C400-012

REQUESTING CASE RECORDS

DATE OF ISSUE:




11/28/01

APPLICABLE TO:




Juvenile Court Services Support Staff, Their Supervisor and 







Administrative Support Services Manager

LEGAL BASIS:




Welfare and Institution Code 827-828

RELATED POLICY RELEASES:

None

NON-CWS/CMS FORMS:


Request for Information









Requested Record Printout









PA-6-1, Miscellaneous Transmittal









DCFS 6-2, Closed Case Transmittal









DCFS 2241, Closed Case Retrieval Request









DCFS Records Request Letter

CWS/CMS FORMS:



None

SUPERSEDES AND CANCELS:

None

Certain agencies, their authorized personnel and other individuals related to the child may be granted access to dependency court cases if they meet the provisions of WIC 827 or WIC 828.  The interested parties must file either a petition with the court and the presiding judge must sign the petition; or the interested party must sign a declaration in support of access to the case record.  Further, when a petition is filed pursuant to WIC 827, the court must grant an opportunity to those who disagree with the release of the child’s case record to present their objections.

While the legislature wishes to promote “more effective communication” among the courts and agencies that service children, confidentiality remains a priority.  All information must be redacted which could identify another child, as well as privileged information and/or material marked “confidential attorney-client privileged information.”

Thus, the task of the court support staff must be certain that these requirements are met before a child’s case record is released for inspection and to track these cases that are being reviewed by others outside the jurisdiction of the Children’s Court.

A.
WHEN:

A REQUEST TO REVIEW A DEPENDENCY CASE IS 





RECEIVED

	WHO
	HOW

	
	

	Court Support Staff

Court Support Staff
	1.  Receive a request for a dependency case record.

a. All requests must have a signed petition or a signed declaration in support of access by the hearing officer before the case record may be inspected.

b. The redacting team must review the case record.

NOTE:
The redacting team determines the information in the case record that will be released based upon the Court’s order, the WIC 827, WIC 828 and the need to preserve the confidentiality of this child and other children.



	Court Support Staff


	2. Locate the case record.

a.
Send for the case record using the correct form 
according to the location of the case

b. Log the information on the Requested Case Printout

3. Upon receipt of the case record, type the date received on the Requested Case Printout.

4. Send the case record to the redacting team if they have not reviewed it previously.

NOTE:
The redacting team must review any case record before it is sent out.

5. When the case record is returned, inventory all the folders and files in the case record and note on the transmittal.

6. Send out the case record, using the appropriate transmittal.

7. When the case record is returned, record the date on the Requested Case Printout and check that the case record is complete according to the inventory.

8. Return the case to the original sender.


NOTE:
Review the Requested Case Printout 
regularly for any cases that are not returned within a 
calendar month and request their return.
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