C400-016

DETENTION CALENDAR

	DATE OF ISSUE:

APPLICABLE TO:

LEGAL BASIS:

RELATED POLICY RELEASES:

NON-CWS/CMS FORMS:

CWS/CMS FORMS:

SUPERSEDES AND CANCELS:
	07/26/01

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

None

None

Detention Calendar

None

None


A.
WHEN:

A CASE HAS BEEN ASSIGNED TO A COURTROOM AND 




PLACED IN THE DETENTION CALENDAR BASKET

	WHO
	
HOW

	
	

	Juvenile Court Services Support Staff

(Edelman)
	1.
Assign a Court Number to the case.

2.
Assign an identifying number, i.e., 1, 2, 3, to identify the case's 
place on the Detention Calendar for the assigned courtroom.

3.
Create a calendar for each courtroom.  The calendar shall 
include the following information:

a)
child's name

b)
court number

c) assigned case-carrying CSW's name

d) assigned CSW's telephone number

e)
assigned CSW's office location

f)
whereabouts of child

g)
whether child is to appear in court

4.
Photocopy and distribute the calendar as follows:




	WHO
	
HOW

	
	

	Juvenile Court Services Support Staff

(Edelman)
	a) nine sets for the assigned courtroom

b) one set for all other courtrooms

c) one set for the Court Clerk's office

d) six sets for Transportation

e) ten sets for the Dependency Investigation Assistant

f) one set for County Counsel

g) one set for IDC support staff

h) one set for IDC DIA

i) four sets for the Public Health Nurses (Tuesdays and Wednesdays only)

5.
Create and photocopy an Alphabetical List.  The list shall be 
sorted by the oldest sibling's last name and the Court's 
department number.  Distribute the list as follows:

a) one copy to the Court Clerk's office

b) one copy to the IDC Desk Officers

c) four copies to the Public Health Nurses (Wednesdays and Thursdays only)


B.
WHEN:

A CASE HAS BEEN ASSIGNED TO A LANCASTER 





COURTROOM AND PLACED IN THE DETENTION 





CALENDAR BASKET

	WHO
	
HOW

	
	

	Juvenile Court Services Support Staff

(Edelman)
Juvenile Court Services Support Staff

(Lancaster)
	1.
Complete the steps in A. with the exception of number 4. and 
photocopy and fax the calendar to the Juvenile Court in 
Lancaster.

1. Receive the faxed calendar from Edelman Court.  Photocopy and distribute as follows:

a) one set for each courtroom

b) one set for Transportation

c) one set for the SCSW

d) one set for the IDC DIA

e) one set for IDC support staff

f) one set for County Counsel


Prepared By: Ree Osbrink
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