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SUBJECT:  JUVENILE CASE MANAGEMENT SYSTEM
Record of Supervision (ROS) . '

JCMS has become the official repository for case information. DPO’s are to record
all case information in.the JCMS. Information is to be recorded in the “Case Notes”
in JCMS. Case Notes is the JCMS version of ROS. Whatever would be appropriate
as an ROS entry should be entered in Case Notes in JCMS. c

It is required that significant case changes and case corjtacts, are recorded in 1JCMS. A
case note can be entered at any time in the Case Notes screen. Case Notes simply record |

case circumstances. These notes should reflect any significant changes. There should be
a note for all contacts. | . :

Contacts should be documented through the Appointments screen. Periodic
management reports will be used to monitor the level of contact on cases. These reports
will show direct contacts with the minor as well as show contacts with other involved parties
(e.g., parent, school, CBO). itis therefore critical that all contacts are documented through
the Appointment Screen. If the Appointments screen is not used (even if a case note
reflects a contact), the DPO will not receive credit for the contact in the report that JCMS
produces. When a contact is entered (on the Appointments screen), JCMS automatically
opens the Case Notes screen so that a case note (what we called an ROS entry) can be
conveniently made for that contact. A brief note is required for each contact.
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Virginia §napp, Chief Jitahadi Imara, Chief
Juvenile Field Services Bureau Juvenile Special Services Bureau
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Richard Saenz, Chief bert Smythe, Chiéf
Residential Treatment Services Bureau Detention Services Bureau

MANUAL HOLDERS: CROSS-REFERENCE YOUR MANUALS TO THIS DIRECTIVE WHERE APPROPRIATE




To access the appointment screen on the tool bar click on Case Manégement>Minor’s
Appointments
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To enter new appointment:

Enter PDJ# in field, click flashlight to query.
Enter blank line by Clicking on,green plus sign on toolbar
Enter data in Type, Sub-Type, date & Start time fields & save.




To get to case notes: ‘On tool bar click Case management> Record of Supervision
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Date: 051212003

Case note - regular

Schedule

e e
Case note - regular
02/14/2003 18:30 Sohedule
e R
0241372003 17:15 Case note - regular

To enter case note:

Enter PDJ# in field, click flashlight to query.

Click in date field

Click Green plus button on the tool bar to get new blank line, enter data in Type and Sub
Type fields. -

Click in Case Note Contents block

Prompt will appear instructing you to use text editor

Click pencil icon for text editor

Type text

Click OX and save.




