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Key/Legend

The BADGE application and the manuals use various styles and icons. Below are their explanations. The
BADGE Application refers to all BADGE modules while the BADGE Caseload Management Module
Manual covers this specific module.

Individual users may not have read or write privileges for every module; therefore, all users may not be
able to add, edit, delete, or view certain information or functions in BADGE.

In the BADGE Application
Style/Symbol/Button Meaning

Located in the upper right-hand corner of any given screen/window, in
- X order of appearance (from left to right): Minimize the screen; Maximize
Screen/Window Control Buttons | the screen; and Close the screen. If a component is greyed out it is not
available.

« @ & In order of appearance (from left to right): go Back to Parent Report;
Report Viewer Buttons (2 of 4) Stop Rendering report; and Refresh report.

In order of appearance (from left to right): Text Box, enter text to search
: for; click Find to search for text entered in text box; and click Next to find
Report Viewer Buttons (4 of 4) the next instance of text entered in the text box.

Find | Mext

A record with text displayed in red font generally indicates there is an
Info Button and/or “alert” associated with a given juvenile record. To view an alert, click the
Text in Red Font red and white Info button or select the Alerts tab on the Juvenile
Information screen.

Icon displayed on

. The exclamation mark on a red background denotes a mandatory field.
various screens.

The “” icon typically displays when the application notifies a user of the
results of a requested action, for example: “Data saved successfully.”
This also displays when there is additional information for field.

Icon displayed on
Information Screen

Revised 03/2025 iii|fPage
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Style/Symbol/Button Meaning

s

Click the Close button to close the current screen, leaving open the prior
screen

Close Button

Map It Button The Map It button is currently disabled across the BADGE application.

P= Yes No [l Unknown

In the BADGE Manual
Style/Symbol Meaning

Italicized Name of a tab, document title, or manual title.

Name of a column header in a displayed table or an application

Underlined
enerated report.

Bolded and Underlined The manual’s main title and other titles for key sections.

ml Padlock Icon Denotes a locked item or record that cannot be changed.

%\,f Reference Bullet Refer to another page or resource for additional information.

The BADGE manuals are instructional guides for users to understand how to use the BADGE application. The
BADGE manuals apply the same formatting across all manuals, but information is specific to each module.
This manual is intended to assist those using the BADGE Caseload Management Module.

The BADGE application manuals are regularly updated and uploaded to DJJ’s website and DJJ Connect
without user notification. For this reason, it is recommended that users access the manuals solely through the
website instead of downloading and printing them to ensure that the most up-to-date version is used.

Revised 03/2025 iv|Page



BADGE Manual BADGE Caseload Management Module Manual

Please Note

The BADGE electronic data management system is the property of the Commonwealth of Virginia and is
intended for authorized users only. By accessing and using the BADGE system, users are consenting to
system monitoring for law enforcement and other purposes.

Every user accessing the BADGE electronic data management system is bound by confidentiality rules.
BADGE system users should not access information on any persons for which there is not a legitimate
professional interest. A log entry is made whenever a user accesses a record in the BADGE system.

Access the following link for the DJJ Acceptable Use & Information Security Agreement. See §2.2-2827 of the
Code of Virginia for restrictions on state employee access to information infrastructure. See 8816.1-223 and
16.1-300 of the Code of Virginia for confidentiality requirements and use restrictions of data and records.

Unauthorized use of the BADGE electronic data management system may subject a user to State or Federal
criminal prosecution and penalties.

To report any issues encountered with the BADGE electronic data management system please email DJJ-
BADGE-Issues@dijj.virginia.gov. If there is a need to request a change, please contact the appropriate
Regional Program Manager (RPM) or Superintendent.

Please email DJJ-BADGE-Passwords@djj.virginia.gov for assistance with BADGE login problems.

All potentially sensitive data have been removed from all screen images presented in this manual.
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Caseload Management Module

Access the Module

From the BADGE home screen (i) Click the JTS Modules drop-down menu option, (ii) click the Caseload
Management option from the drop-down menu, and the Caseload Main screen will appear.

* BADGE
File JTSSearch | JTSModules | Help
Caseload Management

Community Insight Reports

CSUIntake
Detention
Direct Care
Gang Management System
Incident Reporting

Search
Click the Search drop-down menu option on the Caseload Main screen to access the various methods
available to search for an existing caseload.

Search for an Existing Caseload by: Additional Guidance/Instruction

By Case Number Caseload Details Screen

Bv Juvenile BADGE Juvenile & Adult Information Screens Manual
By ~uvenie Caseload Details Screen

By CSU Assignment Caseload Details Screen

1. By Adult

By Case Number
By CSU/Facility
By Juvenile

By User
8y CSU Assignment

a. From the Caseload Main screen (i) click the Search drop-down menu option, (ii) click the By Adult
option, and the Adult Search screen will appear. (iii) Select the desired radio button on the Adult Search
screen (Adult Number, Caseload Number, or Advance Search), (iv) enter the appropriate search
data in the text fields provided, (v) click the Find button, and one of the following three screens will
appear:

i. The Information screen will appear stating “No Caseload details found.”
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Information =

o Mo Caseload details found.

ii. The Caseload Details screen will appear with the results for the adult searched on.
iii. The Search Results screen will appear with any potential matches.
1. On the Search Results screen (i) select the desired adult’s name highlighting the row in blue, (i)
click the Select button and the Caseload Details screen will appear with the results for the adult
selected from the search results.

9l Search Results - 235 adults meet your criteria.

Suffix First Name Middle Name Race  Genetic Sex

I'* Click on ANY coumn header 10 sofl }... -
—

in ascending or descending order

i

[ B8 = el

L] ] B ey

Ei8]

= - - =
[ [ Er s

]
i

W Caseload Details

- I e 0000 e s o

Senvices Employment Calendar Evalustions CSUAccess YASI Version History CPRinfo.

Sut_ End
Date " Date

Status Category and Descripson: Start Date.
Closad Cade End Date

Hsave 9 Cancel Ofceses @ Reesh © Halp LOS Estimator

©F Refer to the BADGE Login & Search Manual for instructions on using the Adult Search screen.
¥ Refer to the Caseload Details Screen section for instructions on using the Caseload Details screen.

Please note—all potentially sensitive data has been removed from all screen images presented in this manual. For example, in
the Search Results screen image above, the data for all 22 records have been removed.
Click on column headers to sort data in ascending or descending order whenever the BADGE application presents data in a

tabular format.
The Caseload Number, the Intake Case Number, the Adult Number, and the Juvenile Number are all unique identifiers

and are not interchangeable.

2. By Case Number
a. From the Caseload Main screen (i) click the Search drop-down menu option, (ii) click the By Case
Number option, and the Caseload by Case Number screen will appear. (iii) Type the case number in
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the Case Number text field, (iv) click the OK button and the Caseload Details screen will appear with

the results for the case number entered.
i. If the case number entered in the Case Number text field does not exist the Warning screen will
appear, click the OK button to return to the Caseload by Case Number screen to search again.

©¥ Refer to the Caseload Details Screen section for instructions on using the Caseload Details screen.

8l Caseload Main

Warning * File | Search | Reports Help

By Adult

:
By CSU/Facility

By Juvenile

85 Caseload by Case Number X

[
[ o« J| Concel |

A The Workload # not found in the system

By User
By CSU Assignment

o5 Caseload Main
File | Search | Reports  Help
By Adult

By Case Number

By CSU/Facility

By Juvenile

You are logged into training. Do not enter production data.

By User
By CSU Assignment

3. By CSU/Facility
a. From the Caseload Main screen (i) click the Search drop-down menu option, (ii) click the By

CSU/Facility option, and the Facility Caseloads screen will appear.

& Facility Caseloads

Bl Caseload Main
- Select an item from either the CSU drop-down menu button
File | Search | Reports Help arty or the JCC/HH drop-down button, then click the Search
SU) button

By Adult
By Case Number

By Juvenile

By User
By CSU Assignment

i. By CSU—to select a CSU from the Facility Caseloads screen (i) click the CSU drop-down menu
option, (ii) select a CSU from the list of CSUs presented, (iii) click the Search button, and a list of
Caseloads with Open Statuses will be displayed on the Facility Caseloads screen.
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% Faciity Caseloads

- X
U€) oo, | 1 Gl e B
(& s T

€81 013 - Rehwond Cay £5U) | moemm
Caseloads with Open Statuses
Last Name, g Total Casos: 209

Last M Frst Nasvo D} S, Ay CSU Pamary Wodar

xS L e 2
Nommber Category

1. Open and Contacts buttons.

a. From the list of Caseloads with Open Statuses (CSU) on the Facility Caseloads screen, (i)

select the desired record with the cursor to highlight the row in blue, (ii) click the Open
button or the Contacts button on the bottom of the screen, and the Caseload Details screen
will appear.

2. Report button.

a. From the list of Caseloads with Open Statuses on the Facility Caseloads screen click the

Report button on the bottom of the screen and the Report Viewer screen will appear with a
report listing all cases with an open status. The report will be generated for the selected
CSU and each record will display Juvenile #, Caseload #, Juvenile Name, and CSU Primary
Worker(s) and FIPS.

o Report Viewer - o x

e E M- | 100w

1 of 5 b Bl Find | Next

B PCSUCaseSea
1 Pulaski CSU Current Caseload Listing

This is a list of all cases that have open statuses. Total Cases: 260

260 Juvenile Cases
€5U Primary Worker(s) and FIPS

®
£
3

.

uvenile#: Caseload #: Juvenile Name

3. Calendar Report button.

Revised 03/2025

a. From the list of Caseloads with Open Statuses on the Facility Caseloads screen (i) click

the Calendar Report button on the bottom of the screen and the Calendar Report
Parameters screen will appear. On the Calendar Report Parameters screen (ii) use the
default start and end dates or change the date parameters using the Start Date and End
Date calendar drop-down screens. (iii) Click to place a checkmark next to the desired items
in the Select Calendar Event(s) window, and (iv) click the Generate Report button and the
Report Viewer screen will appear with a report listing all selected calendar events for the
selected period. The CSU calendar events will be listed by date, grouped by week, and
display Juvenile’s Name, Description, Completed, Completed by, and Comments.
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o Repart Viewer o x
H 4 of2 bk M« @ GDa-- | e = Find | Nest
5 iCalendarReps
o Calendar Report Parameters x — Calendar Events for Caseload of Pulaski CSU
Stariing on MRS and Ending on Sefs se

Wednesday, May 1.2024 E~

Saturday ., August 31,2024 [l

All Calendar Events

[] Custody Classffication Review - 30 days

Juvenile's Hame Description

Completed

—
- m‘“ﬁf""’ |
- o sl § et T

Completed by

amme;

- (ST P g = Annual Dental Exam
Completedby ~ Comments
T Al e Annual Physical Exam
Camplated by Camments:
[ e e T PPO(TE) Test
Complated by Camments:

=
Vot rwn oamre
Completed by

Senice Plan Monthly Progress Date
Comments:

AL TR O
g

Senice Plan Quarterly Revew Date
‘Comments

(0 Custody Reclassfication Review - 90 days %. - Senice Plan Monthly Progress Dete
[ Mandatory Administrative Major Cffender Review - 30 Months Comgleted by Comments.
(] Mandatory Administrative Major Offender Review - Age 20 1/2 Waak of § =k ]
] Mandatory Major Offender Case Review - 18 Months e ol el Senice Plan Manthly Progress Date
(] PPD(TB) Test | mﬂ.m.dl_tx; _ Comments:
e -
[ Serious Offender Review - 12 months = Completed by Seniee Flan mimnﬂgmmnfg
[ Serious Offender Review - 24 marths I e L AT Senvice Plan Manthly Progress Date
Complated by Comments:
[, Generate Report wesorborngs |
Lo L BT RN e o Senice Plan Monthly Progress Date
Complated by Comments
Weekof §7 F ) ]
< o B0 ol el | e g Senvice Plan Menthly Progress Date

The Calendar Events report, created by using the Calendar Report button, will ONLY display events for DJJ committed
youth for both search types: By CSU and By JCC/HH.

i. By JCC/HH—to select a JCC/HH from the Facility Caseloads screen (i) click the JCC/HH drop-
down menu option, (ii) select a JCC/HH from the list of JCC/HHs presented, (iii) click the Search

button, and a list of Caseloads of Current Population will be displayed on the Facility Caseloads
screen.

55 Facility Caseloads - x

Y12 - Bon Air Juvenile Correctional Certer

JCC Primary Worker

1. Open and Contacts buttons.

a. From the list of Caseloads of Current Population (JCC/HH) on the Facility Caseloads
screen, (i) select the desired record with the cursor to highlight the row in blue, (ii) click the
Open button or the Contacts button on the bottom of the screen, and the Caseload Details
screen will appear.

