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Thi~, n'port \l/ilS prc!pan:d in conjunction with 
The /\11I(:1"i can Un i V(~l"~, i ty LcJ\'l SCllOO 1 Cr-il1li IIi) 1 
Court~; Te:chnicul /\ssistu[lce Project, uncler u 
contract with the Law Cnforcement /\ssistance 
/\dnrillistrution of the U.S. Derurtmc;nt of 
Justice. 

Organizations undertaking such projects under 
Fede ral Government sponsors hi pare encou raged 
to express their own judgment freely. There­
fore, points of view or opinions stated in 
this report do not n2cessarily represent the 
official position of the Department of 
Justice. The American Unive\~sity is solely 
responsible for the factual accuracy of all 
material presented in this publication. 

The Law Enforcement Assistance Administrution reserves the 
right to repl'oclucc, publish, translate, or othcrv/ise use, 
and to authol'izo others to publish and use all Ol~ any part 
of the copyrigllt.ed 1l111tel'illl contained in this publication. 

CopYl'i~1ht©197G by The AI11(~I'ican Univel'sity, \~t1s.hilluton, D.C. 20016 
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NOTICE TO THE READER 

Because of a September 30, 1976 contract deadline for completion 

of all technical assistance assignments conducted under the 

auspices of The American University Criminal Courts Technical 

Assistance Project, assignment reports received after September 1, 

1976 have not undergone the comprehensive review which is our 

usual procedure. The present report is one of those for which 

our time constraints permitted only minimal editing. We apologize 

for any ; nconveni ence thi s may cause the \~ec.der, 

Joseph A. Trotter, Jr. 
Director 
Criminal Courts Technical Assistance Project 
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1. INTfWDUCTION 

The proposed forms provided in this report arc designed fOl~ use by thc 

Jackson County Youth Court, Pascagoula, Mississippi and Ilave been prepared 

by James Dunlap,* fonner Georgia state court administrator, under the auspices 

of LEAI\'s Criminal Courts Technical Assistance Project at The American Univer­

sity. The proposed forms are applicable to post-intake stages of judicial 

process and were developed on the basis of the consultant's review of case 

processing procedures used by the Court, forms presently in use and recommended 

improve~ents in the Court's administrative operations, particularly the Intake 

Department, which were proposed in an earlier phase of technical assistance 

provided in July 1976 by Judge Noah Weinstein, formerly with the St. Louis, 

Missouri,Juvenile Court. 

Mr. Dunlap met with Judge Emily Baker, Youth Court J~dge, and Leon Baker, 

Court Administrator and other court statf on August 23 and 24, 1976, tor the 

purpose of reviewing current court operations and determining the most appro-

priate methods for tracking cases from intake through disposition. As a pro­

duct of these sessions, Mr. Dunlap, assisted by Court staff, proposed the 

following six forms \<Jith thJ objectives of reducing the number of forms in use, 

permitting the typing of several forms simultaneously, and providing for the 

calendaring of cases for a date certain and purpose certain. Use of these forms 

will enable the Court to gain control of a case early in the system and maintain 

control until disposition and will permit all cases to be set for a date certain 

and purpose certain. 

* Mr. Dunlap had provided technical assistance to the Court in April 1975 for 
the purpose of reviewing the Court's managemcnt procedures and pJlicics and pro­
viding guidelincs for improvi~g managcment operations. As a result of that study. 
scvel~al reconuncndations ~<Jerc made pertaining to the Court's general administration. 
One of these recollllnendJtions called for the streamlining and standJrdization of 
forms unci record-keeping procedures and it is to the implcmentation o'f these 
recollllllcnciations that the present technical assistance effort is addressed. 
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11. [XPLI\W\TIOtl or PIWPOS[D FOfU1S 

1\. Minor InfcJl'Illutioll Form 

This forlll provides fot minor and parent or quutdiun infol'llliltion tQquircd 

by ItcJ.~~ll()!':'..e ___ ~_~_~~_ul)l_cX' This form vii 11 be filled out, signed, by both llrinor 

and parent or guaridan, and vlitnessed by a third party. The judge \'Iill sublliit 

this form in open court and make it i1 part of the record, instead of asking 

each question in open court. (This form will be developed in two copies of 

chemically treated papet.) 

