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Case NotebookModule Overview

The Juvenile Justice Information System (JJIS) Case Notebook Module serves as the sole source
of documentatn for all case management and supervision activiigarding youthn all state

operated and provider Probation and Community Intervention Programs. Staff are responsible for
documenting all case activities in the Case Notebook Module, incltitendeéntion screening

process, intake, diversion, supervision, and-residential facility based services.

Not all programs are required to use the Case Notebook Module. Access to Case Notebook is
granted based on the permissions given to a specific useeibyoical Data Integrity Officer.
Permissions can include viewing, adding, editing, and approving case notes. The deletion of case
notes can only be completed by your local DIO.

When case activity has occurredgcase note must be enteredJiS withn 72 business hours.
Entries made beyond 72 business hawmesconsidered LATE ENTRIES and must be labeled as
such in the General Narrative.

The original writer of the note may edit their own entries within five (5) calendar days. The
Supervisor or designeeust submit a DIO Help Request if edits need to be made after 5 days. If
case notes need to be deleted, the Supervisor or designee must grant approval and submit a DIO
Help Request. The Chief or Assistant Chief must submit the request to delete an eatbyraad
Supervisor.

Accessing the Case Notebook Module

There are multiple ways to access the Case Notebook Module from inside &eldiswe will
show you the various areas where the module is located.

Some of the options shown are permission basdadanall users will be able to access Case
Notebook from the various areas. Contact your local DIO if you have any questions or concerns
regarding your specific permissions.
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Accessing Case Notebook from Intake Web:
From the JJIS Web Home Pagecklon thelntake Welink under Modules.

Department of Juvenile Justice

o

Test Server

¥ Intake Web
E '? Applications

© Bed Management Reports
> Case Notebook
> Evidence Based Services
> Facilities
© RPACT Reports
© Special Alerts & Alias Maintenance
© Victim Services
© Youth Placement - Facility
© Youth Release

% NEW Web Forms

From there you will rdirected to the Intake Web Home Pagitere you can search for the youth
you want to add/view notebook entries for by clickingioWM o ut h Sear cho

@ Department of
le
Justice

Active Youth:

Active Program:

NOTE: All Civil Citation Placements and Charges
v should be entered in Prevention Web.
Select a Program If you need access to Prevention Web,
please contact your local DIO.

auth L ﬁ
HOME PAGE

Select a CaseLoad

~
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When conducting a youth search, #dasiest and most accurate way to search for a youth is by
their DJJID #. Use this option whenever possif@lece you have entered your search
information into the provided field(s), cligk F i nQhce the youth you have searched for
comes up, clicii S e b reext to their name to proceed.

Active Youth: Youth Search

Search Type
®) Approximate Match Exact Match
Search By
® Last Name, First Name Last Name, First Name, Race
Last Name, First Name. DOB Last Name. First Name, Sex
Social Security # DD

Active Program:

Select a CaseLoad

Select a Program
Last Name
First Name

DOB
fouth Search

Youth Found
DOB Prevention | Civil Citation | Delinquent
Pacific Islander | F | Collier

When a youth is selected from the Youth Search screei, $§1¢ | a s h disBlays teagpeno
Critical Alerts and other Specialerts and Alias informationfkhe youth has Critical Alerts
listed, you must click o V e w iAdrderdo proceed.
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Current Special Alerts & Alias Information

Youth Name: Test,Sharon
DJJID: 532950

Critical Alerts Information

DESCRIPTION CATEGORY] o i .
DESCRIPTION|DATE/TIME

Sexual Offender Sex 11/28/2016
Incident 12:00 AM
History
Suicide Risk Mental | As indicated | 04/10/2017
Health |on SRSI, Date| 09:00 AM
-04/20/2017

11:52 AM
Escape Risk Security Youthis | 04/03/2017

training. J | 01:23 PM

Bliss

psy.d.4/3/17

Special Alerts Information
[ DESCRIPTION | START DATE/TIME | EXD DATE ThiE |CouvTy ]
Failure To Appear 05/15/2017 Broward
Other - Security 03/06/2017 Leon
Failure To Appear 01/17/2016 Orange

1

Alias Information

To enter additional information, please see Alert and
Alias Maintenance.