2. Report button.

a. From the list of Caseloads of Current Population on the Facility Caseloads screen click
the Report button on the bottom of the screen and the Report Viewer screen will appear
with a report of caseloads of the current population listing all cases for the selected JCC/HH
by Juvenile #, Caseload #, Juvenile Name, Arrived, and JCC Primary Worker(s).
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o Report Viewer - [m]
41 of 4 b M|« @ | E D &- | 100% - Find | Next
~
Bon Air Juvenile Correctional Center Current Caseload Listing
This is a list of all cases for juveniles in the current population Total Cases: 198
Juvenile # Caseload # Juvenile Name Armived  JCC Primary Worker(s)
L [ S [T P = i e S
e A B Moken s el P | mam ke Bmam
e [E L S T [FE F e
B Fad mmen Pmmms [ - e
| LF
= iyl - .I.— [ e NN
| wma T R bk LT o e S
| = o ALY EAE [ T -
amE e Eaas [= For=] Sruri= i e
| S i, Bmsiee [ T
[ e (RIS FERE E ST e
R e bk [k P 1a =
| = LI~ LI, S e N e e
- P e Ba? [ T N N
[ e [ - = S i -
= Bl aem ama _— R i e f . -
[ - - e e
[ = & N e T
| e [ TR TEC gy L T TR e
| e R i, Nl [ PP LN FUH) SN L TR TR
| v (L R P Eake” e B Bk e
] BN e | e o R - rrr i2u e S
| Fud
[ = e Bl T
. — §omm e e - ggEw = v

3. Calendar Report button.

a. From the list of Caseloads with Open Statuses on the Facility Caseloads screen (i) click

the Calendar Report button on the bottom of the screen and the Calendar Report

Parameters screen will appear. On the Calendar Report Parameters screen (ii) use the
default start and end dates or change the date parameters using the Start Date and End
Date calendar drop-down screens. (iii) Click to place a checkmark next to the desired items
in the Select Calendar Event(s) window, and (iv) click the Generate Report button and the
Report Viewer screen will appear with a report listing all selected calendar events for the
selected period. The JCC/HH calendar events will be listed by date, grouped by week, and

display Juvenile’s Name, Description, Completed, Completed by, and Comments.

sl Facility Caseloads

Revised 03/2025
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Bl Report Viewer - o X
M4l ofdRH |+ 0@ & C | 100 Find | Nest
) piCalendarRepc ~
T Calendar Events for Caseload of Bon Air Juvenile Correctional Center
al Calendar Report Parameters X - Starting on MUSFEMEN and Frding on MR
- Juvenile's Name Description Complated
" .
- [T e e Annual Dental Exam
— Completed by:
T L g = Annual Physical Exam
Wednesday, May 1.2024 [F~ v NI Completed by,
= [RCEE Sy PPO(TE) Tast
o Completed by:
Saturday , August 31,2024 [~ Tkl T e g LD el Senice Plan Manthly Progress Date
. Complsted by: omments:
nome PREED v e Senvice Plan Monthly Pragress Date
Complated by Comments:
Y ST T Senice Plan Monthly Progress Date
Completed by Comment its:
LR S R Service Plan Monthly Progress Date
() Custody Classification Review - 30 days T L e e e Senice Plan Quarteily Review Date
() Custody Reclassffication Review - 30 days | Completed by Comments:
Mandatory Administrative Major Offender Review - 30 Months Pread e e Service Plan Monthly Progress Date
() Mandatory Administrative Major Offender Review - Age 20 1/2 - _
. . | L TR T ] Semice Plan Quarterly Review Date
() Mandatory Major Offender Case Review - 18 Months ‘Comments:
() PPD(TB) Test L = T Senice Plan Monihly Progress Date
() Serious Offender Review - 12 months - Completed by, Comments
; _ [ == Senice Plan Quarterly Review Date
() Serious Offender Review - 24 morths f
T vuan Tom AT Senice Plan Manthly Pragress Date
[, Generate Report Completed by: omments:
TV er W waa Senice Plan Monthly Pragress Date
Completed by. Comments.
T e e Service Plan Monthly Progress Date
Completed by: Comments:
< s VAR e e Senvice Plan Monthly Progress Date .

©F Refer to the Caseload Details Screen section for instructions on using the Caseload Details screen.

4. By Juvenile
a. From the Caseload Main screen (i) click the Search drop-down menu option, (ii) select the By Juvenile
option, and the Find Juvenile screen will appear, (iii) search for a juvenile by selecting an option in the
Search by area on the Find Juvenile tab, (iv) click Find, and the Search Results screen will appear, (v)
select the juvenile’s name, and the row with be highlighted in blue, (vi) click the Select button, and the
Caseload Details screen will appear.

o=l Find Juvenilz x

Find Juvenile  Direct Care Population Detention Population

Search by Last Name Use Wildcard
= e © Juvenie Number Name Suffix Include | None

Fle [ Search | Reports Help | (O DC Number First Name Use Wildcard
By Adult
By : () Intake Case Mumber Include Altemative First Name Spellings
y Case Number
By CSU/Facility (Z) Caseload Number Mias SEN

\ By Juvenile |

By User (O Advance Search DOB / Age Age
By CSU A“_igmm () Previous Selections Street Address (Full or Pariial)

B

Juvenile Number

Show Last Results

ZIP Code

Phone

Find Juveniles with Commitment (s to the State

(Home, Cell, or Work)
Clear All

=¥ Refer to the BADGE Login & Search Manual for instructions on using the Find Juvenile screen.

o

2% Refer to the Caseload Details Screen section for instructions on using the Caseload Details screen.

5. By User

a. Current Caseload Assignments for Logged on User name
i. From the Caseload Main screen (i) click the Search drop-down menu option, (ii) select the By User
option, and the Current Caseload Assignments screen will appear populated with the caseloads
associated with the user name that is currently logged onto the BADGE application. If the user
name used to logon to the BADGE application does not have any cases associated with it an
Information screen will appear stating “No Caseload details found.”
1. To filter the results displayed on the Current Caseload Assignments screen by user status, (i)
select the desired status from the User Status drop-down option (“All,” “Assigned To,” or
“Supervised By”), click the Search button, and the filtered results will appear.
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8 Current Caseload Assignments - (m] >
., % Change User | Al ~ 8D Search
Curent
s Adut Last Name ~ Firt Name M DOB Pssigned  Released|  Status Tipe S5,
Category
s - T .
B3 Caseload Main = s L Toview a different user's caseload records (i) Infarmation *
File | Search | Reports Help © ' | The caseload records are displayed click the Change User button to select
By Adult @ | forthe userin the User Name field another user, then (i) click the Search button | @
By Case Number — - . 3l to display the newly selected user's current o Mo Caseload details found
By CSU/Facility = - T 1 L 1 = e
.
e - - P . LR r— Il [}
[& Open Contacts [l Close @ Help [, Caseload Report | | [, Calendar Report * Juvenile Info || Map It
The User Name will default to the user logged onto the BADGE application.

The cases that are listed have been assigned to and released from the user’s caseload within the last 30 days.

b. Current

Caseload Assignments for Another User Name — Change User Button

i. To search for another worker’s caseload, click the Change User button and the Employee Search
screen will appear.

o5 Current Caseload Assignments

1.

3.

4.

B, Caseoas Bepor || 8 CaendarFepor. || uverde o[ 1o t |

In the Employee Search screen either (a) type the full last name in in the Last Name text field
for an exact name match or (b)(i) enter a partial sequence of characters beginning with the first
letter of the last name in the Last Name text field and (ii) click the Use Wildcard checkbox to
obtain results based on a partial name match. The Name Suffix checkbox is automatically left
unchecked for none, if desired (iii) click the checkbox to select a suffix from the drop-down
menu.

Either (a) type the full first name in in the First Name text field for an exact name match or (b)(i)
enter a partial sequence of characters beginning with the first letter of the first name in the First
Name text field and (ii) click the Use Wildcard checkbox to obtain results based on a partial
name match.

The Find Only Current Employees checkbox will be automatically selected, uncheck this

checkbox to include former employees in the search results.
Click the Find button, and one of the following three actions will occur:

Revised 03/2025
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a. The Employee Search screen will appear stating “No matches. Please change your criteria.”

Employee Search X

Ly

| No matches. Please change your criteria.

b. The Search Results screen will appear with all user name matches.

i. Onthe Search Results screen, (i) click on the desired user’s name to highlight the row in
blue, (ii) click the Select button and to return the Current Caseload Assignments screen
where the User Name text field will now be populated with the selected employee name.

ii. On the Current Caseload Assignments screen click the Search button, and a list of
Cases assigned to and released from [the user] within the last 30 days will be
displayed.

c. The Current Caseload Assignments screen will display with the selected name in the User
Name text field. Click the Search button, and a list of Cases assigned to and released
from [the user] within the last 30 days will be displayed.

i. To filter the results displayed on the Current Caseload Assignments screen by user
status, (i) select the desired status from the User Status drop-down option (“All,”
“Assigned To,” or “Supervised By”), click the Search button, and the filtered results will
appeatr.

6 Search Results - 20 employees meet your criteria. x

Legal Last Name Suffc Legal First Name Dusplay Name: Account Cosed

(s | Corce

To yield broader search results, type ONLY the first two or three characters of the last and first name, and select Use
Wildcard.

This is only location user search can be performed.
%F Refer to Appendix A to change the supervisor and/or the worker assigned to a case.

c. Open and Contacts buttons.

i. From the list of Cases assigned to and released from [the user name] within the last 30 days
on the Current Caseload Assignments screen (i) select the desired record with the cursor to
highlight the row in blue, (ii) click the Open button or the Contacts button on the bottom of the
screen, and the Caseload Details screen will appear.
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85 Current Caseload Assignments — %
User Name User Status
- (Search can also be used to refresh)
A5 Change User | Al ok
Total Cases: 10 Cases assigned to and released from within the last 30 days Clear Al
A Current Geo-
Nomber | At Last Name First Name M DOB Assigned  Released g:ms Twe o
egany
= =
a
a
a

Clickhe Calendear Click the Juveniile
Click the Open or Click the Caseload Report Report button to access Info hutton and the
Contacts buttans to buton to generate a repart of the Calendar Repart Jlverile
open the Caseload cassloads assigned to the Parameters screen and \nformation screen
Details Screen user in the User Name field generate a report of I for th
selected calendar will appear for he

/ \ \ events for the default selected record

means onz open ]
Ju listed in red have alets that can be seen by selectinihe i above, inf 13
[& Open Cortacts [l Close @ Hep [ Caseload Report | [A), Calendar Report Juvenile Info Map It

d. Caseload Report button.

i. From the list of Cases assigned to and released from [the user name] within the last 30 days
on the Current Caseload Assignments screen click the Caseload Report button on the bottom of
the screen and the Report Viewer screen will appear with a report of caseloads assigned to the
user name listing all cases by Name, DOB, Caseload #, Juvenile #, Assignments, Date Assigned,
Type, and Date Released.

5 Report Viewer
1 of 2 b b % & B Q- | 100% - Find | Next
=) ptlUserCaseSea
Caseloads assignedto| User Name

Name:. DOB Caseload# Juvenile#:
Assignments:

Date Assigned: Type: CSU Primary Date Released
Name DOB Caseload# Juvenile#:
Assignments:

Date Assigned: Type: CSU Primary Date Released
Name DOB Caseload# Juvenile#:
Assignments:

Date Assigned: Type: CSU Primary Date Released:
Name: DOB: Caseload#: Juvenile#:
Assignments:

Date Assigned: Type: CSU Primary Date Released:
Name: DOB: Caseload#: Juvenile#:
Assignments:

Date Assigned: Type: CSU Primary Date Released:
Name DOB Caseload# Juvenile#:
Assignments:

Date Assigned: Type: Secondary Date Released
Name: DOB: Caseload#: Juvenile#:
Assignments:

e. Calendar Report button.

i. From the list of Cases assigned to and released from [the user name] within the last 30 days
on the Current Caseload Assignments screen (i) click the Calendar Report button on the bottom of
the screen and the Calendar Report Parameters screen will appear. On the Calendar Report
Parameters screen (ii) use the default start and end dates or change the date parameters using the
Start Date and End Date calendar drop-down screens. (iii) Click to place a checkmark next to the
desired items in the Select Calendar Event(s) window, and (iv) click the Generate Report button
and the Report Viewer screen will appear with a report listing all selected calendar events for the
selected period. If there are calendar events assigned to the user name they will be listed by date
and grouped by week, and display Juvenile’s Name, Description, Completed, Completed by, and
Comments. If no events exist a screen will appear stating “No information to print.”
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85! Current Caseload Assignments — (m] X

e [Gowseve kn [P ]

85 Calendar Report Parameters X

Al Curer
i Adut  Last Name . First Name Assigned Released Status
Lmber
Category

Wednesday, May 1,202 -
Saturday . August 31,2024 [F

[]
() Annwal Dental Exam

[O) Annual Physical Exam

(] Custody Classffication Review - 30 days

(] Custody Reclassffication Review - 90 days

("] Mandatory Administrative Major Offender Review - 30 Months
(] Mandatory Administrative Major Offender Review - Age 20 1/2
(] Mandatory Major Cffender Case Review - 18 Months

() PPD(TB) Test

(] Serious Offender Review - 12 months

(] Serious Offender Review - 24 months

(R | Coies | Bocoe 8 @100 [N comonompar || Chns o J| ari o | ot |

6 Report Viewer - a X
M4 of2 b M ey ® | DA 100 - Find | Ned
(=) miCalendarRepc -
—— Calendar Events for Caseload of Famias "l
_:: Starting on i * 2% =% and Ending on 08 I
&) Juvenile's Name Description Completed
WELE | Weok of SimE |
— L L ™ Seniice Plan Monthly Progress Date
— e Complsted by Comments:
EET N & S Senice Plan Quarterly Review Date
=g Completed by: Comments:
A ram
Week of £ 55
I e i ) Senice Plan Monthly Progress Date
% Completed by: Comments:
rFamm e aromm Senice Plan Quarterly Review Date
Completed by Comments:
. . [F=— L " T T Senvice Plan Manthly Progress Date
Mo information to print Completed by: Comments:
| Week of Pimps |
T e e Annual Dental Exam
Completed by: Comments:
[ T = o Annual Physical Exam
Completed by: Comments:
CTHID LW meET PPD(TB) Test
Completed by Comments:
L e Serious Offender Review - 12 months
Completed by Comments:
Week of LT E T |
T T Senvice Plan Manthly Progress Date
Completed by Comments:
Week of Bmaiai I
R s Senice Plan Monthly Progress Date
Completed by Comments:
[ e o T Senvice Plan Monthly Progress Date
Completed by: Comments:
€ > [ Senice Plan Quarterly Review Date v

The Calendar Report button will only generate a report for juveniles that are in direct care.
The Map It button is currently disabled across the BADGE application.

f. Juvenile Info button.
i. From the list of Cases assigned to and released from [the user name] within the last 30 days
on the Current Caseload Assignments screen (i) select the desired record with the cursor to
highlight the row in blue, (ii) click the Juvenile Info button, and the Juvenile Information screen will

appear.
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R R e

Recorded Alerts
Medical Information View/Change

Print Alerts

©F Refer to the BADGE Juvenile & Adult Information Screens Manual for instructions on using the Juvenile Information screen
and for instructions on editing and correcting a youth’s address.