B. t~inor Release Form 

The ~1inor Release Form 'is cUl~rently used by the Youth Court. The new pro­

cedures will required continued use of this fori11 but vii 11 also require infonna­

tion regarding a date certain and a purpose certain. The purpose certain is 

usually an intake interview with the intake officer. These interviews will be 

sent on either Monday, \'!ednesday or Friday, depending on the date the orferl~e 

occurs. (Please refer to page 14 for a schedule.) 

C. The Intake Interview Calendar 

This calendar will be used to record all intake inter~iews for the Intake 

Officer. These interviews will all be set on a ~articular date to provide the 

Intake Officer with a calendat' of his wot'k. All the secretary wi 11 do is xerox 

a calendar for that date. This copy, along with a Minor Release Form and the 

police offense repot't will be given to the Intake Officer three to fout' days 

pl~ior to interview time for his revievl. The results of these interviews will 

be recorded on the intake calendar and returned to the calendar's secretary. 

D. Petition 

The petition is a five-part form which contains three copies of the petition: 

One for the file, one for the parent guardian and one for the minor. The five-
'1.'., 

purt fOl~m also contains a county court writ, a motion to handle a juvenile case 
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informally and an ordr.r by the' court for probation. (In the discusc,ion v/iLh 

the jud~lc and the Youth Court per(;onnel, they aqr('('d that they nceded an ilddi-

tional adjudication order whicll they will prepare and to make this d sevcn-part 

form. The consultilnt (l(Jrecd but did not hilVC timc to complete that form.) If 

the deci sian is made by the Intake Offi cer to fi 1 e on a Illi nOI' a fter he hilS re-

vicYJCd the pol ice offense report, his secretary \'lOuld type up the five-part 

form and have it available for the Intake Officel' to serve the minor and his 

parents at the time of the intake intervievl. This procedure \,,,till eliminate the 

need for F.I.A.T. IS and writs to be served by the sheriff and recorded by the 

cler~. The Intake Officer will fill in the bottom of the petition form that 

will give the minor and his parent or guardian a date certain to appear before 

the court and also a place for their signatures. The Intake Officer will pro­

vide both the mino\" and his pa\"ent or guardian a copy of set petition at that 

time. 

E. The Jackson Cou~~J.lrt Cal endaI-

This calendar will be the rro·t control calenda\" of all cases scheduled for 

hea\"ings befa\"e the court. The c.",lel1da\"l s secreta\"y will take the information 

from the Intake Officer interview calenda\" and schedule it for the hea\"ing on the 

date set for by the Intake Office\". This calendar will be prepared, on an annual 
-; 

basis, of all the dates when the courts will have hearings. It will further be 

divided by months and vJceks. This calendar v-li11 control the number of hearings 

scheduled per day and will easily provide all inte\"ested personnel and parties an 

easy copy by simply xeroxing the calendars for any given date. The calendar will 

provide the clerk with those cases which should be pulled fa\" a given hearing for 

which the public defcnde\" and county atto\"neys will need to be prepared. 

F. A8\"ced Se.tti ~51fO!D~ 

This form win be a five-part form that \1ill provide the calendar secretal'y 

an edSY p\"oc(!dure by which she cun updn tc the coutt ca.lencla\" "froll1 one hearing to 

- 3 -



the next until the case is finally disposed of. This form provides d copy for 

1) the file, 2) minor and parent, 3) public defender, 4) county attorney, Clnd 

5) calendar secretary. 

The Procedure for Scheduling and Usc of Forms that was developect by the 

Youth Court staff and the consultant is stated in Section IV of this report. 
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III. PROPOSED FORMS 



- -.~----~-.-.------- ---
(A. 1·1 I IHIII Itll ()1~11AII(ltl I !llnl) 

lIj 1111 . YCllIIII COllin 01 ,If\(r,otl (,(lUtli Y I IW,', I :,';1 1'1' I 

III IIIf 1'1111:1',[ 01 

il lIIinol' 

f.\ It lOl{ I rH OI{l·lA TI 011 

1. tldlllP: Age: Datr of Birth: 
2. Ltl~l SCli(ir)] -r.ttrll;((>cl:-- -- .. ----- •. - •.. -_. - •... _. Gl'dde: y (-.-,11' :' _. - . 

3. At'e you IIL\"I (Jr rru"11.1.Y lindr:r-·t"hr- -c:a-,:(' ()(--(l[JIt.Ys·(ci<lnl -Yes:' Illl : 
4. Are you nfM or rrcc'ntly Ull<iCl' tile carr' of a psyclii,1tri<.t'? Ye5: 
5. Arc you n01'1 or reccntly under the cat'e of a psycllo1o\jist? Y(,5:' 

No: 
No: 

6. lIave you bN:n Ilospildli/rd? Yes: No: 
7. HiJve you been lreillcd for drug addiction? Yes:_ No: 

If the an~)\'Jer is yes to Questions 3 through 7, please explain: 

Have you recei ved a copy of the Pc1.. it i on? Yes: No: 
--No: 

8. 
9. 