Thef Vi e w bufidn generates a PDF Report with a list of all the alerts and associated notes.
Once the pojappears at the bottom of your screen, dic® p eonfd S a \toeview the PDF

report.

Do you want to open or save rptSQLINISAlertNotes.pdf (15.0 KB) from jjisreportscls1? Open Save | ¥ Cancel
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FLORIDA DEPARTMENT OF JUVENILE JUSTICE

Youth Alert Notes Report

Alert Category:

Youth Name: Test, Sharon
DJJID: 531950

Mental Health

Allert Dese

Allert Created
By / Date

Note Description

Note Created By / Note Last Modified
Date & Time By/Date & Time

Suicide Rizk

Alert Caregory:

Thomas, Cassandra  As indicated on SRSI, Date-04/20/2017
11:52 AM

0471072017

Security

Mukaddam, Kelli Wukadd

04/20/2017 11:52

Allert Dese

Allert Created
By /Date

Note Description

Note Last Modified
By/Date & Time

Note Created By /
Date & Time

Escape Rick

DJJDFMSRPT 61 072010

Page 1 af 1

Bliss, Joanne

Printed: 03132017 12:31 PM

Once you have viewdthe alerts/notes, you can exit out of Adobe to return to JJIS. It will bring
you back to the Splash Screen, and from here you can clitk®kt@ proceedRemember:

You

mu st

c ltomeekk eo nt MieOkyo ut h

AfnACt i
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Current Special Alerts & Alias Information

Youth Name: Test,Sharon
DJJID: 532950

Critical Alerts Information View All

S
DESCRIPTION CATEGORY| NOTE IART
DESCRIPTION DATE/TIME

Sexual Offender 11/28/2016
Incldent 12:00 AM
History
Suicide Risk Mental | As indicated | 04/10/2017
Health |on SRSI, Date| 09:00 AM
-04/20/2017
11:52 AM
Escape Risk Security Youthis | 04/03/2017
training. J | 01:23 PM
Bliss
psy.d.4/3/17

Special Alerts Information
Failure To Appear 05/15/2017 Broward
Other - Security 03/06/2017 Leon
Failure To Appear 01/17/2016 Orange
1

Alias Information

To enter additional information, please see Alert and
Alias Maintenance.

You will now be broght back to the Intake Web Home Page. Notice that the youth previously
selected is now showing under the Active Youth seciRemember: you must conduct a

Youth Search first before you will be able to access Case Notebook from inside Intake Web.
Click onthe Case Notebook link to be taken to the Module.

Department of Bl Add New Referal Modules  Reports  LogOut
Juvenile
Justice

Active Youth:

532950 : Test, Sharon

Zebra

e sl [ coe o] 3
Active Progr’

Select a CaseLoad

NOTE: All Civil Citation Placements and Charges
should be entered in Prevention Web.
If you need access to Prevention Web,

Select a Program please contact your local DIO.

Youth Listing:
Refresh || Youth Search

HOME PAGE
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If the youth ison your caseload or on the caseload of another worker in youclickton

fSel ect A an@ eheoselthe nathe of the JPDce JJIS refreshes, a current list of

youth being supersed will appear under the Youth Listing. Clckthey o ut h 6 s

them active.

Department of
Juvenile
..l ustice
Active Youth:

® Select a CaseLoad
| Denton, Timothy R

~Select a Program

outh Listing:

E Youth Search
Youth

Listing

Once the youth is active, directly below their name will be two links. One for the Face Sheet and

the other for Case Notebook.