6. By CSU Assignment
a. From the Caseload Main screen (i) click the Search drop-down menu option, (i) click the By CSU
Assignment option, and the By CSU Assignment screen will appear, (ii) select a CSU from the drop-
down menu, (iii) click the Search button, and the cases the selected CSU has been granted access to
in the last 30 days will be listed. (iv) Select a juvenile’s name, and the row will be highlighted in blue
and (v) click the (a) Open button and the Caseload Details screen Status tab will appear or click the (b)
Contacts button and the Caseload Details screen Contacts tab will appear.

6l Caseload Main
File | Search | Reports  Help
By Adult
By Case Number
By CSU/Facility
By Juvenile
By User

By CSU Assignment

B By CSU Assignment - o X

001 - Chesapeake (CSL)

024 - Lynchburg (CSU)
025 - Starton (C5U)
025 - Winchester (CSL)
027 - Puiaski (CSU)
028 - Abingden (CSU)
025 - Tazewell (CSU

Cases that the CSU has been granted access to in the last 30 days will be displayed on the By CSU Assignment screen.

Add a New Caseload
(i) Click the File drop-down menu option on the Caseload Main screen, (ii) select the New menu option, (iii)
then select either Juvenile Caseload or Adult Caseload.
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File | Search Reports Help

New » Juvenile Caseload

Adult Caseload

~ You are logged into training. Do not enter production data.

1. Add a New Juvenile Caseload
To add a new juvenile caseload (i) select the Juvenile Caseload option from the File / New menu options
and the Find Juvenile screen will appear. (ii) Follow the instructions in the Search / By Juvenile Section to
find and select the appropriate juvenile record and (iii) the Caseload Details screen will open to the Status
tab where a caseload may be added by clicking the Add button. For detail, see the instructions in the
Caseload Details / Status Tab Section.

2. Add a New Adult Caseload
To add a new adult caseload (i) select the Adult Caseload option from the File / New menu options and
the Adult Search screen will appear. (ii) Follow the instructions in the Search / By Adult Section to find and
select the wanted adult record and (iii) the Caseload Details screen will open to the Status tab where a
caseload may be added by clicking the Add button. For detail, see the instructions in the Caseload Details
[ Status Tab Section.

e = =

Swt_ End
Date Date

FIPS:

Status Category and Description Start Dote
Closed Code End Date

VCC Code and Description
- A e — - —

Hsave ) Cancel Offenses @ Refiesh @ Help LOS Estimator

©F Refer to the BADGE Login & Search Manual for instructions on using the Find Juvenile screen and the Adult Search screen.
©F Refer to the Caseload Details Screen section for instructions on using the Caseload Details screen.

Caseload Details Screen

The Caseload Details screen is accessed by way of the search methods detailed in the Search section above.
The top of the Caseload Details screen provides the user the following juvenile or adult caseload information:
the Case Number, the Juvenile # or the Adult #, Name, DOB, and Home Phone. If any alerts exist for the
juvenile a red Info button will be displayed with an “Alert!” caption. Clicking the Info button will display the Alert
tab on the Juvenile Information screen.

Revised 03/2025 13|Page


http://www.djj.virginia.gov/documents/admin/Info-Services/Login-Search.pdf

BADGE Manual BADGE Caseload Management Module Manual

 [Caseload Detatd] = X

Employment Calenda_Evalusions CSUAccess YAS| Version History CPRinfo!

Sen
Date " Dat

xove

‘Status Category and Descripson ‘Stant Date | Status Cotegory and Descripton Start Date
Closed Code: End Dot Closed Code: End Dote -]

VCC Code end Descripton VCC Code snd Descripton
TN A e - — - R ™ .

Hseve < Cancel Ofenses @ Refiesh © Help LOS Estimetor Bsove  Concel Ofenses | & Rehesh O el LOS Estimstor

©F Refer to the BADGE Juvenile & Adult Information Screens Manual for instructions on using the Juvenile Information and Adult
Information screens.

The Juvenile OR Adult Information at the top of the screen cannot be edited from the Caseload Details screen.

The Caseload Details screen consists of the following tabs:

Caseload Details Screen

Tabs Tab Summary

This tab shows the workers assigned to the selected juvenile’s case. The tab displays the worker
Worker Assignment name, worker type, date assigned, worker status, supervisor name, and date released information.
This screen allows primary and secondary workers to be added, edited, or deleted to or from a case.

DRT This tab is used by appropriate staff to make dispositional recommendations to the court as part of the
- Social History Report.

Servi This tab lists all the current and past services received, the opened date, service type, provider type,
ervices NN . . .
an indication of whether a service event was recorded, and the closed date information.

This tab lists the selected juvenile’s education and training information, such as date enrolled,
Trade/Post - Sec placement, school/name, setting where enrolled, setting where completed, date completed, program
enrolled, program type, college credits enrolled, and college credits earned information.

This tab lists the date the evaluation was created, evaluation type, level of substance use, the total
. risk score, decision regarding supervision level (if applicable), information for parole and probation
Evaluations : . S : . :
e discharge evaluations, parole supervision risk re-assessment, and the Screening for Experiences and

Strengths (SEAS) for the selected juvenile.
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Caseload Details Screen

Tabs Tab Summary

This tab lists the YASI ID, date administered, assessment type, who completed it, risk and protective
YASI levels, mental health flags, and violence aggression flags information for YASI full assessments, pre-

screen assessments, and pre-adjudications.

This tab provides a summary of information found in the Community Programs Reporting (CPR)
system for services in which the juvenile was enrolled to including the program ID, program name,
assigned date, admit date, release date, program type, provider, placing FIPS, release reason, service
date, units provided, and service comments.

CPR Info

1. Status Tab
The Caseload Details screen will typically open to the Status tab. The Status of this Caseload area on the
Status tab displays all the current and past case statuses in tabular format to include FIPS, Status
Category and Description, VCC Code and Description, Start Date, Closed Code, and End Date. Columns
can be sorted by clicking on the column header. Click on a row and the selected row will be highlighted in
blue. The information for the selected row will be displayed in the corresponding data fields in the lower half
of the screen where the status of the caseload can be edited (see Edit an Existing Status below for editing
information).

JCC: Bon Ar Juver jonal Center
Status of this Caseload (Plesse place your cursor over 8 column 10 view s tooltip with the column contents)

FIPS  Status C: y and Descriptor VCC Code and D

>

4 Add X Delete

FIPS:

Status Category and Description: | Start Date
Closed Code End Date

VCC Code and Description
- R R

inorder
Hsave ) Cancel Qffenses @ Refresh @ Help LOS Estimator

a. Add Button
i. To add an additional status (i) click the Add button, and the fields at the bottom of the screen will
become accessible. Select the desired (ii) FIPS and (iii) Status Category and Description from
the respective drop-down field options, (iv) select the Start Date from the drop-down calendar
screen and (v) Closed Code from the respective drop-down field options.
ii. To input or associate a VCC Code and Description with the status, click the Offenses button, and
the Offense History screen will appear.
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Status Category and Description: |

Closed Code: |

WCC Code and Description :

Select FIPS, Status Category and Description, and Start Date from respective
drop-down options. Click Offenses button to add VCC Code and Description.

“fou must associate at leagpone intake offense with a status, in order to save the status.

Elsave | 9 Cancel ([ Offenses ) & Refresh | @ Help
e

| |LDS Estimator | |>( Delete Case |

—

©F Refer to the BADGE Offense History Screen Manual for instructions on using the Offense History screen.

A second status (Status Category and Description field) cannot be added while another status is open for the same FIPS,
except for the following: 1 - Pre-Disposition (1 Contact/Month), 1 - Diversion at Intake, 1 - Pre-Disposition Tracking Only,
and 1 - Pre-Court Services Referral and Tracking.

1. Associate an Offense
a. To associate an offense with a Status, (i) select an offense by clicking the corresponding

Associated checkbox, and the row will be highlighted in blue, (ii) click the Save button, and

an Information screen confirming the data was saved successfully will appear, and (iii) click

the OK button.

b. To associate multiple offenses under the selected Status, repeat the steps above.

Gl Offense History

Associsted  Intake®t Off Date

Offense

LTI WA T
o e o —
e m— e —
P e T

B e o

B L e T
S S S ——.
@

B NEE R

B e e g L

Double click to select COURT DISPOSITION (Court Order)in drop down

Guity Amended Charge

Information X

o Data saved successfully.

Court Order Date Delete

The Associated column is available ONLY when the action being performed is associating or linking an offense to another
piece of data (e.g., case status or SDM).
ONLY associate an offense if it is linked to the selected Status on the Status tab.

If an offense is being associated to a Probation (Prb checkbox) or Committed to DJJ (Cmt checkbox) status, the appropriate
disposition(s) MUST be added.
Every Status must be associated with at least one offense through the Offense History screen.

c. (i) Click the Close button, and the user will return to the Status tab in the Caseload Details
screen, (i) click the Save button, and the associated offense(s) will appear in the VCC Code
and Description section at the bottom of the screen and a new row containing the same
information will be created in the table under the Status of the Caseload area.
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Employment Calendac Evalustions CSUAccess YASI VersionHistory CPRinfo

Information x

o Caseload details saved successfully,

FPS

Status Cotgory and Descripton ¢ St Date.
Closed Code: EndDate |_
VCC Code and Descripton
el
- - ——

9 Gancel Ofeses  SRefesh @bl 105 Estimator

When closing a case, the End Date should match the Date Released in the Worker Assignment tab for the most recent
primary caseworker.

If an incorrect Status is selected, an error message will appear.

b. Delete Button
i. (i) Select a status record, and the record will be highlighted in blue. (ii) Click the Delete button and
the Question screen will appear. (i) Click either the (a) Yes button to delete the record or the (b)
No button to cancel the delete operation and return to the Caseload Details screen.

Question

f f i Ly
| op Add q | 7 Delete D e Are you sure you want to delete the case status?
—

=T e

c. Edit an Existing Status
i. Inthe Status of this Caseload area on the Status tab of the Caseload Details screen (i) select the
desired status row and the row will be highlighted in blue. When a row is selected, the status data
for that row will populate the data fields in the lower half of the Caseload Details screen, (ii) edit the
data fields as necessary.

5 Caselnsd Details

ploca owre i i contarts)

Fes

Stalus Category ond Descripton: | Start Date

Closed Cade End Dota

Yoo
[Hove | oomcer | owwer | @ruen | @oep  LosEumme

ii. Ifthe VCC Code and Description data requires editing (i) click the Offenses button to open the
Offense History screen. On the Offense History screen, (ii) select the desired offense row and the
row will be highlighted in blue. When a row is selected, the offense data will populate the data fields
in the lower half of the Offense History screen, (iii) edit the data fields as necessary. Click the (iv)
Save button which will open an Information screen stating the data has been saved and (v) click the
OK button. (vi) Click the Close button on the Offense History screen to return to the Caseload
Details screen.

Revised 03/2025 17|Page



BADGE Manual BADGE Caseload Management Module Manual

Semvices Employment Calendar Evalustons CSUAccess YASI  Version History CPRio

JCC: Bon Al Juvenie Conectons! Caer = =

Stotus of this Caselond _(Please place your cursor over o column 1o [p— e p——— e ——

Dew . iDae [ ©m e  n —p— . —
PR B P ek N T e

T Emm e w i n — ——— —

T mwEr v v b .
L T LT
[ Ty S —SEu— Y R —

L T ) " T

= St End

Status Category and Description: - Stant Date - |
Closed Code: End Date - |
VCC Code and Description Double click to select COURT DISPOSITION (Court Order) in drop down

«

Rsave  Cancel Ofenses | @ Refiesn 0 Help LOS Estimator

Information X

o Data saved successfully.

ii. (i) Click the Save button on the Caseload Details screen which will open an Information screen
stating caseload details have been saved. (ii) Click the OK button to return to the Caseload Details
screen.

