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DIRECTIVE   
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SUBJECT: JUVENILE – SEALING RECORDS    
                      (This Directive supersedes Section 603 of the Juvenile Manual) 
 

The purpose of this Directive is to provide guidelines for completing the sealing process for Juvenile 
records under Welfare and Institutions Code (WIC) Sections 781, 786 and 786.5.   
 

Legal Basis 
 
WIC Section 781 - requires that a petition be filed with the Juvenile Court to request the sealing of 
a juvenile record.  The minor or representative is responsible for making the request to the Probation 
Department. 
 
WIC Section 786 - if the Court finds the minor has satisfactorily completed an informal program of 
supervision pursuant to WIC Section 654.2, Probation under WIC Section 725 or a term of probation 
for any offense, the Court shall order the petition dismissed and the record sealed.  The Court may 
include an order to seal or dismiss any prior petition(s) that has/have been filed or sustained and 
appear to the satisfaction of the Court to meet the sealing and dismissal criteria.  A Court shall not 
seal a record or dismiss a petition pursuant to this Section if the petition was sustained based on the 
commission of an offense listed in subdivision (b) of WIC Section 707 that was committed when the 
minor was 14 years of age or older unless the finding on that offense was dismissed or was reduced 
to a lesser offense that is not listed in subdivision (b) of WIC Section 707.   
 
WIC Section 786.5 - requires the Probation Department to seal the arrest and other records relating 
to a juvenile’s arrest or referral upon successful completion of diversion or informal supervision 
pursuant to WIC Section 654. 
 

WIC SECTION 781  
Legal Requirements: 
 
A petition may be filed with the Juvenile Court for sealing of a juvenile record if the minor: 

 Has been cited to appear before a probation officer or 

 Is taken before a probation officer or any law enforcement officer or 

 Has had a petition filed pursuant to WIC Section 601 or 602 to adjudge the minor a ward of 
the Juvenile Court or 

 Committed an offense listed in subdivision (b) of Section 707 after attaining 14 years of age 
which resulted in a Division of Juvenile Justice (DJJ) disposition that has been completed 
along with the subsequent term of probation supervision or 

 Committed an offense listed in subdivision (b) of Section 707 after attaining 14 years of age 
and completed the term of probation supervision related to the offense 

 
 
When filing a petition to seal, one (1) of the following must have occurred: 
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 Five (5) years have passed since Juvenile Court jurisdiction was terminated 

 Five (5) years have passed since the minor was cited to appear before the probation officer, 
if no petition was filed in the Juvenile Court 

 Minor has attained 18 years of age 

 Minor has attained 21 years of age after release from DJJ and completion of subsequent 
probation supervision   

 
The application for a petition to seal records must be submitted to the Probation Department in the 
county where the minor was placed on probation or where the juvenile record occurred (See Juvenile 
Sealing Request Locations – Probation Offices – Attachment A).  Juvenile records include any 
arrest records, records in the custody of the Juvenile Court, Probation Officer, or any agency, 
including law enforcement agencies.   
 

WIC SECTION 786  
The Court shall order the petition dismissed and the record sealed if the Court finds the following 
have been satisfactorily completed: 
 

 An informal program of supervision pursuant to WIC Section 654.2 

 Probation under WIC Section 725 

 A term of probation for any offense, excluding a sustained petition based on the commission 
of an offense listed in subdivision (b) of Section 707 that was committed when the individual 
was 14 years of age or older unless the finding on that offense was dismissed or was reduced 
to a lesser offense that is not listed in subdivision (b) of Section 707. 

 
The Court may include an order to seal or dismiss any prior petition(s) that has/have been filed or 
sustained and appear to the satisfaction of the Court to meet the sealing and dismissal criteria. 
 
Regarding DPO and Clerical Support Staff responsibilities, a Juvenile Field - Sealing Matrix 
(summary of staff responsibilities – Attachment B) is attached for reference. 
 