NOTE: All Civil Citation Placements and Charges
should be entered in Prevention Web.
If you need access to Prevention Web,

Select a Program please contact your local DIO

Select a CaseLoad

Youth Listing:

Refresh || Youth Search

HOME PAGE
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Click on the Case Notebkdink to be taken to the Module.

& Case Notebiook Module - Home Page - Intesmet Explorer pravided by Department of havenile Justice - o x
Case Notebook Home Page 2l

Youth's Information

Youth's Name DIID Current Risk to Reoffend
(Apr 142017 PACT Pre-Screen Assessment by Jane Stust)

Test, Sharon Zebra [s32850 [High

Links to Other Modules P

¥ Youth Requirements ¥ YES Plan ¥ Face Sheet

* PACT Goals * Probation Resource Booking ¥ Human Trafficking Screening Tool
After completing PACT click refresh
button to see 1f Human Trafficking Tool

required; then, click the 'Human
Trafficking Screening Tool link

[oheir.

e

If the youth isbeing processed at the JAC or under Intake Processing or On Call Screening, click
onfi S e | wdramdand choose the appropriate program from the-daypn box Once

JJIS refreshes, a current list @fugh beingorocessedvill appear under the Youth Listing. Click

on the youthds name to make them active.

SN
Active Youth:

Active Program:
J A C - 04 Circuit - Duval
County

O Select a CaseLoad

®) Select a Program
[T A C- 04 Circuit - Duval County V|

®) Not Released from the Program
L) Reoistration Process Incompla

Youth Listing:

Y outh

Listing
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Once the youth is active, directly below their name will be two links. One for the Face Sheet and
the other for Case Notebook.

NOTE: All Civil Citation Placements and Charges
should be entered in Prevention Web.
If you need access to Prevention Web,

Select a Program please contact your local DIO.

Select a CaseLoad

Youth Listing:
| Refresh Youth Search |

HOME PAGE

Accessing Case Notebook from JJIS Web:
Another way to access the Case Notebook Module is through JJIS Web. From the JJIS Web
Home Page, click on the Case Notebook link under Modules.

Department of Juvenile Justice

Face Sheet Go
Test Server

¥ Intake Web

5 O Applications Juvenile Justice Information System (JJIS)
¢ Bed Management Reports
& Case Notebook
© Evidence Based Services
© Facilities
© RPACT Reports
© Special Alerts & Alias Maintenance
& Victim Services

© Youth Placement - Facility
© Youth Release
NEW Web Forms
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From there, JJIS will direct you to the Youth Search screen. Here you cam feedhe youth

you want to add/view notebook entries ffhen conducting a youth search, the easiest and

most accurate way to search for a youth is by their DJJID #. Use this option whenever possible.
Once you have entered your search information irdgtbvided field(s), clicki Fi n d o

(5] Department of Juvenile Justice

Logout | Manage Security Questions

<<Back |

Search Type
® Approximate Match Exact Match
Search By ' . . - :

® Last Name, First Name Last Name, First Name, Race
) Last Name, First Name, Sex
SSN

v DoB

Once the youth you have searched for comes up, tlike | reext to their name to proceed to
the Case Notebook Module.

& Case Notebook Module - Home Page - Intemet Explorer pravided by Department of Juvenle Justice

Case Notebook Home Page

Youth's Informatien
Youth's Name DD Current Risk to Reoffend

Test, Sharon Zebra 532950 [High | (Apr 142017 PACT Pre-Scroen Asscssment by Janc Sturr)

Links to Other Modules B

¥ Youth Requirements * YES Plan ¥ Face Sheet

¥ PACT Goals * Probation Resousce Booking ¥ Human Trafficking Screening Tool

After completing PACT click refresh
button to see if Human Trafficking Tool
sequired; then, click the ‘Human

Trafficking Sereeniag Tool link

Accessing Case Notebook from the Youth Release Module :
If you have permissions to the YouRelease Module on JJIS Web, you can also access Case
Notebook from thereRemember: You must also have permissions to Case Notebook.