# Caseload Details. = X

— e [T

Employment Calendar Evaluabions CSUAccess YASI VersionHistory CPRIrfo

Sar_ End
s Date ™ Date

Information X

o Caseload details saved successfully.

Status Category and Descripton: = Start Dete - ]

Wsave 9 Cancel Otenses. & Refresh OHep L0S Estmator

©F Refer to the BADGE Offense History Screen Manual for instructions on using the Offense History screen.

d. Cancel Button
i. Click the Cancel button and any unsaved information will be cleared.
e. Refresh Button
i. Click the Refresh button to ensure the most current information is being displayed.
f. Help Button
i. Click the Help button and the Help screen will appear. The Help screen contains instructions on
how to add a new status to a case, edit a current status of a case, and delete a case status of a

case.
I Youmust assaciate at least one jotakee offense with 2 stabus inordecio savethe status. |
[Hs=ve |[9Cancel ||| Offenses |[|4@Refresh | | @Hep | | LOS Esimator |
e ]

g. LOS Estimator Button
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i. Click the LOS Estimator button and the LOS Estimation screen will appear. At the top of this
screen is found the summary of the most recent YASI Information for the juvenile to include,
Assessment Date, Completed by FIPS, Risk Level, Overall Risk Score, Dynamic Protective
Score, and Dynamic Risk Score.

ii. Click the Selected checkbox accompanying the desired offense(s). Select ONLY the offense(s) that
is being considered for the juvenile’s commitment or potential commitment in order for the
appropriate offense(s) to be included in the LOS estimation. Once the desired checkboxes have
been selected the Most Serious Offense Tier Selected and the Estimated LOS will be displayed
on the bottom of the LOS Estimation screen.

1. Print Button
a. Click the Print button to generate a LOS Estimation Report which will list the Estimated
LOS, Risk Level, Most Serious Offense Tier, and other related information.
2. Close Button
a. Click the Close button to be returned to the Caseload Details screen.

85 LOS Estimation for s [ § m s m =

1 O | O |ASL1313M1 Smple Assaut / Assauk A0d Battery
a 3 D) O |ASLI3GT Seie Avmad. Agans Farsy Menter. 34/5 |
[] 4 | @ | @ |Wnsx1£2 Possesson hn Pepertion Of Vdert Came |
O |wme smesms| 3 [ D] O |EXT21087 Tewen Goveror Or Fary |
@] 3 | O)| O) |KID-102V55 Fomond Laber Or Service
O |smms w3 | O] O [HT661426 Vot nred Passenger Fot To Repse
0 2O )| VANQI0RF Bresking A Erdem koo Cor. Sroge |
O | e— —— [ 0] ) 550675 Aege Or rker Paydy Lown
o 3 O] O ASL1ISSFE Trrow Gtrect From Roct Top B Wer e
O |meme w3 | ()] O | ASLIISTE Thow Otect From Rt Too B Weh bteet |
(=] 1 | O] O |ASL1365M1 Hazeg Of Gang Member Or Recat |
O |- = ()| 0 |PRE2556 Busk. Cut, Damage Ay Pt Of Fachty To A |
o 0| 5 |(con5008:55 isation OF Aerde Cost Ovcer |
[m] alis] 809 Dung

# Report Viewer — O X | & ReportViener - D0 x
W41 of2 bk M|« 0@ | Eae-| 0% - Find | Next W dz ofz) bl |e @@ é&E Q=] 00 - Find | Ned
Virginia Department of Juvenile Justice Virginia Department of Juvenile Justice
LOS Estimation Report LOS Estimation Report
Juvenile Name: DoB: Juverile Number: Juvenile Name DoB Juvenile Number
‘Offense Tier: Il
ESTIMATED LOS: 7-10 months Charge: ASL-1342-F6 Simple Assault On Law Enforcsment, Coutt, Doc, Fire/Medical, Etc.
Risk Level: C Most Serious Offense Tier: Il Offense Date: Statute: 18.2-57(C) Penalty Nodifier:
Intake Case #: Supreme Court Docket #: Intake Date:
Overall YASI Risk Level: High Assessment Date: Completing CSU: Intake FIPS:
Amended Charge:
Dynamic Protective Level: Moderate Dynamic Risk Level: Moderate-High Date Amended: Amended Statute: Amended Penalty Modifier:
Adjudication:
Adjudication Date: Adjudication Deferred Date:
Most Serious Risk Level ! .
Committing Offense A B c D - Off ted above s to least serious offense tier.
: += Oftenses prasented abow e o Jivenile’s adudicated delinquent offenses, but instead only those
i B e ol ;. y X X Selected by the steft preparing this report
TierL | P | 24monts | 3-6mowhs | 5-8months | 6-9monts
Teom | 3-6months | 5-8months | 6-9months | 7-10 months Smi2020 Page 2 of2
Offenses
Tier Il | Person Felony Offenses | 5-8 months | 6-O months | 7-10 months | 9-12 months
) Class 1 and 2 Felony
Tier IV | oo 6-9 months | 7-10 months | 912 months | 9-15 months
i ) Tuveniles who have been assessed as needing inpatient sex
T || T O offender treatment are managed as an exception to the grid.
* There are three lsvels of sex offender treatment at DUJ and only those juveniles who requirs the most
intensive treatment will not be assigned a projectad LOS range. These juveniles will be eligibl for release
only Upen completion of the sex offendsr treatment program.
Other Considerations:
1. The actual assigned LOS may change based upon the juvenile’s assessed ireatment needs, such as an assessed sex offender R
treatment need.
2. Ajuvenile may be held in direct care due to negative behavior, poor adjustment, or lack of progress in treatment for any period of
time until his/her statutory release date, which is reached after the juvenile has been committed for 36 continuous months (except
for murder and manslaughter) or his/her 21st birthday, whichever occurs first
3. Updates to the juvenile’s YASI and changes in riskiprotective levels may change the estimated and/or actual assigned LOS.
4. Violations of Probation are categorized by the most serious underlying offense.
5. Additional and subsequent indeterminate commitments to DJJ may change the estimated and/or actual assigned LOS.

A juvenile’s LOS cannot be estimated if a YASI assessment is not completed.

The Most Serious Offense Tier Selected and the Estimated LOS fields at the bottom of the screen will change based on the
most serious Selected offense(s).

The LOS Estimation Report is to be included with (i) pre-dispositional reports where an indeterminate commitment is being
recommended and (ii) commitment packets.
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2. Worker Assignment Tab
The Caseload Details screen Worker Assignment tab shows the workers assigned to the selected
juvenile’s case. The tab displays Worker Name, Worker Type, Date Assigned, Worker Status, Supervisor
Name, and Date Released information. This screen allows primary and secondary workers to be added to,
edited, or deleted from a case.

o Caseload Details - X
Case Number Juvenile #  Name DOoB ‘Home Phone Alertt
f -~ ST LB o |

ontacts DRT  Reposts Provided Services Trade/PostSec. Employment Calendar Evaluatons CSUAccess YAS! Version History CPR Info

Date Date
Assigned Released

T T T R

Worker Type Worker Staus SupervisorName

Worker Name: Worker Status.

Facilty

FIPS

Worker Type Date Assigned Dota Released

a. Add Button
i. To assign a new worker (i) click the Add button to access the fields at the bottom of the screen. The
names in the Worker Name and Supervisor fields will auto-populate with the user name that is
currently logged onto the BADGE application. Select the desired (ii) FIPS, (iii) Worker Type, and
(iv) Worker Status from the respective drop-down menus. (v) Select the Date Assigned from the
drop-down calendar screen and (vi) click the Save button.

Click the Add or Edit buftons to access the Change User
Button and the Show All Facilities checkbox for Worker Name
and Supervisor fields

/ 2dd . E& Dokt | [ Refesh \

WerkerName: [ | # Change User Werker Status: || 3 ~]
[ Show Al Facilties fincluding expired ones) spevior [ || Crange lber

[ Show Al Facilties {nciuding expired ones)
FIPS: | ~] v

Worker Type: | | Date Assigned O DatcReleased: [ @]

Hseve | 9 cacel || @tep

Multiple primary workers can be added to a single case if they are from different FIPS. Multiple secondary workers can be
added to a single case regardless of FIPS.

A
L

Refer to the Change User button section in the Search By User section for instructions on using the Change User button.

b. Edit Button
i. (i) Select a worker’s name, and the row will be highlighted in blue. (ii) Click the Edit button to
access the fields at the bottom of the screen for the selected user, (i) edit the information as
required, and (iv) click the Save button when the edits are completed.

The Supervisor should NOT be edited unless added in error.

To change the assigned worker or supervisor, the existing entry MUST be closed out and a new assignment MUST be
created.

When a juvenile is released from direct care, the assigned workers and supervisors will receive an email notification.

%F Refer to Appendix A to change the supervisor and/or the worker assigned to a case.
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i. (i) Select a worker’s name, and the row will be highlighted in blue. (ii) Click the Delete button and a
Question screen will appear requesting confirmation of the delete command, (iii) click the (a) Yes
button and the record will be removed from the table or the (b) No button to cancel the delete
operation and return to the Caseload Details screen.

Question

s

o Are you sure you want to delete this worker assignment?

Yes

d. Refresh Button

i. Click the Refresh button to display the most current information.

e. Help Button

i. Click the Help button and the Help screen will appear. The Help screen lists instructions on how to

add, edit, and delete a worker.

Only users with sufficient privileges can add, edit, or delete workers and their data.

Contacts Tab

The Caseload Details screen Contacts tab lists all documented case contacts. The tab displays the Worker
Name, Contact Date, Person Contacted, Contact Method, Contact Purpose, and Eacility information. The

tab allows users to copy, add, edit, or delete a contact.

85l Caseload Details
CaseNumber  Juvenile # Name

Status kae(/hﬂganRT Reports Provided  Services
e

‘Social/Foster Care Worker
‘Social/Foster Care Worker

53 Copy 4 Add

Trade/Post-Sec. Employment  Calendar Evaluations

Contact Method

Worker

ess YAS| Version History CPR Info

Faciity

Worker Place

Facil

ity

Contact Date/Time: |

01-CSU Offce

Contacted By: 01 Primay Probalon/Parcle Offcr
Runring Record Contact Focus: Case Management
Notes: | pic: Case Plan with Feedback Wheel
Checkln

Review:

Scheduled: |US - Unscheduled

Contact Method 01 - Face {o Face

| Hsave

#) Cancel  [%, Running Record Report

@ Hep |

X

The Contacts tab can be directly accessed from the Current Caseload Assignment screen by clicking the Contacts button.

a. Copy Button

i. On the Contacts tab of the Caseload Details screen select the (i) desired contacts entry to be

copied and the row will be highlighted in blue. Click the (ii) Copy button and a duplicate entry of the
selected contacts entry will be created. Edit the (iii) contacts information as needed in the lower half
of the screen and (iv) click the (a) Save button to save the record or the (b) Cancel button to

discard any changes. See the Add Button section below for detail.

Revised 03/2025
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85l Caseload Details

CaseNumber  Juvenile # Hame

L
S Vi g Gt

Worker Name

Reports Provided  Services

Person Contacted

X

£ Copy

Social/Foster Care Worker

4 Add @

Evaluation Interview, FOCUS
Direct Care Superv.

Diversion Supervision
Refresh

Worker

Purposes)

ICRC Meeti
CCRC
Evalu:

FOCU

ing

Scheduled: |US

Unschedules

ancel %, Running Record Report | @ Help

[ Focus Info

If a contact entry is copied that contains Contact Purpose(s) type “63 - FOCUS,” the user must utilize the Focus Info button
to access the Focus Info Screen and edit all information as necessary. See the Focus Info Button section in the Add Button
section below for detail.

b. Add Button
i. To add a new contacts entry, click the (i) Add button and the fields at the bottom of the screen will
become accessible. The name in the Worker field will auto-populate with that of the current user.
Select the (ii) Facility from the corresponding drop-down menu. Select the (iii) Contact Date/Time
using the drop-down calendar screen and time field buttons. Select the (iv) Worker Place, (v)
Contacted By, (vi) Scheduled, and (vii) Contact Method from the corresponding drop-down field
options. Select the desired (viii) Person(s) Contacted and (ix) Contact Purpose(s) checkboxes
(more than one may be selected for each). Type a detailed narrative of the contacts entry in the (x)
Running Record Notes textbox.

85l Caseload Details

CaseNumber  Juvenile # Hame

Reports Provided _ Services

Person Contacted

‘Social/Foster Care Worker
‘Social/Foster Care Worker
4 Add

Ea Copy o Edit

Trade/Post-Sec. Employment  Calendar _Evai

ess YAS| Verson Hitoy CPR info

Faciity |

Worker
Facility

Worker Place

01-CSU Office

Notes:

CheckIn:

Review:

Cortact Date/Tme: [ | [20000AM 3

Contacted By: |01 - Primary Probation./Parole Officer

Personfs) Contacted:

Scheduied.