10. 
11. 

Have you discussed it v:ith your pilrents!guardidn? Yes: 
Do you undcl's Lilfld tha t you have a ri ght to an attorney? 
Do you \'Ii sh to be represented by an attol'l,ey: 

Yes: ··"No: 
Yes: No: 

If the ans\'ler is no, please explain your reasons: 

12. Have there been any threats or pro~ises made to you to persuade you not to havc 
an attorney? Yes: _ No: _ If yes, please explain: 

1. IJallle: ____________ Telephono: 
2. Addt'ess-:-------
3. RelationsTilp-'foHfilOr:----
4. Do you understand the cfrilr'ge'd-fITecr-agiiTii-~t{Tielillnor? Yes: No: 
5. Do you understalld the Illinot"s right to all attorney? Yes: No: 
6. Do you ~Iish to h<lve an attorney )'epresent you and the minor? -Yes: -No: 

If no, please explain YOUI' reasons: 

7. Have> there been any threats or promises made to you to petsuade you not to have 
an attotncy? Yes: No: If yes, please explain: ____ . __ ~~ __ _ 

8. Do you undersLdnd that the minor \'Iill not be pellalized in any Wly if you request 
an attorney? Yes: No: 

9. \oJ/lill is your OCCUpilCfon? .--
10. Place of elilploY::lt'llt? ---
11. Addrcss of e:nployet': --------. 

~-- -----------

\~E DO Hm[OY CERTIFY THAT THE AOOVE INFORHATION IS TRUE AND CORRECT. 

DATE: 

Hl1NI <;;,: . 
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,.)' 

(B, I'IIIHH~ HI I I /\',1 I OI~H) 

JACKSOt'-l COUN I Y YOLJ111 COLJln I MISSISSIPPI 

TO: ~11:\()1~ 

You 11.1\,' bl'('I1' h."c;t'li \lllh 

1. t'l1k" '''Ii .1Il' 'I'lllIlli'I'., 1'''1ll \\",k "' .1 "hll,,1 .ll'Iilil\', '"Il \\,;11111111.,. I.lIl.til(,1 
aCt (lIIlP,lIli ... 1 \J~ .1 P,II'"1 (II ~lI,lIdl'''I, ' . 

1'.111. unk·,\ 

2. YOli \\'ill.III(,II(\" hllllllll "'<lIf. d.lily il ,(Ill .1I1·llo\\, ill s(\t",,1 ur \\'()Jkil1.~. 
:{. YOli \\'ill f.(.(.p "II "I'I'"illlll1<'lIh 1ll.lCk by till' CIII1II • 

. 1. You will not Ie;!\'(, ,],1<1.'''11 COUlltl' \',ililtJllt p:i<ll .lrpll1l'.d of tlH' COlilt. 
5. 

6. You willllllt vi,il till' following pl.lte,; 

7. Sped,,1 provisillllS to be determincd by lZeil'asing Officer: __________ . ______ . ____ ..... ______ . 

8. You arc to appear ill the Youth Conrt for an Intakc Intcrvicl1 on=-___ . __ . ___________ • ___ , 

9. Yon arc to c;dlthe YOllih Court ;It 762·7370 '" ______ ~ ____ , 19 __ ,lbSh!IE.. ... __ o'clock 
to make all app"jnIIlH'llt to ,n' the 11l(;lk,' \1'01 kc(. 

If you arc <lpprchcnd('(i IHl';lking ,IllY of the abu\'l~ conditions, you will be immccii;lll'iy pl.HTd in the Jacbon 
COlillty llelention FacililY 1I1ltii your hl'arill;,(. 

illI:\OR'S SIG:\.\TL'RE DATE 

C U S TO]) r ALP R 0 :"IllS E 

Pursuanl to thl' Slalllll" of thl' St,lte of :'di"i"ippi .lI1d by auth"ril\' of the Iloilllrolble Emily B.lkn, .Jlld~l·, 
I herehy ,1((('pl cuslody "r thl' above Ilallll'd 11111101 who h,ts (h,l' ilOt) ,ldmillecllo th,' ,h,llgl' of ____ . 