DPO of Record Responsibilities: 
 
1. When the Court seals a record under WIC Section 786, upon receipt of the minute order, 

the DPO of Record shall: 
 

 Send a copy of the JV-596-INFO (Sealing of Records for Satisfactory Completion of Probation 
– Attachment C) form via US mail to the minor within ten (10) working days of minute order 
receipt and prior to submitting PDJ file to SDPO for submission to clerical for processing 

 Document in PCMS>Case Notes>Sealings>Info Provided (JV-596 INFO) that the form was 
mailed to the minor (via US mail): 
 

o On _______ (date), DPO mailed minor the JV-596-INFO (Sealing of Records for 
Satisfactory Completion of Probation) Form  
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2. When recommending termination/dismissal, the DPO of Record shall provide minor with 
the following: 
 

o JV-595-INFO (How to Ask the Court to Seal Your Records – Attachment D) 
o Juvenile Court – Application to Seal Records (Prob. 1641, Rev. 11/17 – 

Attachment E) 

 Document in PCMS>Case Note>Sealings>Info Provided (JV-595 INFO/Application) that 
the two (2) forms were provided to the minor during an in-person contact when discussing the 
submission of a report recommending termination: 
 

o On _____ (date and time), DPO provided the JV-595-INFO (How to Ask the Court to 
Seal Your Records) and Juvenile Court – Application to Seal Records (Prob. 1641, 
Rev. 11/17) to minor at (location of in-person contact – e.g. ________ Area Office, 
_______ High School, Minor’s home, etc.) 

 
3. When the Court does not seal the record under WIC Section 786 upon case 

termination/dismissal, the DPO of Record shall: 

 Send a copy of the JV-595-INFO (How to Ask the Court to Seal Your Records) and Juvenile 
Court – Application to Seal Records forms via US mail to the minor within ten (10) working 
days of minute order receipt and prior to submitting file to SDPO for transfer to Closed files  

 Document in PCMS>Case Notes>Sealings>Information Provided (JV-595/Application) 
that the two (2) Forms were mailed to the minor (via US mail): 
 

o On _____ (date), DPO mailed minor the JV-595-INFO (How to Ask the Court to Seal 
Your Records) and Juvenile Court – Application to Seal Records  

 

WIC SECTION 786.5 SEALING (Effective 1/1/18) 
 
Within 60 days of the determination of satisfactory completion or unsatisfactory completion of a 
program of informal supervision pursuant to WIC Section 654: 
 
Note:  Satisfactory completion of the program of supervision or diversion shall be defined for 
purposes of this Section as substantial compliance by the participant with the reasonable terms of 
program participation that are within the capacity of the participant to perform. A determination of 
satisfactory or unsatisfactory completion shall be made by the Probation Department within 60 days 
of completion of the program by the minor, or if the minor does not complete the program, within 60 
days of determining that the program has not been completed by the minor. 
 
DPO of Record Responsibilities:  
 
4. When sealing records for non-Court WIC 654 supervision minors: 

o Determine satisfactory completion (substantial compliance by the participant with the 
reasonable terms of program participation that are within the capacity of the participant to 
perform, which resulted in the Probation disposition of “Close” at the end of the six month time 
period) or unsatisfactory completion (non-compliance which resulted in the Probation 
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disposition of “DA” – send to DA for filing consideration within WIC 654 timelines or new law 
enforcement arrest – either WIC 653.5 or 652) within 60 days of completion or determining 
that the minor has not completed the supervision program 

o Notify the minor in writing, utilizing Notification of Record Sealing/Satisfactory Completion 
of Informal Probation (Prob. 1642, Rev. 12/17 – Attachment F) or Notification of Record 
Sealing/Unsatisfactory Completion of Informal Probation (Prob.1643, Rev. 12/17 – 
Attachment G) letter, that his/her record will be sealed, or if not, the reason the record will 
not be sealed 

 Document that the Notification of Record Sealing Satisfactory or Unsatisfactory 
Completion of Informal Probation letter mailed to the minor (via US mail) in: 

  PCMS>Case Notes>Sealing>Info Provided (Notice of Satisfactory 
Completion)  

 On _____ (date), DPO mailed minor the Notification of Record Sealing 
Satisfactory Completion of Informal Probation  

or 
 PCMS>Case Notes>Sealing> Info Provided (Notice of Unsatisfactory 

Completion)  

 On _____ (date), DPO mailed minor the Notification of Record Sealing 
Unsatisfactory Completion of Informal Probation  

 
o For cases with satisfactory completion of Informal Probation only:  Notify any/all 

agencies to which the minor has been referred for services, to seal any records relating to the 
arrest, referral and participation in the program.  Utilize Agency Notice to Seal Records 
letter (Prob. 1644, Rev.12/17 – Attachment H) 