US - Unscheduled

Runring Record |Contact Focus: Case Management
‘Topic: Case Plan with Feedback Wheel

ancel  [A, Running Record Report | @ Help

Contact Method{ 01 - Face to Face:

If the user selects Contact Purpose(s) type “63 - FOCUS,” the user is required to click the Focus Info button to add
information to the Running Record Notes textbox using the Focus Info Screen. See the Focus Info Button section below for

detail.

Contact Purpose(s) type “63 - FOCUS” should only be selected as a contact purpose if “S - Scheduled” or “US -
Unscheduled” is selected from the Scheduled drop-down menu. If a FOCUS contact was attempted, cancelled, or resulted in
a no show, select any other relevant contact purpose(s).

Focus Info Button

1. When the user selects Contact Purpose(s) type “63 - FOCUS” while adding or editing a
contacts entry record, the Focus Info button will become accessible. Click the Focus Info
button and the Focus Info Screen will appear.

Revised 03/2025
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i. Select the appropriate value from the (i) Contact Focus and (ii) Topic drop-down
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menus. Enter text as required in the (iii) Check-in, (iv) Review, (v) Focus Narrative, (vi)
Reflection, (vii) Look Ahead, and (viii) Non-Focus Notes text fields, and select a value
from the (ix) Duration (minutes) drop-down menu.

ii. Click the Update button and the information entered on the Focus Info Screen will
appear in the Running Record Notes textbox on the Contacts tab.

ii. Click the Cancel button to discard any changes and return to the Contacts tab.

iv. Click the Help button on the Focus Info Screen and the Help screen will appear. The
Help screen provides detailed information related to completing the Focus Info Screen.

9l Focus Info Screen x

[« q
Worker Nam fortact  Person Contacted Cortact Method Cortact Purpose. Faciity X
3 - Rapport Building
Social Skill Building
!
- Client /
- clent ‘
- o
- Client Vel
- S0z FosterCare Wotker 1 The value selected from the
- Social /Foster Care Worker iversion Supervision -
ey (B ) (P ) (Ko | (@ Contact Focus drop-down menu
o Prsonf)Contcted Contoct Puposel) will determine the available values
(@ 01-Ciert (O 57 - ICRC Meeting eflectic . -
Facity 0 02 Sehed Posomne 1| |5 s coreuesing : in the Topic drop-down menu and
() 05 - JCC/CAP Staff @ 59- Evaluati . .
(0 06 - Social Foster or O 60 -Community Niectings i the accessible text fields.
onta e/ Time: s (C) 07 - Other CSU Se id lots ol
Cortact DT \:, (=] Dern:Lsu Se:ﬂce med;r @ 63-FOCUS |
‘Warker Place: 01 - CSU Office
Contacted By: 01 - Primary Probation/Parole Officer Scheduled: 1S - Unscheduled Contact Method: 01 - Face to Face \
Running Recond |Contact Focus: Case Management ~] (& Viow
NotES: | pic: Case Planwith Feedback Whesl
Check-In: [ [, Print
Review:

EH save #) Cancel [y Running Record Report 4@ Help & Focus Info

5 Help X

Case Management Meru

I The Case Management Menu contains five options for a cortact focus when a PO discusses case management topics with the youth and
family. Whie case management is an ongoing activity with brief mertions at mast contacts and addtional workload for the POl outside of the
lyouth contacts. these topics are designed for when a contact Is primarily about case management

Iniial YASI Assessmert - The PO utiizes motivational interviewing with the youth and famiy to collect information for the inital YAS! in orderto
ety risks, needs, and responsivity factors

(Case Plan With Feedback Whes! - The PO discusses the case plan and feedback whesl with the youth and family, including the youthis
lpersonal goals and individualized nesds. This includes both the intial case plan as well as revisions

|Service Coordination - When 3 servics has been approved, the PO discusses the servics, expectations, and logistics with the youth and
family. A5 services progress, the PO also discusses specfic service progress updates and any changes in services

YS! Reassessment - The PO wtiizes motivational interviewing with the youth and family to complete a YAS| reassessment according to

procedure.

Redirect - When a youth is not meeting compliance or progress expectations, the PO holds the youth accountable for their actions by
providing feedback and goals and

Rapport Buikding Menu

POs buiid rapport with youth throughout every cantact and discussion, but sometimes it is the main focus of  contact. The Rapport Bulding
Menu cortains the following two topics for these types of contacts

The value selected from the Contact Focus drop-down menu will determine the available values in the Topic drop-down
menu and the accessible text fields on the FOCUS Info Screen.

When the user clicks the FOCUS Info button, any existing data in the Running Record Notes textbox will be overwritten by
the data entered on the FOCUS Info Screen when the Update button is clicked. To save the change to the Running Record
Notes textbox the user must click the Save button on the Contacts tab.

iii. On the Contacts tab, click the (a) Save button to save the record or the (b) Cancel button to discard
any changes.

c. Edit Button
i. On the Contacts tab of the Caseload Details screen select the desired (i) contacts entry to be edited
and the row will be highlighted in blue, (i) click the Edit button and the data fields and Focus Info
button in the lower half of the screen will become accessible. (iii) Edit the information as necessary.
1. If the user deselects Contact Purpose(s) type “63 — FOCUS,” the Contact Purpose ‘FOCUS’
unselected information screen will appear stating that any data entered on the Focus Info
Screen will be deleted when the changes are saved.
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ii. Click the (a) Save button to save the record or the (b) Cancel button to discard any changes. See
the Add Button section above for detail.

B8 Caseload Details - x
CaseNumber  Juvenile # Name noB Home Phone Ra Copy  Add # Edt Aousels @@ Refresh
s = L g (
L__J - - L= & __J
Worker: g & B Change User Person(s) Contacted
Status Worker Assignment  Confacls DRT  Repots Provided  Senvices Trade/Post-Sec. Employment  Calendar  Evaluations ess YASI Verson Hstory CPRinfo P = @ 01 Cient
(0 Show Al Fagifties (ncluding expired ones) ) 04 - School Personnel
Worker Name Cortact - person Contacted Contact Method Facilty ! (0 05 - JCOICAP Sraft [ [
L Bon A Juvenile Comectional Gprter ! 2 06- 5ol Feser o
[ T ] s 00 e e
T T () 08 - NonCSU Service Provider
Gt o Worker Place: . <
Client Contacted By: (01 - Primary Probation/Paroie|Officer | Scheduled: [US - Unscheduled | Contact Method01 - Fac to Face V] /
\
Clert Focus Runring Record - [ vien
Client Evaluation Interview, FOCUS Notes: Click the Copy, Add, or Edit buttons to access the Change =
Social/Foster Care Worker Direct Care Super. User Button and the Show All Facilities checkbox R
Social/Foster Care Worker Telephone Diversion Supenvision -
53 Copy < Add # Edi K Deete | Refresh
Save #) Cancel A Running Record Report @) Help [& Focus Info
“Worker e R R e e -
Faciy
Cortact DaeTine: [ | (30000 AW ¢ Contact Purpose FOCUS’ unselected X
Worker Place: |01 - C5 Office
0 y US - Uns 0 . .
Contacted By: |01 - Pimary Probation/Parole Officer Scheduled: |5 - Unschedued Cortact Method: D1 - Face to Face You have unselected ‘FOCUS' as the Contact Purpase. Upon
Running Record |Contact Focus: Case Management R vew saving your changes, any data entered on the FOCUS Info
Not Screen will be deleted from the system.
% Topic: Case Plan wih Feedback Wheel Y
Check-in Pt
Review:
Save ) Cancel [ Running Record Report @ Help & Focus Info

¥ Refer to the Change User button section in the Search By User section for instructions on using the Change User button.

b. Delete Button
i. (i) Select a contact, and the row will be highlighted in blue, click the (ii) Delete button and a
Question screen will appear requesting confirmation of the delete command, (iii) click either the (a)
Yes button to delete the record or the (b) No button to cancel the delete operation and return to the
Caseload Details screen.

8] Caseload Details

CaseNumber  Juvenile # Name
- - ..
Status  Worker Assignment  Contacls DRT  Reports Provided ~ Services
Contact
Dat

cess YASI Version Histoy CPRinfo

Facity |

Worker Name Person Cortacted

Contact Date/Time: [ | [80D00AM =

Worker Place: |01 - C5U Office

e
=
. Fac
! Fac
Clert Video FOCUS N
Clert Face to Face Evalustion Irerview, FOCUS Question
Social/Foster Care Worker Direct Care Superv.
Social/ Foster Cane Worker Telephone Diversion Supervision
143 Copy 4F Add o Are you sure you want to delete the contact?
Worker: Person(s) Contacted:
Faciity 5
8 Yes No
8 0

Contacted By: 01 - Pimary ProbationParole Officer ‘Scheduled: |US - Unschedued Cortact Method: 01 - Face to Face
Running Record |Contact Focus: Case Management Rvew
Topic: Case Plan with Feedback Wheel
Checkin: 7, Pt
Review:
Save ) Cancel | Running Record Report 4@ Help [ Focus info

c. Refresh Button
i. Click the Refresh button to ensure the most current information is being displayed.
d. View Button
i. Onthe Contacts tab of the Caseload Details screen (i) select the desired contacts entry to be
viewed and the row will be highlighted in blue, click the (i) View button to open the Running
Record Notes in a separate Running Record Notes screen. (iii) Edit the notes as necessary and
(iv) click the (a) Update button to update the record or the (b) Cancel button to discard any
changes.
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85 Caseload Detsils - X
CaseNumber  Juvenile ¢ Name DOB. Home Phone Alert!
- [ I S s =
Status  Worker Assignment  Cortacts DRT  Reports Provided Services Tiade/Post-Sec. Employment Calendar Evaluations CSUAccess YASI Version History CPRInfo g Rezrel s X
Worker Name fortact Person Cortacted Contact ethod Contact Pupose Faciity Running Record Notes
» Cent Fac: Evaluation Interview. FOCUS Bon Air Juvenile Comection - _ u 7
Client Facs Evaluation Interview, FOCUS Bon Air Juvenile Comection.
Cliert Face FOCUS Mbingdon (CSU)
Clent Fac FOCUS Abingdon (CSU}
Client Video FOCUS Abingdon (CSU)
Client Faceto Face Evaluation Interview, FOCUS Abingdon (CSU)
‘Social/Foster Care Worker Direct Care Superv. Mbingdon (CSU)
Social/Foster Care Worker Telephone: Diverson Supenvsion Abingdon (CSU}
B3 Copy  Add o Edt Delte @
Worker: [ €8 Change User Person(s) Contacted

0 05- JCC/CAP Staff

@ 01 -Clert
(O Show Al Facilties {nclucing expired ones) () 04- School Persormel
= 0 06- SocialFoster Care Worker

Contact Date/Time: @ [120000AM [2 (0 07+ Other CSU Service Provider
(O 08- NonCSU Senvice Provider
Werker Place: ~

Contacted By: |01 - Primary ProbationParole Cfficer ~ Scheduied: [US-Unscheduled  ~|  Cortact Method 01 - Face o Face

Funring Record
[, prirt

[ save ) Cancel | [, Running Record Report | @ Help [ Focus Info

Information in the Running Record Notes textbox must be as detailed as possible.

Click the View button to view all the text in the Running Record Notes textbox in the Running Record Notes screen.

If the information in the Running Record Notes textbox was created using the Focus Info button it can only be edited using
the Focus Info button and Focus Info Screen.

e. Print Button
i. On the Contacts tab of the Caseload Details screen (i) select the desired contacts entry to be
viewed and the row will be highlighted in blue, (ii) click the click the Print button to open the Report
Viewer screen to display the report for the selected record.

8 Report Viewer - o x

1 of 1 % & B a e | 100% - Find | Next

Caseload Contact

i T
Worker :
Facilty Bon Air Juvenile Correctional Center
Person Contacted: ~ Client
DatefTime: i
Contacted Type:  Face to Face

& View Contacted Place: ~ CSU Office

Scheduled Unscheduled

| Purpose Evaluation Inteniew, FOCUS
@ Prirt Contacted By Primary Probation/Parole Officer
Motes: Contact Focus: Case Management

Topic: Case Plan with Feedback Wheel

Checkdn: &=

Review: s

Focus Narative: i &
Reflection: &=

Look Ahead
MNon-FOCUS Notes: &

Duration: 5 minutes

Page 1 0f 1

Click the Print button to print a specific contact entry.

f. Running Record Report Button
i. (i) Click the Running Record Report button, and the Running Records Parameters screen will
appear. Select the (ii) Facility, (iii) Worker, and (iv) Contact Purpose from the drop-down field
options and select the (v) Start Date and (vi) End Date from the drop-down calendar screens. (vii)
Click the desired Ascending or Descending radio button to set the report Contact Date Sort
Order. (viii) Click the Print button and the Report Viewer screen will appear displaying the report.
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a2 Running Records Parameters

Facility:  — ALL —

Warker:

Contact
Purpose:

- Cmmmm
Sort Order
Contact Date: () Ascending () Descending

—ALL—

—ALL—

BADGE Caseload Management Module Manual

a! Report Viewer

= @ X

Contact
Date

of 27 b B @ & @M= | 100
VIRGINIA DEPT OF JUVENILE JUSTICE
Caseload Running Report for i B I 1 i | W&l e
Contact Period: BESTNL TNl Mg T W=

* Contact Method Contact Person Worker Place

Find | Next

P

Contact Purpose

g. Help Button

i. Click the Help button and the Help screen will appear. The Help screen provides instructions on
how to copy, add, edit, and delete a record from the Contacts tab.

