making the assignments.

5.
Assign all Adverse Decisions from Department 426, 
including all immediates, to the Lancaster SCSW.

6. Photocopy and distribute the Daily Adverse Decision Assignment Log to ARAs and the SCSWs.

NOTE:  The SCSWs also receive the Adverse Decisions and case information packet, if available.

7. Forward copies of the Adverse Decisions and the Administrative Reviews to the Adverse Decision Desk for processing.

8.
Read and sort the Sanctions and Orders to Show 
Cause. 

a)
Photocopy two copies of the Sanctions.

b)
Photocopy one copy of the Orders to Show Cause. 


B.
WHEN:

PROCESSING THE SANCTIONS ON THE DAILY 






SANCTION CASE SUMMARY REPORT

	WHO
	       HOW

	
	

	Court Support Staff


	1. Match the Sanction with the minute order.

a)
Review the Sanction and the minute order, 



checking to see that the amount of the fine and 


the due date agree.  Refer any discrepancies with 

the 
minute order, the Sanction, and/or the 



amount of the fine to the courtroom SCSW for 


resolution.

b)
If the minute order is not available, place the 


Sanction in the Waiting for Minute Order File.  


Contact the courtroom SCSW to obtain any 



missing minute orders if they do not appear 



on JADE within one business day.

c)
Print three copies of the minute order for each 


Sanction.

2. Process the Sanctions on the Daily Sanction Case Summary Report no later than one business day after the court hearing date.

a) Check the Waiting for Minute Order File to see if any missing minute orders are ready.

b) Add the Sanctions, beginning with the earliest date first, to the Daily Sanction Case Summary Report.

NOTE:
Only a Sanction with a minute order is listed on the Daily Sanction Case Summary Report.

	
	


C.
WHEN:     PROCESSING THE SANCTION CHECK AND RECEIPT

	WHO
	       HOW

	
	

	Court Support Staff

Court Support Staff


	1. E-mail the Daily Case Summary Report and the Sanctions to DCFS Finance Division.  Include the date and the amount of fine. 

2. Printout a Daily Case Summary Report and a Notice to Cashier.  Make three copies.

3. Staple the original Notice to Cashier, the Daily Sanction Case Summary Report Sheet and the Sanction for the Clerk’s Office and place in the Shelter Care and Transportation mail bin.

NOTE:  The Clerk’s Office fills out the Notice to Cashier.

4. Mail a copy of the Notice to Cashier, the Daily Sanction Case Summary Report Sheet and the Sanction to DCFS Finance Division.

5. File the third set in the Waiting for Check File.

6. Upon receipt of the check, match case name with the Daily Sanction Case Summary Report Sheet in the Waiting for Check File.  Write the number of the check on the report.

7. Take the check to the Clerk’s Office and pick-up receipts for previously submitted checks.

8. Match the check receipts with the Daily Sanction Case Summary Report in the Waiting for Receipt File.

9. Staple the original check receipt to the Daily Sanction Case Summary Report (one check receipt per page) and mail to DCFS Finance Division.

10. File the Daily Sanction Case Summary Report, the minute order and a copy of the Notice to Cashier daily at the ITC’s desk.

11. On the last business day of the month, place these files in the Suspense File and shred them every six months.




D. WHEN:   PROCESSING THE SANCTIONS LOG – LATE/NO REPORTS

	WHO
	       HOW

	
	

	Court Support Staff


	1. Read and sort the Sanctions and the Orders to Show Cause according to the courtroom department number.

a) Check with the SCSWs for any late Sanctions or Orders to Show Cause.

.


b)
Review earlier Sanctions Log-Late/No Reports


and the Daily Adverse Decision Assignment Logs

to avoid duplication and to reconcile the reports. 

2. Access the Sanctions Log-Late/No Reports on the Adverse Tracking System and input the Sanctions and the Orders to Show Cause.

a)
Use the current date on the Sanctions Log Late/
No Report.

NOTE:
The date of the Sanctions Log-Late/No Reports may vary from the date of the fine because the Sanctions may not be processed the same date as the fine was ordered.


b)
Add the Sanctions and Orders to Show Cause 


according the SCSW’s courtroom and assign to 


the ITC.

c)
Complete all the columns.  Type “no check” in 
the No Report Column for the Sanctions entries 
and “no fine” in the Sanctions Imposed Column 
for the Orders to Show Cause entries.


d)
Photocopy the Sanctions Log-Late/No Reports 


Log and distribute to the ARAs, the Clerical 


Administrator and the ITC supervisor.




E. WHEN:

PROCESSING THE STATISTICS

	WHO
	       HOW

	
	

	Court Support Staff

Court Support Staff

	1. Date the Daily Log for the week and record the number of Adverse Decisions and Sanctions received each day.

2. Forward the Daily Log each week to the Supervising Typist Clerk.

3.
Complete the Monthly Adverse Decision Assignment 
Report with the total number of daily Adverse 
Decisions and Sanctions for each courtroom 
SCSW.


NOTE:
These statistics are available on the 
Sanctions Log-Late/No Reports.
4.
Complete the Monthly Sanction Report.  Include the 
daily total number of cases on the courtroom 
calendar, the daily total number of Sanctions and the 
daily total amount of the fines.

NOTE:
This information is available from the Sanctions Log-Late/No Reports and the Monthly Adverse Assignment Log.

5.
Forward these statistical reports to the ARA who 
monitors Adverse Decisions.
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