 Document in PCMS>Case Notes>Sealing>Info Provided (Agency Notice) that the 
Agency Notice to Seal Records form was mailed to the agency/agencies: 

 
 On _____ (date), DPO mailed the Agency Notice to Seal Records form to the 

following agency/agencies:  _________________________ (List name/names 
of agencies) 

 
o Scan/email copies of the Notification of Record Sealing Satisfactory of Informal Probation 

letter and the Agency Notice to Seal Records letters to the Juvenile Sealing Unit at 
Prob.JuvenileSealings@probation.lacounty.gov, with a copy to the SDPO, within 60 days 
of satisfactory completion; include as the subject line: “WIC Section 786.5 Sealing Request” 
and email: 

 
“Please seal record for non-court WIC 654 minor _______ (name), _____ PDJ No. and 
see attached copies of letters.” 
 

o Place copies of letters (Notification of Record Sealing Satisfactory or Unsatisfactory 
Completion of Informal Probation and Agency Notice to Seal Records) in PDJ file  

 
Juvenile Officer of the Day (OD) Responsibilities: 
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5. If a former ward or non-ward (includes those youth with arrest records not referred to Probation, 
WIC 652 investigations where the Probation disposition was “Close” or non-Court WIC 654 cases 
closed prior to January 1, 2018) walks into a Probation Area Office to complete or with a 
completed Juvenile Court – Application to Seal Records (Prob. 1641, Rev. 11/17) form: 

 Meet with the former ward or non-ward (if not sealed under WIC Section 786) and provide the 
following (if not already completed): 

o JV-595-INFO (How to Ask the Court to Seal Your Records) 
o Juvenile Court – Application to Seal Records (Prob. 1641, Rev. 11/17) 

 Request he/she to complete the bolded section and sign the Juvenile Court - Application to 
Seal Juvenile Records 

 Verify identification (e.g. Driver’s License, State Identification Card, School Identification, 
etc.), run systems record check (e.g. Juvenile Automated Index/JAI and/or Probation Case 
Management System/PCMS) and query former youth regarding record (e.g. mother’s name, 
to verify correct identity); fill in PDJ No.  

 Photocopy identification card and attach to Juvenile Court - Application to Seal Records Form 
and check “verify” next to “Driver’s License Number/Identification” on the Form 

 Scan/email to Juvenile Sealings Unit (Prob.JuvenileSealings@probation.lacounty.gov); 
with a copy to the SDPO; include as subject line: “Juvenile Court - Application to Seal Juvenile 
Records - _______________” (Name of former ward) 

 Mail original to: 
 

Juvenile Sealings Unit 
Probation Headquarters 
9150 East Imperial Highway 
Downey, CA 90242 
Attn:  Juvenile Sealings Unit SDPO 
 

o  Include completed (lime green) Transmittal Notice on top of packet 
 

 Document in PCMS>Case Notes>Sealing>Information Provided (JV-595/Application) 
that the former ward submitted the application during an in-person contact: 
 

o “On _____ (date), DPO provided the JV-595-INFO (How to Ask the Court to Seal Your 
Records and Juvenile Court – Application to Seal Records to the former ward at 
________ Area Office; verified identification through ____________ (type of ID) and 
systems record check in ____ (JAI and/or PCMS), inserted PDJ No. and scan/emailed 
the Application to the Juvenile Sealings Unit. 

 
Clerical Support Staff Responsibilities: 
 
1. If a former ward walks into a Probation Work Location (Area Office) requesting sealing 

information 

 Provide former ward with the following: 
o JV-595-INFO (How to Ask the Court to Seal Your Records) 
o Juvenile Court – Application to Seal Records (Prob. 1641, Rev. 11/17) 
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2. If a former ward walks into a Probation Area Office and would like to complete a Request 

to Seal Juvenile Records or with a completed Juvenile Court – Application to Seal 
Records: 

 Contact the Juvenile Officer of the Day to meet with the former ward 
 
3. Retain one (1) copy of the following forms in the Juvenile Case (PDJ) File (Dir. No. 1148, 

Issued 10/24/07) for minors who completed informal supervision pursuant to WIC Section 
654 only: 

 

 Notification of Record Sealing Satisfactory Completion of Informal Probation (Prob. 1642, 
Rev. 12/17) 

 Notification of Record Sealing Unsatisfactory Completion of Informal Probation (Prob. 1643, 
Rev. 12/17) 