I llndl'l,I'lIld th.ll till' le,11 ictioll'i 1H'Il'ill.lblll'l· ,,'I !lui ,m' rill' Ihe ~,,"d .111e1 prole( [jon of my (hilcl .lIld I will 
C\l (I Jll' I ,III' in (,Iny \\,1\' p""iblt- ill l'l1lol'llllC: till'''' 1'·'~lIl.ltiol1' .IIHI ,h.dl Illlli!y th,' p(lilu' ,lI1el C:"lIlI "I ,111\' 

villl,ltion or ill tl ... ('\t'llt ',lid millo\ ,1I"uld tUIl "I\':t~. I wdl .d"l Ilolily th .. Collit 01 .IIIY rh:tll).:l' (II ."Id"',, (II 
tt'!ephoill' lltUIl !> \'1 il1lll1nh.Ill'i). 

i'-;\R-L~T ~lr C;"lf-" I~J)L\:-.; - ---- .. -~~.-.-.- ~--- ~ <-- - -----~.- --- -.~.­

Address; 

\\'OJ k: 

EllIpll'YIl\('llt: 

11.111 '~I' " 

IU.I.I..\SI:\(; ()I IILlll; 

I h-Jl.II Ii III III: 

II .'f"" 

L-________ ._. __ .... 

- G -

- -----~-~---~------ -~ - - -. _ •... ",. __ . 
1',\1(/::"1 or (a'.\IUlI;\;o.; 

,\<1<11 (",: 

I'hOIH'; R(',icll'lln': 

Work: 

1-.tllJllo~ 111 I'll 1 : 

11.111,-:(' " 

1>.\11,:: 

1),\ IE: 
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~11 ;;, I} 

to,wit: 

is " 

(IJ, J'l 1).11 ON) 

1;1 'I'l!l: V(~tITii ('(It:!''I' ()" ,/}\('I::,()'I ('om/'I"r't 

).;':0\,.'(' PE'i' ['!'JON 

(f i 1(' copy 
(P(lt'en tjr;u(ll'd i <HI 
(1\ i ncw copy 

Hace: ______ fnx: __________ Birth Delle: _________ _ 

N!lme ,(.,f Father:., _______ .~ __________ .. _______ . __ . __ ,._ 

Nume of Mothur: 

Th.' h~titi(lrH'r w(Juld ~.how furthnr unto lh;! Court Up\JrJ infonn"lion ;JIld bdid tiMt lhe millor, 

_._ ... _ .. ,. __ , __ "_,,, __ , ____ . ____ child V'iitllin til;) rm::miflJ of th'~ Youth Court Act tI! 

terl'$t of s.li~1 minor child. ----"" -.. ~---.-.--- ... ~--.. --.... -
PETITIONH{ 

, 1 t) 

'Iii i C',! 
"\ j II{) l" 

... --~--... - <'" ""'"""'" .... -........... ,.'" ..... ".-~ 
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1;1 'i'lIl: \""tiTII (,0)111('1' ()!' .L\('!:!;ml t'{)li~I'I'Y, ~ll!~;;r:i:ill'!'r 

'1'11 E STeil I; OF ;\11,,\-..,11'1'1 

JAC:K~O'i Cot;:-ITY 

YOl;'J'1I CO[In' D1VIS[()i'{ 

To Tit .. Sllt·riff of J,hiw,J) COUIlI)', ;\li"i"ippi·· Gr(,l'tillgS: 

\\l' CO;:ulldl1U you to summons and gi Vl' notice> :i n tlw inLnn!~;t of _~.,. ____ ~. ____ _ 

(t minor of the age of .~ __ YUiHS, residing or being within s:lid County, 'Iml under the care, clJ'.tody iJncl , 

of .. _______ _ 

to· wit: 

The Petitioner would show unto tI>e Court the following facts <l~ thuy mlat<~ to ti1(! nforf:S<lid mine 

Race: ____ Sex: _______ Birth Dilte: 

Name of Father: 

Address: _____ . ___ _ 

Name of Motlwr: __ _ 

Address: ____ ~ ____ . __ _ 

if to bf' fOUJld in your C.otlllly, toJ,!" nn(l ]If'r,onally npIH'ar he fore Ihp COU;\TY COliHT. 

