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I. Policy
A. The Juvenile Assessment Center (JAC) will establish and maintain a case record for each accepted and referred juvenile.

B. The case record must include the documents and recordings defined in the JJSH.

C. Case records established by the JAC are the property of the Wayne County Department of Children and Family Services (CAFS).

II. Definitions
A. Active Case Record – The record of a case enrolled in the JAC and CMS and opened on the Juvenile Agency Information System (JAIS).  It contains documents necessary to support eligibility and current status.

B. Inactive Case Record – The record of a case when a juvenile is disenrolled from a JAC/CMS and the case is closed on the JAIS.  The juvenile is no longer receiving services or financial assistance.

III. Procedure
A. Case records for juveniles receiving JAC services must contain the forms and narrative reports as indicated in the JJSH and this policy.  Documents should be placed and maintained in the designated sections of the case record as suggested below.  

B. A copy of the Court order and Acceptance Notice is to be sent to CAFS on the day of acceptance and a copy of the “Assessment Packet Receipt” within one business day after giving the Assessment Packet to the CMS.

C. Case record access is restricted to authorized staff, per policy, which must be developed by the JAC.

D.  Case records must be maintained in a locked area (i.e., file drawer, cabinet, etc.), in designated office areas.  Access to these office areas must also be locked.  Duplicate keys should be properly designated as controlled items.

E. Case records will be maintained in an organized manner.  The JAC must establish a written outline (Table of Contents) and filing sequence, so that documents will be consistently located and to facilitate retrieval and access.

F. Case entries and recordings will be maintained in an accurate and up-to-date manner.  Records must document a juvenile’s current status at all times.

G. JAC case records must contain documents, case recordings, etc., as outlined below:

1. Birth Certificate, or Request for Birth Certificate;

2. Clothing Inventory Checklist (Accepted Cases Only)’

3. JAIS Intake Record;

4. Consent to Emergency Treatment;

5. Copy of Court Order, Complaint, or acknowledgement that Court has officially or unofficially received a case;

6. JAIS Face Sheet;

7. Family Assessment Report (included in the “Intake Summary and Social History”);

8. Foster Care/Delinquent Ward Benefit Eligibility Record (Accepted Cases Only);

9. Child and Adolescent Needs and Strength Report;

10. Initial Detention Level of Care (Accepted Cases Only);

11. Mental Health Pre-Screen Assessment;

12. Report of Proceedings and Hearing Log (Accepted Cases Only);

13. Restitution and Reimbursement Form, if Applicable;

14. Signed Authorizations for Release of Information;

15. Substance Abuse and Drug Screen Assessment Report;

16. Tether Agreement, If Applicable;

17. Victim’s Rights Request, if Exercised by Victim;

18. Voice Verification Agreement, if Applicable;

19. Juvenile’s Placement/Education Record, if Applicable;

20. Intake Summary and Social History;

21. Delinquent Youth Classification and Assignment Report (Accepted Cases Only);

22. Clinical Assessment Report (All Accepted Cases, Others as Needed);

23. Determination of Title IV-E Eligibility (Accepted Cases Only);

24. Determination of MA Eligibility.

H. The JAC must issue policy which governs access to case records for an employee who has an immediate family member, relative, personal friend, etc. who is a client within the CAFS system.  In such an instance, record access must be prohibited and the case must be assigned to another employee.

I.
CAFS Record Retention Policy is defined in Policy Item 1100.3.

IV. Exhibits
None

V. References
None

