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ADVERSE DECISIONS

DATE OF ISSUE:




09/18/01

APPLICABLE TO:
Juvenile Court Services Support Staff, Their Supervisor and the Administrative Support Services Manager

LEGAL BASIS:




None

RELATED POLICY RELEASE(S):
None

NON-CWS/CMS FORM(S):


Adverse Decisions

CWS/CMS FORM(S):



None

SUPERSEDES AND CANCELS:

None

A.
WHEN:

ADVERSE DECISIONS ARE RECEIVED FROM THE 






SANCTION DESK

	WHO
	       HOW

	
	

	Court Support Staff

Court Support Staff


	1. Receive the Adverse Decisions from the Sanction Desk.

2. Access the Adverse Action Tracking System.

a) Enter the hearing date, the hearing officer’s name, courtroom department number, the Court Officer’s name, the Deputy County Counsel’s name, the next hearing date, and type of hearing onto the Hearing Information Page.

NOTE:  If the child is not listed on the Hearing Information Page, click ADD CHILD and enter child’s last name, first name, and date of birth, if available.  Follow this process for every child listed on the Adverse Decision.

b) Enter the CSW’s name, the SCSW’s name, their phone numbers and date called.  Use the hearing date if “called on” is not filled in.  Once all the areas are filled in on the CSW page, a reference number will be assigned.  Write this number on the Adverse Decision.


c)
Type the Adverse Ruling as it is written in the 

“Adverse Ruling” section.


d)
Type the legal action taken by the Count 


Counsel as it is written in the “Legal Action” 

section.  

e) Complete the “Name and Position of Minor’s Attorney” section and any remarks.


f)
Add the name of the SCSW and date assigned 

on the SCSW/DRA page.  Then click the 


number 36 under the SCSW Code.  Add the 


SCSW’s name and the number 36 under “Key 

Words.”



NOTE:
The Adverse Decision Tracking System 

still 
reads “SCSW/DRA Page” although the 


DRA is now the ARA.


3.
Return the Adverse Decisions to the Sanction desk 
for filing.


B.
WHEN:

PROCESSING ADVERSE DECISIONS RETRIEVED FROM 




THE ARA'S BASKET

	WHO
	       HOW

	
	

	Court Support Staff


	1. Receive the Adverse Decisions from the ARA's basket.

2. Access the Adverse Action Tracking System and retrieve the Adverse Decision Ruling, using either the reference number or the court number.

a) Add the ARA’s notes on the Hearing Information Page.


b)
Add the ARA’s name and the date the notes 


were reviewed on the SCSW/DRA page.


c)
Add the codes indicated by the ARA under DRA 

Codes.

3. Initial the Adverse Decisions.

4.
Place the Adverse Decisions in the SCSW’s 
mailbox.
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