YOUTH conn' mVISIO:\", of J;I(·k,uu Lounty, in nnw' for sail} COUllty at tbe 

Jackson COllllty Youth Court Facility, lIig;hway G3, ill the City of Pa!'r:tgoula, ;o,U"b,ippi 

01\ the _-- ___ day of ___ ._ .... _ .. _. __ , 19 __ ._, at ___ .... o'clo('k ._JlL, lhell and 1111"'" io 

IlHlh.e amwt'r unlo tIll' Stat.e (If ~li"i"ipl'j ill tltt> inl!".·,t of: 

lfrrcin f;til I/ut, and 11'11'" you tltt>lI nlld Lh"n! lhi~ writ. 

'" ,1.1), (If __ , 10 .... ___ .. 

VEHTIS G. H.\~IS,\ Y, Clerk 

Ily .• __ . ., . ~ .... __ ._ ... ,_ ..... I>.C. 

J.' I (, I",' J) 

, I f) 

\ I:WrIS C. 1L\:\IS \ Y, CII·.!, 

- 0 -' 
~ .... D.C. 
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HI IIIl YOUIII C{)IJI~I 01 ,1/\U:',ON UlIilny, l·lJ~,<.J<,<"I·1'1 

Itlllllllllll'I',IOI Cl\ll',1 NO, 

t~OT JOil TO IIMlill [ H:!Of'Jl/\11 Y . ~ - , -

, Inlalr Officer, jOinrd ~y 

.-.... ---------~- -----.- -.. --- - -~ ~-~-- ~ --.....-----, il minot', and 

______ ... ___ ~ __ ,, ____________ , said 1I1inor',> j1ilt'cnt/glhlrdiiln; dlld I'loult! 

sho\'l unto tli" Court. that stlid minor h \·litllin tl\(I jul'i~,dict ion of 

__________ . ____ , an offense I'lhich \-lOuld be il lillsde-

meanor/felony if committed by iln adult; and that this Ie; the said 

minor's ___ . ________ offense, 

The "lo\'aJ"lts request that they he allol'led to handle this rnattpl­
in an info\'l:11l nliJllfH;r and tile <;ilid mine,l' an[; parcnt/9UiJrdiiln a9rN~ 
to ac.cept the 5upcl'vision of this Court for a period of 

and during tl1ilt time \'Iill fo11ol'l til(: rules set 
oufTnThc i:d:GcllCtr-r-eg'uTut i(;ns ond l"Ii 11 work I'li th the Youth Court 

Counselor, , turther that the silld n,;nor and 
pal'(!nt/guilllfO;null(lc·l'S·t"dlld'-fl-;-7li:f-any t ilile duri nq thi s peri od t.il," 
minor m:ly enter it [Ilbl tind requt':.t il triiil on tilt' lilerit,. of this 
case (lnd t!"'" hnl"'lw ;'l(1l'()(' th;Ji i hpv \'Jill not I'a is" 111" i<;~II('l of 
lenClth of ti~('l li1V,('d sincr thc allrged off(>nse Furik'r the minor 
and parent/~l11,ll'diilTi untlf'l'stc':n:1 thiit at any t.ime dUl'inq this perioci 
that t.ilc I,tine,r f(lil~, t.o co::,;11y with this agrpt'I;;ent and the !'LIles 
or in the evcnt t7;C' ~.,1id minor bero:nes involved in llny other offensc, 
this Court 1:<., Clli its 0,;11 l1lotion, revoke this <lgreclll('lnt lilld set tilis 
mattcr for il full hearin~I, 

SIGI~E.D this the _ day of ______ "" _____ ~~ __ • 19 

Respectfully submitted: 

ORD£.H 

This d,lV thi~; CrlU~(, C!llil('l on to hI"! il£',wd on the [.lotion hrrein~ 
abClv(\, and tilll Court find:. tJl.!L tile 1'\o1.it1l1 is (is not) I'Icll L<lkec, 
and sa i d '·In t i 011 is hereby su~,ta i lied (ovcrru I ed), 

OR[J[ IU II I\ND I\[UUDr.rD th i s th(l _, ___ day of , _________ , 19 

"r t·\ [IY [;(\1:[ II, . YlJIJ III COUll I ,Ii)[)(;l 

---_ ... __ ._,----------, 
- '\ 0 -



----------~----------------------------------------.., 

HI 1111 YIIIIIII COlli! I (II ,}I\LL',otl COllIlIY, 111~,',1',',1I'1'1 

Itl '1111 Jill! f!1 ',I 01 CI\W.! NO. 