From the JJIS Web Home Page, click on the Youth Release link under Modules.
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Department of Juvenile Justice

-~

Test Server

{3 Intake Web

= ©P Applications Juvenile Justice Information System (JJIS)
© Bed Management Reports
© Case Notebook
© Evidence Based Services
o Facilties
© RPACT Reports
© Special Alerts & Alias Maintenance
© Victim Services
© Youth Placement - Facility

© Youth Release
¥ NEW Web Forms

You will be brought to the Youth Release Mibe where you should now select your program
from thedrop-downbox. Remember: Only the programs assigned to you will appear in the
drop-down boxfor selection.

Department of Juvenile Justice

Logout | Manage Security Questions
Youth Release Module

Please Select a program:

JDAP-04Circuit-BAY S

JDAP-04Circuit-BAY S
9951 Atlantic Boulevard
Jacksonville, FL 32225-

Once you have selected your program, clickioB otd proceed.

Once inside the Youth RelsaModule, you will see a listing of the youth who are currently
placed in your program.
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To view the Case Notebook for a youth, clickon =i con next to the youth

@ Department of Juvenile Justice

Logout | Manage Security Questions

Youth Release Module

¢ #

4:' Youth Release , g g
JDAP-04Circuit-BAYS Select Youth To Update/Release

Supervisory Case Reviews Due
[setect all Record Count: 63

Intensive Delinquency Diversion Services|1/29/2016 [Non-Judicial 05/27/2016

Intensive Delinquency Diversion Services|12/21/2015 [Non-Judicial 04/21/2016
Intensive Delinquency Diversion Services|12/9/2015  [Nen-Judicial 04/09/2016

Intensive Delinquency Diversion Services|12/10/2015 [Non-Judicial 04/09/2016

Intensive Delinquency Diversion Services|12/10/2015 [Non-Judicial 04/09/2016
Intensive Delinquency Diversion Services|12/18/2015 [Non-Judicial 04/18/2016

Intensive Delinquency Diversion Services|1/11/2016  [Non-Judicial 05/11/2016
Intensive Delinquency Diversion Services|2/3/2016  [Non-Judicial 06/03/2016

Intensive Delinquency Diversion Services|2/3/2016  [Non-Judicial 06/03/2016
Intensive Delinquency Diversion Services|12/18/2015 [Non-Judicial 04/18/2016
Intensive Delinquency Diversion Services|1/26/2016 [Non-Judicial 05/26/2016

Intensive Delinquency Diversion Services|11/5/2015  [Non-Judicial 03/05/2016

Intensive Delinquency Diversion Services|12/9/2015  [Non-Judicial 04/09/2016
Intensive Delinquency Diversion Services|10/12/2015 [Non-Judicial 02/12/2016

Intensive Delinquency Diversion Services|11/3/2015  [Non-Judicial 03/03/2016
Intensive Delinquency Diversion Services|10/23/2015 [Non-Judicial 02/23/2016
Intensive Delinquency Diversion Services|11/23/2015 [Nen-Judicial 03/23/2016

Intensive Delinquency Diversion Services|1/11/2016 [Non-Judicial 03/11/2016

0
o
il
0|
o
iy
o
o
0|
o
o
o
o
ini
o
o
o
=

Juvenile Justice

Case Notehook Home Page

Youth's Information

Youth's Name DIND Current Risk to Reoffend

[Test, Sharon Zebra [s32850 [rugn (Apr 142017 PACT Pre-Screen Assessment by Jane Sturr)

* Youth Requirements *» YES Plan » Face Sheet

» PACT Goals ¥ Probation Resource Booking * Human Trafficking Screcning Tool

After completing PACT click refresh
button to see if Human Trafficking Tool
required: then, click the ‘Human
Trafficking Screening Tool link.
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Case Notebook Home Page

This module is used to keep a chronological r
Department and staffds actions. Letds break d

Youth Information:

Under the Youth I nformation sectiRskto the yout
Reoffend. It also displays the date, and typkasf CPACTAssessment completed and by

whom.