4. DRT Tab

The Caseload Details screen DRT (Disposition Recommendation Tool) tab is used by appropriate staff to
make dispositional recommendations to the court as part of the Social History Report. Users can review
and revise offense information such as adjudication codes, adjudication dates, amended charges, and
deferral dates for the associated offenses from the DRT tab.

For a DRT to be completed, one of the associated offenses must be a (i) felony, (ii) Class 1 misdemeanor, (iii) violation of
probation/parole, or (iv) violation of court order, contempt of court, or other failure to appear.
A DRT is not required when the only offense is: less than a Class 1 misdemeanor (e.g., Class 2 misdemeanors), a CHINS
petition, a CHINSup petition, a status offense, and other civil matters (e.g., non-criminal violations of protective orders).

The DRT Record table in the upper half of the DRT tab displays the DRT ID, Date Saved, Worker Name,
Most Serious Present Adj. Offense Cat., Status at Time of Present Offense(s), Total DRT Score, and SO

Eligibility columns. The Associated Offense table in the middle of the tab displays Offense Date,
Adjudication, VCC Code, and Offense Description columns. The lower half of the DRT tab is used to record

and display information related to: I. Present Offense(s), Il. Prior History, Ill. Criminal Street Gang
Involvement, and IV. Dynamic Risk Level (Based on Yasi). The DRT tab allows authorized users to add,

edit, or delete a DRT record.

o Caseload Details
CaseNumber  Juvenie #  Name

Status Worker Assignment Contact [DRT |[Repods Provided  Services

DOB

Trade/PostSec.  Employment Calenda

Home Phone Alertt

¢ Evaluatons CSUAccess YASI VersionHistory CPRInfo

DRTID  Date Saved Worker Name

Total
DRT
Score

SO
Eligibity

g

FIPS.  760-Richmond

VCC of Most Serious Present Offense.

a. Add Button

i. To create a new DRT, (i) click the Add button and the Date Saved and Worker Name fields will
auto-populate. The DRT ID field will auto-populate when the DRT record is saved. (ii) Select the
FIPS from the FIPS drop-down menu.
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1. Associate Offenses Button
a. To associate an offense (i) click the Associate Offenses button and the Offense History
screen will appear.

9 Caseload Details

Swaus Worker Assignment Contacts [DRT | Reports Provided Services Trade/PostSec. Employment Calendar Evaluatons CSUAccess YASI VersionHistory CPR info

Total

Serious
DRTID  Dote Saved Worker Name Present Adj Status at Time of Present Offense(s)
Cat.

DRT
Score

* £ XQeletle | & Rehesn

DRTID: & Date Saved: WorkerName: 10 S Irps 760- Richmond I

= ‘Mm

Recalculate Score

1. Presont Offense(s) VCC of Most Serious Present Offense. I

1 MostSenous PRESENT Aducscated Offense s © = S o o s 50 W —

2 - —— e ———

3 Staus at Time of Present Offense(s) —

Hsove ) Cancel @ Help

i. On the Offense History screen (i) Place a checkmark in the Associated checkbox for
the offense that is to be associated, (ii) click the Save button, and the Information screen
will appear. (iii) Click the OK button on the Information screen to return to the Offense
History screen. If necessary, repeat the preceding steps for each offense that will be
associated with the DRT. (vi) Click the Close button on the Offense History screen to
return to the Caseload Details screen and the selected offense(s) will be associated with
the DRT.

Only Associated Offenses with adjudication codes “DS — Defer/Withheld Finding,” “FG — Found Guilty by Circuit Court,” “G —
Guilty (Not Innocent),” “GA — Guilty in Absentia,” or “GR — Granted” can be associated with a DRT.
Multiple offenses can be associated with any given DRT.

B Offense History - O %

Associated  Intake# Off Date Offense Adj

@
g

ity Amended Charge

oooo
oooo
oooo

Information x

oogoogd
oogoog
oogoog

o Data saved successfully.
Suecessful Diversion

Double click to select COURT DISPOSITION in drop down Defered Date Deferral Expiration Date  Disposition Date Delete

©F Refer to the BADGE Offense History Screen Manual for instructions on using the Offense History screen.

b. When the preceding steps are completed the Associated Offense table adjacent to the
Associate Offenses button will auto-populate the associated offense information, each
record contains Offense Date, Adjudication, VCC Code, and Offense Description.

The VCC of Most Serious Present Offense field will auto-populate.

The fields contained in the I. Present Offense(s), Il. Prior History, and IV. Dynamic Risk

Lo
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Level (Based on Yasi) sections and corresponding Score fields will auto-populate.

If none of the offenses selected meet BADGE system requirements for Most Serious PRESENT Adjudicated Offense in the
I. Present Offense(s) section, the BADGE system will prevent the DRT record from being saved and display a message that
states: “The offenses selected do not meet the requirements to complete the DRT.”
To add a DRT record on the DRT tab, a juvenile must have a YASI assessment completed in CaseWorks with a date
administered equal to 90 days or less than the DRT Date Saved.

Error

o Mo YASI located that fulfills the requirements to complete the
DI

e. The user must select a value from the Ill. Criminal Street Gang Involvement drop-down
menu and the corresponding Score field will auto-populate.
f. As the preceding items are completed the TOTAL DRT SCORE and Indicated DRT

Recommendation will auto-populate.

8 Caseload Detaits

Senicas

Most Sanaus
Presant Adj Status ot Tima of Prasent Offensels)

4 ddd # Edit X Delete | & Refrash

paT: & Diate Saweet

FPS: 760~ Richmand

I Present Offense{s) voe

1. Mos! Sericus PRESENT Adjudicated Ofense

— i —— e o

2 Adilionsl PRESENT Adudicaed Offenses i this Reporl 00 0 0 i i 00 s s s

3 Stmas ot Tima of Presam Ofisnsegs) ——

1
Finding of Gulr*
2 Pror Status

(exchuding supervsion statis atthe e Noms
ofthe present aiensedsi)

IV. Dynamic Risk Lovel (Based on YASI) ~ YASIO 26196 Hoan

o o o |w

8

TOTAL DRT SCORE

[T

1612788 OR

The yout MAY |

CSU Diractor Approved Excepson
Excepton Jisticaton

g. If the juvenile meets the necessary criteria, the Serious Offender Commitment Eligibility
field will auto-populate with the following statement, “The youth MAY be eligible for a serious
offender commitment.”

h. If applicable, (i) place a check mark in the CSU Director Approved Exception checkbox
and the Exception Justification textbox will become accessible. (ii) Enter any required
information in the Exception Justification textbox.

Wl Criminal Street Gang Involvement

IV. Dynamic Risk Lovel (Based on YAST)  YASID Hogh

Indcated DRT

TOTAL DRT SCORE “

I ey ]

CSU Director Approved Excepton
Excepton Jussicaton:

Actuai DRT Recommendabon  inceterirate Commitment | ebo:

Wl Criminal Street Gang Involvement

V. Dynamic Risk Lovel (Based on YASI) ~ YASID Hgh

Indcated DRT

The yout MAY |

TOTAL DRT SCORE “

Excepton Justicaton:

Actuai DRT Recommendabon  indetermirate Commitment o

i. Select avalue from the Actual DRT Recommendation drop-down menu.

ii. Save Button

1. Click the Save button at the bottom of the DRT tab to save the DRT record. The DRT ID field
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will auto-populate with a system generated number when the record is initially saved.
iii. Cancel Button
1. Click the Cancel button to continue without saving changes to the DRT record.

ous. Totat
DRTO  DoeSaved  Worker Nome Pr T ORT
Cot

Score

WL Criminal Stroet Gang Involvement siciatad Crminal Sywet Gang Mermt N =
V. Dynamic Risk Lovel (Based on YASI)  YASID High s

TOTAL DRT SCORE “©

Indcated ORT

Sencus Ofender Commament gy The youh MAY be e5gle 1 3 snous flender commamart

CSU Director Approved Exception
Excepton Justcaion

T e ]

b. Edit Button
i. (i) Select a record in the DRT Record table in the upper half of the DRT tab and the row will be
highlighted in blue. Click the (ii) Edit button and (iii) edit the information in the lower half of the DRT
tab following the instructions outlined in the preceding Add Button section.
ii. Save Button
1. When the edits are complete click the Save button at the bottom of the DRT tab to save the
DRT record.
iii. Cancel Button
1. Click the Cancel button to continue without saving changes to the DRT record.
c. Delete Button
i. (i) Select a record in the DRT Record table in the upper half of the DRT tab and the row will be
highlighted in blue. (ii) Click the Delete button and the Question screen will appear requesting
confirmation of the delete command. (iii) Click either the (a) Yes button to delete the record or the
(b) No button to cancel the delete operation and return to the DRT tab.
d. Refresh Button
i. Click the Refresh button to ensure the most current information is being displayed.
e. Help Button
i. Click the Help button and the Help screen will appear and display the DRT tab business rules.

Question

o Are you sure you want to delete selected DRT?

Soc. Employmen Calondar Evalusbons CSUAccess YASI VersonHisiory CPRinko

Stotus ot Time of Prasent Offenze(s)

i Criminal Street Gang Involvement

IV. Dynamic: Risk Lovel (Based on YASI)  YASID High (] fFora ORT () Cass | mademaancr

Indicated DRT Indstermnale

Serious Ofender Commitment Ebgibity. | The youth MAY be sbgiie fo 3 39ncus ofencsr commiment ACHNS petton
A -

CSU Director Approved Excepton
Excapton Jusshication:

.......

Achuai DRT Rscommandation.  Indetsrmiate Commitmest (§ shgible pursuart 1o & 161 2

5. Reports Provided Tab
The Caseload Details screen Reports Provided tab lists all reports provided for the individual selected. The
tab displays the Worker Name, Report Type, Date Completed, and JO?. The tab allows users to add, edit,
or delete a record.
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85 Caseload Details - X
‘Case Number Juvenile #  Name DOB ‘Home Phone Alertt
== s | I
Trade/Post-Sec. Employment Calendar Evaluab CSUAccess YASI Version History CPR Info

s}
¢
z
&
D

eeeee

“JO?” indicates if a report was ordered by a judge, (Y) yes or (N) no.

Add Button

i. To add a new entry (i) click the Add button and the fields at the bottom of the screen will become
accessible and the name in the Worker Name field will auto-populate with that of the current user.
Select the (ii) Report Type and (iii) Facility from the respective drop-down field options. (iv) Click to
place a checkmark in the Judge Ordered checkbox if applicable. Select the (v) Date Completed
from the drop-down calendar screen. (vi) Click the Save button and a new record will be created
and displayed in the table in the upper half of the Reports Provided tab.

Refer to the Change User button section in the Search By User section for instructions on using the Change User button.
Refer to the BADGE Terms & Concepts Manual for descriptions of the more than 30 available Report Types.

Edit Button

i. Onthe Reports Provided tab of the Caseload Details screen (i) select the desired record to be
edited and the row will be highlighted in blue, (ii) click the Edit button and the data fields in the
lower half of the screen will become accessible. (iii) Edit the information as necessary and (iv) click
the Save button when the edits are completed.

Delete Button

i. Onthe Reports Provided tab of the Caseload Details screen (i) select the desired record to be
deleted and the row will be highlighted in blue, (ii) click the Delete button and a Question screen will
appear requesting confirmation of the delete command. (iii) Click either the (a) Yes button to delete
the record or the (b) No button to cancel the delete operation and return to the Caseload Details
screen.

Question

o Are you sure you want to delete this report?

Refresh Button

i. Click the Refresh button on the Reports Provided tab to ensure the most current information is
being displayed on the Reports Provided tab.

Help Button

i. Click the Help button on the Reports Provided tab and the Help screen will appear. The Help
screen provides instructions on how to add, edit, and delete a record from the Reports Provided
tab.
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i. Click the Report button on the Reports Provided tab to generate a Reports Provided report for the
Juvenile which will list Completed (date), Description, Worker, and if a report was Judicially

Ordered.

a5l Report Viewer
1 of 1 @ (i E A E- Find | Mext
Reports Provided
For (DJJ Caseload# ™ 5 )
Judicially
Completed Description Worker Ordered?
Major Offender Packet [ nn Y

1 YAS| Pre-Screen ==

H Other Reports r
Print Date: Momims e Page 1 0f 1

g. Comprehensive Re-Entry/ Prob. Supervision Case Plan Button
i. Comprehensive Re-Entry Case Plan
1. (i) Click the Comprehensive Re-Entry/ Prob. Supervision Case Plan button, and the Select
Case Type screen will appear. (ii) Click the Comprehensive Re-Entry Case Plan radio button,
(i) click the OK button, and the Comprehensive Re-Entry Case Plan screen will appear (if the
juvenile does not have a direct care admission record an Error screen will appear). (iv) Select
either the JCC or CSU tab as required.

Select Case Type Error W
Please select the case plan type:
Comprehensive Re-Entry/ | IO Connd-mich:-EmCaneHmI o Juvenile does not have a Direct Care admission or Parole,
Prob. Supervision Case Plan

() Probation Supervision Case Plan

Cancel

To add a Comprehensive Re-Entry Case Plan, the juvenile must have a Direct Care admission.

a. Complete the case plan on the selected JCC or CSU tab by entering the required data in the
appropriate fields and selecting the appropriate checkbox and radio button options.