I.fJfHlf( 

orW[R 

Thi5 d,lY this UlU"e Cilllle on to be l1edrd for cOI1';idpration of 

the matter (If dispoc,ition in this CillIS('; 5ubjN.t min,)\, havinq been 

adjudic.ated to be a delinqucnt child comino I"lithin the PlJl"Vie~1 of 

the ld~ls of the Slate of !·1ississippi on ___________ by an 

Order of this Court, therc being pr('sent in open court this 

date the said minor together \'lith _____ _ 

And the Court havi ng cons i de red the ma lter and be; ng fully advi [,cd 

in the premises finds that the !><:rid minor should be placed on 

probation under the supervision of this Court for a period of 

or until such time as he shall demonstrate to 

the COUI-t that he has cal-ned a r('lease from the provisions of this 

Order; that a CODY of the rules of said pr(lbation are to be qiven 

to sa id mi nor by ________ . __ " __ , Youth Court Counselor, and a copy 

placed in his file; the physicill care and custody of said 1I1inor 

should be placed ~lith __ .•.. _______ ._.' and tile 

Court further finds that any violation of the rules of probation 

by said minor shall result in the probation beino rt'voked and said 

minor being brought before this Court for further consideratjon, 

that this COlwl should retain jurisdiction in tlds cause and of all 

parties; it is, therefore; 

OR[JE[~LO fiND I\Dc1UDGlD that the findings as hereinabove set forth 

be and they hereby a ra nl.:1dc the Order of th is Court. 

ORrCRlD I\ND ADJUDGED this th0 

-----,_. __ .... _-------
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IN TilE YOUTfl COURT or JI\CKSON COUNTY, mSSISSIPpr 

IN TilE INTEREST OF CI\USE NO. 

MINOR 

AGREED SETTING 

This action is set for 

_____________________ on __________________ __ 

This hearing is continued for 

________ ~ __________ on 

at __________ am/pm. 

JUDGE/ 
/ Court Staff 

White copy - file 
Ye)low copy - minor/parent 
Purple copy - public defender 
Green copy - county uttorney 
Blue copy - calendar (clerk) secretary 
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A. I~inor Release F01'[I1 is filled in oy arrestin~J or detr!ntion ofr'icer. 

B. Intake Interviews are scheduled for date certain based on following: 

DJ\T[ OFFnl~;E OCCUI<RED --_ ... ' .. '-- --~ ... - .. ----~------ ---~.-"---. 

Saturday 
SundflY 
Monday 
Tuesday 
l.Jednesday 
Thursday 
Friday 

C. Yellow copy to minor and parent 

D. White copy to Calendar Secretary to: 

DATE FOR INTAKE INTERVIEW 

Monday following one week 
Monday following one week 
Monday following one week 
Wednesday fall alii ng one I'leek 
Wednesday following one week 
Friday following one week 
Friday following one week 

1. Record interview date on Intake Calendar 
2. Combine Release forlll vJith police offense report 
3. Give calendar with offense report/release form to Intake Officer 

fOl~ reviev.J 

E. Intake Officer takes Intake Calendar to decide following: 

1. F'i1e Petitiull 
2. Handle informally 
3. Prepare Petition forms 
4. Hold intervie\,ls 
5. Give notice and Petition to minot' and parcnt/gum~dian 
6. Record disposition of interviel,/ and case number on "Intake Calendar" 

and return to Calendar Secretary 

F. Calendal' Secretar'y set up "Court Calendar" by date and by the month for a 
full year. 

1. Enter a calendar sheet dated for each day of the year court is 
scheduled for hearings. 

2. ~1ake entl'y on date scheduled from Intake Calencli.u'. 

3. Reschedule from agl'ced setting form for n~w date. 

4. Prepare a xerox copy of calendar a week in advance for disbursement. 

5. Distribute copies at Judge and staff. 

6. Update for date certain always. Never lose acuse from your calendar. 

G. Ci1lrndal' copy to: aud~Je, Adnlin'istTiltor, Court I~cporter, County J\ttorney, 
Public Defender, IntQkc Officer, Court Clerk 
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II. C1CI'k Luke copy of Cnlcnciur und pull files 

1. Ilave all files available date before hearing 
2. Record a 11 papers/forms 
3. Return files to record romn 

1. JudDc/Court rcrsonnel use IIAgreed Setting" form to reset case. 

1. Per telephone - sign minor's name \'Jith "per telephone conversation 
date _" and mail copy to llIinor and parent/9uardiat1. 

2. Per Court - reset case for date certain - have minor and parenti 
guaridan sign and approved by Judge, 

3. Distribute copies. 
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