Case Notebook Home Page

Youth's Information

DIIID Current Risk to Reoffend

532950 (May 30 2017 PACT Pre-Screen Assessment by Mark Shubrick)

If you would like to leave the Case Notebook Module, click on this symlibk top righthand
cornerto exit. Be sure to properly exit out of Casetdbook for each active/selected youth prior
to starting a new Youth Search.

NeverOf A O1 2y GKS a-¢ t20FGSR Ay (GKS G2L)J NAIKG KIyR

Links to Other Modules:

In this section, the user is provided with links to navigate to related modiakse links include

Youth Requirements, YES PIaRACT GoalsfFace SheeRrobation Resourdgooking and the

Human Trafficking Screening TodClicking on any of these links, will take you directly to that

module to complete the specific task for the youdh haveselected.PACT Goals which are

now called Change Goals are entered via Youth Requirements, however the PACT Assessment

can still be accessed from thislinkher e i s al so a ARefresho butto
used to determine the HTSTnheeds to be completed for a yougemember: Access to the

various links mentioned above is granted based on the permissions given to a specific user

by their local Data Integrity Officer.
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» Youth Requirements » YESPlan » Face Sheet

» PACT Goals » Probation Resource Booking » Human Trafficking Screening Tool

After completing PACT click refresh
button to see if Human Trafficking Tool
required; then, click the 'Human
Trafficking Screening Tool link

When using the links in Caseeaypdthepageskandflbae s ur
between screens. If you open a link, be sure to close it before continuing in Case Notebook
Module.You cannot link to other modules within case notebook from aRekiember:Be

sure to close out of one module before seleaimnother module and close out of one youth

before selecting another youth.

Sections of Case Notebook

In thissection,we will review the three sectiomms case notes and explain what is contained in
each section. As you can see we have Pending RevieRspgress Reviews, and Completed
Reviews. Letodos take a closer | ook at Pending

Case Notebook Home Page

Youth's Information

Youth's Name DD Current Risk to Reoffend

Test, Sharon R 532950 High | (May 30 2017 PACT Pre-Screen Assessment by Mark Shubrick)

Links to Other Modules "8

* Youth Requirements » YES Plan } Face Sheet

» PACT Goals *» Probation Resource Booking } Human Trafficking Screening Tool

After completing PACT click refresh
button to sce if Human Trafficking Tool
required; then, click the Human
Trafficking Screening Tool' link

Pending Reviews:
In this section, this is where you can create a new note as well as find the most recent case notes

that have been entered for a youth. They atediin chronological order by the Contact
Date/Time with the most recent contact at the top of the screen. These notes will remain in this

section until a 90 Supervisory Review is completed by a Supervisor.
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From the Case Notebook Home Page, clickonthen k f or A Pendi ng Revi ews
openthis section.

@ Case Notebook Module - Home Page - Intemnet Explorer provided by Department of Juvenile Justice

Case Notebook Home Page

Youth's Information

DD Current Risk to Reoffend

532950 [Hign | (May 302017 PACT Pre-Screen Assessment by Mark Shubrick)

Links to Other Modules °&

* Youth Requirements » YES Plan } Face Sheet

* PACT Goals » Probation Resource Booking } Human Trafficking Screening Tool

After completing PACT click refrosh
button to see if Human Trafficking Tool
required; then, click the Human
Trafficking Scroening Tool' link

Pending Reviews
In-Progress Reviews

Completed Reviews

Adding a New Case Note:

When adding a new case nogeu need to determine the type of case note you will be adding. If
your case note involved fate-face, telephone, email or any othezatonic methods that can

be adequately documented, then this is considered a Contact. Contacts can be made with the
youth, parents/guardians, or any other collateral source working directly with the youth and their
families.

Non-Contact case notes argiyally notes that describe actions completed by the writer that
dondt require an interaction whbdolwwheoweeone. Th
discuss the Case Management Notes.
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