85l Comprehensive Re-Entry Case Plan
I

Juvenile Name

Juvenile & | &

DOB = Age

Committing CSU: [ %

Supenvising CSU

Date of CRCP Developmert:

Recommended or Mandatory Services

Current Level of Functioning: () Above Average

Juvenile Comeclional Center

Annual Revision Date: | 0 0

© Average O Below Average

High or Moderate Risk YAS| Domains:

a5l Comprehensive Re-Entry Case Plan - X

Court Service Unit

Placement Status: Identify proposed placement upon release from direct care or plan to secure a parole placement .
To be completed by the committing CSU within 30 days of anival al the placement JCC

8 Placement is available with - at o, i

Commiment Date: Commitment #: |

This placemert can provide appropriate supervision for this juvenile with (select one) support services
Commiting Offenses: u ol ks TR

O Minimal O Moderate © Intensive

Date at RDC: |1 Los: [n Date of Release Bligbilty: | #58

Placement is not presently available and the following steps will be implemented to secure an appropriate placement (ndicate who wil do
Assigned JCC = = mmmE e Date at JCC: [0 jwhat, by when).
Assigned JCC Counselor: | By B Assigned Parole Officer

Level of Supervision Determination (Complete no later than 60 days prior to release)
Date of Last YAS| Assessment at the time of Commitment ) Overall Risk Level -
Infial Supervision Level as Detemmined by Mairix (CSU 9334): [

Mandatory Ovenide to Level 47 If yes, due to what offense?

Substance Abuse (R or M) @ Famiy 18 Aqgression/Viclence Discretionary Overide? @Yes O Mo Discretionary Ovenide Rationale:
Sex Offender (R or M) [0 Sehool 18 Atitudes Discretionary Overide Level
M nt (Ror M C P kil

i) 8 Communty/Peers 8 sk How motivated is the juvenie family to change? /e ms s i mme it

Mental Health Transition Plan [0 Alcohol/Drug Abuse [0 Vocational/Recreational
Frequency of contact with parent /quardian ]

() Other Needs;
Frequency of contact with extemal agencies
Estimated perod of parole supervision?
Last update by Bl el
| Hsae ) Cancel [, Pt X Delete QCose || | Cdseve ) Cancel 2, prit: X Delete Reokse ||

i. View Buttons on CSU tab
1. If inputting data on the CSU tab, (i) check the checkbox to access the Placement

not available narrative textbox. If desired, (ii) click the adjacent View button to open
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the Placement not available textbox in a separate Placement not available narrative
screen. (iii) Add or edit the notes in the textbox or the expanded screen as
necessary. If using the expanded screen (iv) click the Update button when complete
to save text and close the Placement not available narrative screen.

2. (i) Select the Yes radio button for Discretionary Override? to access the
Discretionary Override Rationale textbox. If desired, (i) click the adjacent View
button to open the Discretionary Override Rationale textbox in a separate
Discretionary Override screen. (iii) Add or edit the notes in the textbox or the
expanded screen as necessary. If using the expanded screen (iv) click the Update
button when complete to save text and close the Discretionary Override screen.

a. Discretionary Override Level
i. Ifthe Yes radio button is selected for the Discretionary Override? option,
the Discretionary Override Level must also be selected, or the case plan
cannot be saved.

Discretionary Override x Discretionary Override X

Discretionary Override Rationale Discretionary Ovemride Rationale

e B

Pfscretionary Overide? @ Yes (O No

Discretionary Ovemide Lewvel: ~ 9

mativated is the juvenilefamily to chans

b. Save Button
i. (i) Click the Save button on the Comprehensive Re-Entry Case Plan screen and the
CRCP Report screen will appear stating the data has been saved. (ii) Click the OK
button on the CRCP Report screen to return to the Comprehensive Re-Entry Case Plan
screen.

CRCP Report Pad

o Data saved.

c. Cancel Button
i. Click the Cancel button on the Comprehensive Re-Entry Case Plan screen and unsaved
information will be cleared.
d. Print Button
i. Click the Print button on the Comprehensive Re-Entry Case Plan screen and the
completed Comprehensive Re-Entry Case Plan will appear.
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RbMBE > 1 of 27 b B & E A | 00% Find | Next

Virginia Dapartmant of Juvands Justics
Comprehensive Re-Entry Case Plan [CRCP) . . . .
Caver Shast Virginia Department of Juvenile Justice
on - Comprehensive Re-Entry Case Plan (CRCP)
Cover Sheet

Nate of CRCP Development: o 1 Annual Revision Date: I %1
Name of Juvenile: JTS#: L Date of Birth: = Age:
Committing CSU: = Direct Care Supervising CSU: CSU 009
Commitment Date: Commitment #:
Committing Offenses: =
Date at RDC: LOS: Date of Release Eligibility:
Assigned JCC: Bon Air Juvenile Correctional Center Date at JCC:

Assigned JCC Counselor: ©= = Assigned Parole Officer: “m== -

Court Service Unit

Ylacement Status: e mp——" - = mw mn = w .

\j Placement is available with at

“his plas=mant can nrovide appropriate supervision for this juverile with support sefvicas:

e. Delete Button
i. Click the Delete button on the Comprehensive Re-Entry Case Plan screen and the user
will return to the Reports Provided tab on the Caseload Details screen.
f. Close Button
i. Click the Close button on the Comprehensive Re-Entry Case Plan screen the user will
return to the Reports Provided tab on the Caseload Details screen.

ii. Probation Supervision Case Plan
1. (i) Click the Comprehensive Re-Entry/ Prob. Supervision Case Plan button, and the Select
Case Type screen will appear. (ii) Click the Probation Supervision Case Plan radio button, (iii)
click the OK button, and the Probation Supervision Case Plan screen will appear (if the juvenile
does not have a probation status record an Error screen will appear).

Select Case Type x Error =
Please select the case plan type:
Comprehensive Re-Entry/ (_) Comprehensive Re-Entry Case Plan o Juvenile does not have a Probation status.

Prob. Supervision Case Plan

|O Probation Supervision Case Plan I

3

To add a Probation Supervision Case Plan, the juvenile must have a probation status.

a. Complete the case plan on the Probation Supervision Care Plan screen by entering the
required data in the appropriate fields and selecting the appropriate checkbox and radio
button options.

i. View Button
1. (i) Select the Yes radio button for Discretionary Override? to access the
Discretionary Override Rational textbox. If desired, (ii) click the adjacent View
button to open the Discretionary Override Rationale textbox in a separate
Discretionary Override Rationale screen. (iii) Add or edit the notes in the textbox or
the expanded screen as necessary. If using the expanded screen (iv) click the
Update button when complete to save text and close the Discretionary Override
Rational screen.
ii. Discretionary Override Level
1. If the Yes radio button is selected for the Discretionary Override? option, the
Discretionary Override Level must also be selected, or the case plan cannot be
saved.
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B8 Probation Supervision Case Plan - *

I -~

b. Save Button
i. (i) Click the Save button on the Probation Supervision Case Plan screen and the PSCP
Report screen will appear stating the data has been saved. (ii) Click the OK button on
the PSCP Report screen to return to the Probation Supervision Case Plan screen.

PSCP Report x

o Data saved.

c. Cancel Button
i. Click the Cancel button on the Probation Supervision Case Plan screen and unsaved
information will be cleared.
d. Print Button
i. Click the Print button on the Probation Supervision Case Plan screen and the completed
Probation Supervision Case Plan will appear in the Report Viewer screen.

@ Repom iemer — o %
W41 1 Hle @@ @ELR | wox B Find | et 9l Report Viewer
inia Department of Juvenile Justic “ —
nv:glnonwnc-ummnc:; M 41 of 1 b M |« @@ | @E @H-| 100% - Find | Next

Home of Juvonile: WACHARH. BUSSSEESiials  Dom Placod on Probution: EESEFE Virginia Department of Juvenile Justice
iniions Dnte of Fiom Devalopmert: IENEFY Probation Supervision Case Plan (PSCP)
Do of Birth: Agw:

sun ocatiy: .
A COVER PAGE

CRIMINGGENIC NEEDS Name of Juvenile: [=as 1 [ln 0 wa Tl e Date Placed on Probation: % B8 i
ndhcmsa High or e sk YA Dol JTSE T Date of Plan Development: [

oty P Date of Birth: =u 824 Age: mum

Aogussanviauncs.

o CSU/Locality:

RISKAEVEL OF SUPERVISION DETERMINATION Probation Officer: [msmame Hemwe 0
o of Last YAS! Asassmant: -
Overai Ak Leve: Cemem
—— —— CRIMINOGENIC NEEDS
Suporvision Luvel e Matrs: [
Minimem Roquired Monthly Comacts: Indicate High or Moderate Risk YASI Domains:
Mandatory Gverie o Inensive Prob?
Discsmonaey Ovarnids? ]
1o o it Lavel s rationslo? Lt Lo ) School
i o 2 gar serean Community/Peers
Estimaed period of smpervision? 6+ 9 menths. Agaression/Violence
Heow motivated ks the fuvenilcamily to changs? Attitudes
A i et 8 e L . Skils
wn
win willcomact
e RISKI/LEVEL OF SUPERVISION DETERMINATION
Panicipation Statement

Mama: s e [0 Juvenile Humber TR Date of Last YASI Assessment: 71

e. Delete Button
i. Click the Delete button on the Probation Supervision Case Plan screen and the user will
return to the Reports Provided tab on the Caseload Details screen.
f. Close Button
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i. Click the Close button on the Probation Supervision Case Plan screen the user will
return to the Reports Provided tab on the Caseload Details screen.

6. Services Tab
The Caseload Details screen Services tab lists all the current and past services received for the juvenile.
The tab displays the Opened Date, Service Type, Provider Type, Events (Y/N indicator of whether a
service event was recorded), and the Closed Date. The tab allows users to add, edit, or delete a services
record, add service events, track event progress, and record treatment completion.

85 Caseload Details - X

CaseNumber  Juvenie #  Name DOB Home Phone Alert!
- - - Il 1o |
Stats Worker Assignment Contacts DRT Reports Provide§ Senvices [Trade/PostSec. Employment Calendar Evaluations CSUAccess YASI Version History CPRInfo

Opened Closed
Opened . senvica Type Provide Type Evans 500

& Add # Edit Delete @ Refresh

Assigned To A Change User Provider Type:
Service Type
Closed Reason

Closed Date.

Hsave Cancel @ Help B Report

[ Service Events [ Progress Tracking {4l Treatment Compleon

a. Add Button

i. (i) Click the Add button to access the fields in the lower half of the screen and the Assigned To
field will auto-populate with the current user's name. Select the (i) facility (if other than the auto-
populated default) from the Facility drop-down menu. (iii) Select the Opened Date (Service
Begins) from the drop-down calendar screen. Select the (iv) Provider Type, (v) Service Type, and
(vi) Closed Reason (if applicable) from the respective drop-down menus. (vii) Select the Closed
Date (if applicable) from the drop-down calendar screen and (viii) type a detailed narrative of the
service in the Comments textbox.

ii. Click the Save button, the Assighed Date (Date Keyed) field will auto-populate with the current
date, and a new services record/row will be created and displayed in the upper half of the Services
tab.

%F Refer to the Change User button section in the Search By User section for instructions on using the Change User button.

Assigned To: | | #% Change User Pravider Type: |11 - On-Call Therapist

Show Al Facilities {including expired ones) Service Type: |14 - C5U Individual Counseling
Facility:

Opened Date:
{Service Begins) |

(Date Keyed)

Comments:

Closed Reason:

Cosed Date: [ 1]

A

b. Edit Button
i. (i) Select a service in the upper half of the Services tab, and the row will be highlighted in blue, (ii)
click the Edit button, (iii) edit the information in the lower half of the Services tab as required, and
(iv) click the Save button when the edits are completed.
c. Delete Button
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i. (i) Select a service in the upper half of the Services tab, and the row will be highlighted in blue. (ii)
Click the Delete button and the Deleting screen will appear, click the (a) Yes button to delete the
service event record and return to the Service Events screen or the (b) No button to cancel the
delete operation and return to the Caseload Details screen.

Deleting...

o Are you sure you want te delete this service event?

To delete a service all associated service events must be deleted first.

d. Refresh Button
i. Click the Refresh button to ensure the most current information is being displayed.
e. Cancel Button
i. Click the Cancel button and any unsaved information will be cleared.
f. Help Button
i. Click the Help button and the Help screen will appear. The Help screen lists instructions on how to
add, edit, and delete a service event.
g. Report Button
i. The Services Provided report lists the service information related to a specific juvenile. Click the
Report button and the Report Viewer screen will appear with the report.

