C400-017

SHELTER CARE

	DATE OF ISSUE:

APPLICABLE TO:

LEGAL BASIS:

RELATED POLICY RELEASE(S):

NON-CWS/CMS FORM(S):

CWS/CMS FORM(S):

SUERSEDES AND CANCELS:
	09/13/01

Juvenile Court Services Shelter Care Support Staff and Their Supervisor 

None

None

DCFS 4360, Request for Juvenile Court Transportation

Transportation Pick-Up List

Courtroom Slip

Master Court Calendar

None

None


A.
WHEN:

A DCFS 4360 IS RECEIVED

	WHO
	
HOW

	
	

	Shelter Care

Support Staff
	1. File the DCFS 4360s by court date.

2.
On the last business day prior to the court date, telephone the 
foster parent or group home to confirm that transportation is 
needed for the following day.

For foster parents, ask for their license number.  If they are not licensed, transportation cannot be provided.  If the foster parent is certified by a Foster Family Agency (FFA), record the name and telephone number of the FFA's contact person, in case the foster parent is not available when Transportation returns the child.

3.
From the DCFS 4360, type the following information into the 
Shelter Care computer application:

a) Child's name

b) Child's age

c) Mother's name

d) Court department number

e) CSW's name

f) CSW's region


	WHO
	
HOW

	
	

	Shelter Care

Support Staff
	g)
CSW's telephone number

h)
CSW's pager number (if available)

i)
Name of group home or foster parent

j)
Address of group home or foster parent

k)
Telephone number of group home or foster parent

l)
Special Instruction Information

i. Behavioral Problems

ii. Handicapped

iii. Medications

iv. Dietary Restrictions

m)
Any additional information



	
	4.
Forward the DCFS 4360 to the Transportation Supervisor.


B.
WHEN:

VERIFYING THE DAILY SHELTER CARE POPULATION 




FOR JUVENILE COURT APPEARANCES

	WHO
	
HOW

	
	

	Logistics Desk Staff
	1. Receive the Transportation Pick-up Listings from the Transportation Workers.  Receive the Master Calendar from Juvenile Court Services Support Staff.  Receive the Courtroom Slips from the Logistics Coordinator.

2. Compare the Transportation Pick-up Listings with the Master Calendar and annotate the child's status, e.g., child is still sleeping, child already sent to school, child ill, child refuses to come to court, on the Master Calendar for each child scheduled for the day.

3. Telephone the courtrooms and notify them of the children who have arrived for their hearings.  Receive a calendar number from the court bailiff or court officer.

4. Annotate the calendar number on the Courtroom Slip associated with each child.  File the Courtroom Slip by courtroom number.

5. When the courtroom telephones for the child(ren), radio the Shelter Care staff informing them to escort the child to the designated courtrooms.




Prepared By: Ree Osbrink
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