Exhibit 1000.3-E


Instructions for Completing the Preliminary Report

Accurate and detailed completion of each field and narrative section of the Preliminary Report facilitates timely processing and reduces the need for Additional Information to be requested. The CMS should routinely review each juvenile's Juvenile Agency Information System (JAIS) record prior to submitting each Preliminary Report to determine compliance with Juvenile Justice Services Handbook (JJSH) case management standards and JAIS data entry requirements.  Please inform the CAFS Contract Manager if information is absent or insufficient per JJSH.  

Page 1 – Identifying Information

· Complete each field.

· If the type of complaint is not specified on the form, then please write it in.
Page 2 – Narrative Section
In addition to the Identifying Information provided on page one of the Preliminary Report, there is also standard information that should automatically be provided in the narrative section, found on page two of each report. 

The following list details relevant items to be included in the narrative section of each report, if applicable:

1. When and by whom was CMS notified?

2. Date of Case Manager's last contact with juvenile;

3. Date of Case Manager's last parent/guardian contact;

4. Date of Case Manager's last Provider Agency contact;

5. Acceptance date, Provider placements, Escape history;

6. Medications and dosages (re: medical and psychiatric hospitalizations);

7. Juvenile's compliance with program requirements/Conditions of Placement;

8. Explanations for absent JAIS Case Notes, Plans of Care or Treatment Plans, and Court Reports, when applicable;

9. Explanations for the absence of weekly detention contacts or other case management contacts and responsibilities;

10. Court/Jurist notification when juvenile has escaped Court Jurisdiction and other pertinent information;

11. Date and name of any Agency personnel contacted in relation to a CMS juvenile who is the subject of the Preliminary Report;

12. Name of contact person(s) from DHS-Protective Services, Child Welfare Licensing, or any Law Enforcement Agency, whenever these agencies are contacted. Please indicate whether or not the allegation will be investigated in the Preliminary Report narrative section;

13. Dates of WRIT authorizations and WEB Notifications, or explanations

      for their absence.

14.      Explanations for delays in notifying CAFS.

Rev. 11-29-2005

1.

