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1. There can only be one assessment series open statewide.

2. The assessment series is owned by the county/court that has the series open, meaning that only the county/court with the open series can make changes to the assessment data.

3. Anyone with authority to view assessments will be able to view all assessments statewide.

4. Anyone with authority to edit assessments within a county/court can open, edit, or close an assessment series.  

5. If a youth has no open assessment series statewide, any county/court may open a new series.

6. If a youth has an open assessment series, a final assessment to close the open assessment series must be completed prior to opening a new assessment series.

7. If a youth has an open series in a county/court, and is adjudicated on a new offense in another county/court, the court with the new adjudication will not be able to open a new assessment series.
If a youth has an open series in another county, it is likely that the youth will continue to be supervised by that county.  Therefore, prior to disposition, it is considered to be “best practice” for the intake officer to execute a Search for a Juvenile in Assessments.com to determine whether a youth is currently under supervision in another county.  The purpose of the search is to obtain a recommendation from the assigned probation officer in the county in which the youth will continue to be supervised.  Contact can be made by phone or email.  Following the disposition hearing, the intake officer will contact the supervising probation officer regarding the disposition of the case.
8. If a youth has an open assessment series in a county/court, commits a new criminal offense in a different county/court, a new series can not be opened until the open assessment series is closed.  This means, the county/court with the new offense can not open a new series until after adjudication of the case and the county/court with the open assessment series has been closed.

9. If a youth is transferred from county/court to another county/court with an open assessment series, ownership of the series must be also transferred.  This means that the editing and closing authority is owned by the receiving county/court.  (This allows for the supervising county/court to complete the series with the initial, re-assessment and final closing assessment).
· When transferring jurisdiction to another county at the time of disposition and the risk assessment is done pre-adjudication the sending county will complete a full initial assessment series.  That county is then responsible for completing a Memorandum notifying the receiving county of the transfer.  The Memorandum should also state that the initial assessment series is ready to be pulled by the receiving county.  The receiving county’s Account Administrator will be responsible for “pulling” the case from the sending county and assigning it to a case worker.

· If a youth has been on probation for 30 days or more the sending county shall complete a full initial assessment series prior to transferring the case.  

· At all times, a pre-screen should be completed prior to transferring a case if one is available.  The same rule applies to courtesy supervision cases.  Deferred Dispositions must be courtesy supervision and if one is available, should include a pre-screen.  

Summary Table

	Risk Assessment completed Pre-Adjudication
	Send Full Initial Assessment Series

	Youth on probation 0-29 days prior to transfer 
	Send Pre-Screen

	Youth on probation 30 days or more prior to transfer
	Send Full Initial Assessment Series

	Deferred Disposition (Must be Courtesy Supervision)
	Send Pre-Screen


10. If a youth has no open assessment series and he/she commits new crimes in two different counties, the county that opens the assessment series first owns the series until adjudication.

11. Upon completion of community supervision, the case worker must close all interventions and close the series.  The case worker should then archive the youth’s case.  Archiving a case can only be done after a Final Assessment Series has been completed.
To archive:

a. Go to your home page.

b. Click on the radial button indicating you are Working with just your Caseload.
c. Click on Full List from your home page.

d. Click on the Archive button associated with the youth.

12. If a youth’s case is archived and they commit a new offense, then the county of jurisdiction will unarchive the case to open a new series.
To unarchive/activate from your own county:

a. Go to your home page. 

b. Choose whether you would like to Work with all Juveniles in your county or Work with just your Caseload.  Click on the radial button indicating which is best (i.e. if you are activating a youth who was on your caseload, you would choose to work with just your caseload)

c. Click on Archived (right next to Full List).

d. Click on the Activate button associated with the youth.
To unarchive/activate from another county:
a. From the home page, click on Search for a Juvenile and put in the youth’s information.

b. Click on the youth’s name.

c. A big blue box will appear indicating that the youth is archived.  Click on the ok button.  

d. Click on the blue bar that says Transfer this Juvenile to my Account, 
e. Once transferred to your caseload, a blue box will appear indicating that the youth is currently archived, click ok to go to the next step to view the archive list.  

f. Click on the Activate button associated with the youth.