 Agency Notice to Seal Records form (Prob. 1644, Rev. 12/17) 
 
Sealing Unit DPO Responsibilities: 
 
For WIC Sections 781 and 786 Sealings: 

 Prepare the Juvenile Court - Application to Seal Records (Petition - Prob. 1641, Rev. 
11/17) 

 Conduct an investigation under WIC Section 781 and compile a list of cases and contact 
addresses for every agency or person that the Department knows has a record of the former 
ward and non-ward’s case, including the date of each offense, case number(s) and dates 
when each case was closed – to attach to the sealing Juvenile Court – Application to Seal 
Records (Petition) 

 Prepare a Juvenile Record Sealing Court Report (Prob. 1429, Rev. 12/17 – Attachment 
I), with an eligibility recommendation within 90 days from receipt of the application if only the 
records of the investigating county will be reviewed or within 180 days from receipt of the 
application if records of other counties will be reviewed: 

o Submit Set-On Slip (Prob. 981, Rev. 2/05) and report to Superior Court Clerk’s office 
where Juvenile case was last heard 

 If not filed in Court, submit to location where arresting agency would have 
submitted for filing with the District Attorney’s Office (District Attorney, Law 
Enforcement Agency and Sorting Area Office – Attachment J) 

o File a copy of Set-On Slip and report, pending response from Superior Court with 
Court date 

 If no response is received in 45 days, contact the Court Clerk 
o Upon receipt of Court date, file under date pending Court’s decision 
o Process Sealing minute order when received from Court 

 If a non-ward’s records have been sealed under WIC Section 786, mail a JV-596-INFO 
(Sealing of Records for Satisfactory Completion of Probation) form and a copy of the sealing 
order to the non-ward at the residence address on the Application; document in PCMS>Case 
Notes>Sealing>Info Provided (JV-596 INFO/Sealing Order) that the former ward submitted 
the application during an in-person contact: 
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o “On _____ (date), DPO mailed the JV-596-INFO (Sealing of Records for Satisfactory 

Completion of Probation) and sealing order to minor’s residence.” 
 
Sealing Unit SDPO Responsibilities: 
 

 Read and approve Juvenile Record Sealing Court Report (Prob. 1429, Rev. 12/17) 
 
With the implementation of PEDMS 2.0, the applicable forms are available as follows: 
 

Probnet>Probation Systems>PEDMS>PEDMS Login>Download Templates>Forms  
o Juvenile Court – Application to Seal Records (Prob. 1641, Rev. 11/17 – Attachment E) 
 
Probnet>Probation Systems>PEDMS>PEDMS Login>Download Templates>Other 
o Juvenile Sealing Request Locations (Probation Offices – Attachment A) 
o Juvenile Field - Sealing Matrix (Attachment B) 
o JV-596-INFO (Sealing of Records for Satisfactory Completion of Probation – Attachment C) 
o JV-595-INFO (How to Ask the Court to Seal Your Records – Attachment D) 
o District Attorney, Law Enforcement Agency and Sorting Area Office (Attachment J) 
 
Probnet>Probation Systems>PEDMS>PEDMS Login>Download Templates>Letter 
o Notification of Record Sealing/Satisfactory Completion of Informal Probation (Prob. 1642, 

Rev. 12/17 – Attachment F) 
o Notification of Record Sealing/Unsatisfactory Completion of Informal Probation (Prob. 1643, 

Rev. 12.17 – Attachment G) 
o Agency Notice to Seal Records (Prob. 1644, Rev. 12/17 – Attachment H) 

 
Probnet>Probation Systems>PEDMS>PEDMS Login>Download Templates>Court Report 
o Juvenile Record Sealing Court Report (Prob. 1429, Rev. 12/17 – Attachment I) 

 
Probation.lacounty.gov>Request to Seal Juvenile Records 
o JV-596-INFO (Sealing of Records for Satisfactory Completion of Probation – Attachment C) 
o JV-595-INFO (How to Ask the Court to Seal Your Records – Attachment D) 
o Juvenile Court – Application to Seal Records (Prob. 1641, Rev. 11/17 – Attachment E) 

 
Questions regarding this Directive should be directed to the Juvenile Consultant at (562) 940-2533.   
 
 
 
_______________________________     
Felicia Cotton, Deputy Chief  
Juvenile Field District Services Bureaus 
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