1 of 1 D & Ea W | 0% = Find | Next

Services Provided for [ 1 ™Sl | sl (i MU B e TSy |

Opened Description Assigned To Provided By
CSU Electronic Monitoring Non-CSU Senice Provider

Closed: Reason Closed: Senice Successfully Completed

No Senice Events

CSU Supenise Community Senice Non-CSU Senice Provider

Closed: Reason Closed: Senice Successfully Completed

No Senice Events

CSU Life Skills . Non-CSU Senice Provider

Closed: Reason Closed:

No Senice Events

h. Service Events Button
i. Click the Service Events button and the Service Events screen will appear. The Service Events
screen will list the Service Date, Service Sub Type, and any Comments.
1. If no service events exist for the selected service, clicking the Service Events button will display
an Information screen stating no events were found. Click the Ok button and the Service Events
screen will appear.
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85 Service Events for =l = 8 in C5U Individual Counseling X

Service Date Service Sub Type Comments

» e

Information X 5 . >
I 153 Copy P Add BRecord for multiple Juvenile o Edit Delete & Refresh I
Service Date: Service Sub Type:
0 No service events infermation was found for this service, Norker 1 € Change User ot
Worker 2 £5 Change User or Other;
Worker 3: % Change User or Cther;
pr—
Comments: | - = =
e e weem w e e e e pew e e —— e —
I Save #) Cancel Bl# Close @ Help [, Prirt |

a. Copy Button

If a service event entry already exists, it may be copied and edited. (i) Click on the
desired service event in the upper half of the screen and the row will be highlighted in
blue. (i) Click the Copy button and a duplicate entry of the selected service event will be
created, (iii) edit the information as required in the lower half of the screen, and (iv) click
the Save button.

b. Add Button

Click the Add button and the fields in the lower half of the screen will become

accessible. (ii) Select the Service Date from the drop-down calendar screen, select the

(iii) Service Sub Type and/or the (iv) or Other from their respective drop-down menus,

(v) type any important information about the service event in the Comments textbox,

and (vi) click the Save button.

1. The Service Date must be the date the service was provided. If a user attempts to
save a service event for a date prior to the service opened date or a future date an
error will be generated.

2. The Service Sub Type drop-down menu lists the service session code and type, if
applicable.

3. The Worker 1 field will auto-populate with the current user’'s name. To change the
user in the Worker 1 field, click the Change User button.

4. Click the Change User button adjacent to each field to add Worker 2 and Worker 3,
if applicable.

5. The or Other drop-down menu lists the codes and titles for users that are not DJJ
case workers.

%F Refer to the Change User button section in the Search By User section for instructions on using the Change User button.

c. Record for multiple Juvenile Button

Revised 03/2025

When the same service event is applicable to multiple juveniles a service event can be
recorded for multiple juveniles at the same time. (i) Either (a) click the Add button or (b)
select a service event record and click the Copy button. Either action will initiate a new
record and make the fields in the lower half of the screen accessible. (ii) Follow the steps
outlined in either the (a) Copy button or the (b) Add button sections immediately above
to update the newly created record. (i) Prior to clicking the Save button, click the
Record for multiple Juvenile button and the Select Juveniles screen will appear. (vi)
Select one or more juveniles by placing a check mark in the boxes adjacent to the
juveniles’ names as needed and (vii) click the Select button to return to the Service
Events screen. (viii) Click the Save button and the record will be applied to the currently
open juvenile record as well as to the selected juveniles’ caseloads.
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G5! Service Events for = == = &% B in CSU Individual Counseling ®

- Service Date + Service Sub Type Comments

BN NN D CEEE S DM L

0 ;
Finin B e | B 0l i B ol - SEET T X

Juvenile Name Juvenile Number

£ Change User
£2 Changs User
ﬂ Change User

The Select Juveniles screen will display a list of all juveniles that are available for the same service event.

d. Edit Button
i. Select a service event on the upper half of the Service Events screen, and the row will
be highlighted in blue. (ii) Click the Edit button and the fields in the lower half of the
screen will become accessible, (iii) edit the information as required, and (iv) click the
Save button when the edits are completed.
e. Delete Button
i. (i) Select a service event, and the row will be highlighted in blue. (ii) Click the Delete
button and the Deleting screen will appear, (iii) click the (a) Yes button to delete the
service event record and return to the Service Events screen or the (b) No button to
cancel the delete operation and return to the Service Events for screen.

Deleting...

o Are you sure you want to delete this service event?

f. Refresh Button
i. Click the Refresh button to ensure the most current information is being displayed.
g. Close Button
i. Click the Close button to exit the Service Events screen and return to the Services tab
on the Caseload Details screen.
h. Help Button
i. Click the Help button and the Help screen will appear. The Help screen lists instructions
on how to add, edit, and delete a service event.
i. Print Button
i. Click the Print button and the Report Viewer screen will appear displaying the Service
Event report for the juvenile’s selected service event.
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o Report Viewer

1 of 1 B e | 100 - Find | Next

Service Event

Senice: R TmEmggEen "
Juvenile Number:
Juvenile Name:
Senice Event Date:
Unit: 30 Minutes
Worker 1: B
Worker 2: None
Worker 3: None

Comments: nnl Baila = == .

Confidential Notes

Print Date: Monday, June 1, 2020 2:14 PM Page 1 0f1

i. Progress Tracking Button
i. Click the Progress Tracking button on the Caseload Details screen Services tab and the Progress
Tracking screen will appear. The Progress Tracking screen displays the Activity, Date Started, Date
Completed, and if the activity is N/A (whether applicable or not).

85! Progress Tracking *

Activity Date Started Date Completed  N/A

- o

Mave Up

Move Down

Add Row

Delete Row

I @Ennt ¥} Cancel EL"CI_nse I

Juveniles participating in some treatment programs will have auto-populated information in the Progress Tracking screen.

1. To add activity information, (i) double click the Activity field in the desired row and input
information about the service progress, select the (ii) Date Started and (iii) Date Completed
from the drop-down calendar screens by double clicking in each field, (iv) place a check mark in
the checkbox of the N/A field if necessary, and (v) click the Save button.

a. Move Up/Move Down Buttons
i. To change the order of the activities (i) click the field containing the arrow in the column
adjacent to the desired Activity and the row will be highlighted in blue. (ii) Click either
the (a) Move Up button or (b) Move Down button until the activity is located in the
desired position. (iii) Click the Save button.
b. Add Row Button
i. Click the Add Row button to add an additional row to the table for another activity entry.
c. Delete Row Button
i. (i) Click on the desired activity highlighting the Activity field in blue and placing a small
arrow in the adjacent field. (ii) Click the arrow adjacent to the desired activity on the left-
hand side of the screen and the entire row will be highlighted in blue. (iii) Click the
Delete Row button to remove the row and (iv) click the Save button.
d. Print Button
i. Click the Print button and the Report Viewer screen will appear displaying the Service
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Progress Tracking report. The report displays a list of the activities related to the
specific juvenile.

o] Report Viewer

1 of 1 D e B A - | 100 - Find | Next

Service Progress Tracking for (Juvenile Number: =)

Service Type: CSU Individual Counseling

ACTIVITY START DATE COMPLETE DATE N A

Provider Signature:

06/25/2020 Page 1 Of 1

e. Close Button
i. Click the Close button and the user will return to the Services tab in the Caseload
Details screen.
j.  Treatment Completion Button
i. Click the Treatment Completion button on the Caseload Details screen Services tab and either the
(a) Treatment Completion screen will appear allowing the user to proceed or the (b) DC Admission
History screen will be displayed, and the user will be required to click the OK button to return to the
Services tab.
1. The Treatment Completion screen details the different treatments types the juvenile may be
undergoing (sex offender, substance abuse, and aggression management), treatment needs,
workers inputting the data, and treatment statuses information.

sl Treatment Completion for B | x

Select Juvenile's Direct Care Admission from the: List

Sex Offender Treatment

Treatment Need Recorded by
Treatmert Status
DC Admission History % () Did Not Complete () Completed Date Completed
Juvenile does not have any direct care admissions SR A S TEET
Treatment Need Recorded by Edit
Treatmert Status
() Did Not Complste (8 Completed Date Completed
Aggression Management Treatment
Treatment Need Recorded by Edit

Treatmert Status
() Did Not Complste () Completed Date Completed

Close

The juvenile must have a direct care admission to access the Treatment Completion screen.
If the juvenile has completed the treatment, a date will be documented in the Date Completed field.

a. Edit Button
i. (i) Click on the desired direct care admission from the list (if more than one) in the text
box at the top of the screen, and the row will be highlighted in blue. (ii) Click the Edit
button for the desired treatment option (sex offender, substance abuse, or aggression
management) and the Save, Cancel, and Clear buttons will appear, and the user will be
able to edit the data in the selected treatment area. Select (iii) the Treatment Need from
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the drop-down menu, (iv) click the appropriate radio button option for Treatment Status
and (v) use the calendar drop-down screen to enter the Date Completed, if required.

b. Save Button

i. Click the Save button when the edits are completed and the Recorded by field will be

populated with the current user’'s name.

gt Treatment Completion for B9 1 ™

Sex Offender Trestment

Treatmert Status
(") Did Not Complete

Treatment Need [Not Applicable | Recorded by | sy

Cancel
(") Completed Date Completed
Clear

Save

Clicking the Edit button will make the

Close

Substance Abuse|  Save, Cancel, and Clear buttons
Treatment Necd appear for the selected treatment. | et
Treatment Status
() Did Not Complste () Completed Date Completed
Aggression Management Treatment
Treatment Need | Level |I: Prescriptive Recorded by | =oum powa Edit
Treatmert Status
() Did Not Complete () Completed Date Completed

c. Cancel Button

i. Click the Cancel button to discard changes and close the accessible fields.

d. Clear Button

i. Click the Clear button and the Recorded by, Treatment Status radio buttons, and Date

Completed information will be cleared.
e. Close Button

i. Click the Close button to return to the Caseload Details screen Services tab.

7. Trade/Post-Sec. Tab

The Caseload Details screen Trade/Post-Sec. tab lists trade and post-secondary education information for
the selected juvenile. The tab displays the Date Enrolled, School Name, Program Enrolled, Setting Where

Enrolled, Credentials Earned, Date Completed, and College Credits Earned. This tab allows users to add,

edit, or delete trade and post-secondary education records.

851 Caseload Details

Case Number  Juvenie #  Name DOB

‘Home Phone
L& o _Jd

Status Worker Assignment Contacts DRT Reports Provided seN.teI Trade/Post Sec. kmplaymenl Calendar Evaluations CSUAccess YASI Version History CPRinfo

= X
Alertt

School Name Progrec

Date
Enrolled Enrolled Credentials Earned

Setting College
Where Credits
Enrolled Earmed

Date
Completed

i Add + Edit X Delete @ Refresh

Date Enrolled Placement

SchoolName: [

Seting Where Sefing Where
Enrolled

nrolle Completed: Date Completed:

Career Cluster Date

Architecture And Construction

Hseve o Cancel | BRepon

a. Add Button

i. (i) Click the Add button to access fields in the lower half of the screen on the Trade/Post-Sec. tab.
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(ii) Select the Date Enrolled from the drop-drop down calendar screen. (iii) Select the Placement
from the corresponding drop-down menu. (iv) Input the School/Name. Select the (v) Setting
Where Enrolled and (vi) Setting Where Completed from the corresponding drop-down menus.
(vii) Select the Date Completed from the drop-down calendar screen. (viii) Input the Program
Enrolled name. (ix) Select the appropriate Program Type radio button. Input the number of (x)
College Credits Enrolled and the number of (xi) College Credits Earned, where applicable. (xii)
Input comments into the Comments textbox, if applicable.

4 Add  Edit X Delete @ Refresh

DueEnciec: [HE -]  Plocemaet G —

SetingWhet® DirectCare S'ggg‘:‘(j‘:’; DirectCare Date Completed

Progiam £ Program - Comments:

College Credits Entolled: College Credis Eamed:

Add View Delete

Credential

Eacned Career Cluster Date

Hsave ) Cancel [ Report

The Credential Earned table fields and screens are accessible when the user clicks the Add button in the upper half of the
Caseload Details screen followed by clicking the Add button above the Credential Earned table. If no information is entered,
these fields will be blank.

If the records in the Credential Earned table can be edited the Edit button will be displayed. If the records are read-only the
View button will be displayed.

The Setting Where Enrolled field is required to add a Trade/Post-Secondary record.

The College Credits Enrolled and College Credits Earned numerical values cannot exceed 21.

1. Credentials Earned
a. Add Button
i. (i) Click the Add button located above the Credential Earned table and the Credentials
Earned for Juvenile screen will appear. (ii) Select the Credential Earned and (iii) the
Career Cluster from the corresponding drop-down menus. (iv) Select the Credential
Earned Date from the drop-down calendar screen. (v) Click the (a) Save button to save
the record or the (b) Cancel button to discard the changes and return to the Trade/Post-
Sec. tab.

o Credentials Earned for g 0 ln =0 maeam %
— P . - .

Setting Where Setting Where
Enrolled: ¥ Completed e

Program P
Erveled: "Fpe O Colege O Vocstionsl

College Credits Enrolled: College Credits Eamed

6/12/2024 [E~

_ Add Edit Delete
Credertial Eamed “#— Career Cluster Date

b. Edit/View Button
i. Select the desired record from the Credential Earned table and the row will be
highlighted in blue. If the record can be edited, the Edit button will be displayed. If the
record is read-only, the View button will be displayed.
1. (i) Click the Edit button located above the Credential Earned table and the
Credentials Earned for Juvenile screen will appear. (ii) Select the Credential Earned
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and (iii) the Career Cluster from the corresponding drop-down menus. (iv) Select the
Credential Earned Date from the drop-down calendar screen. (v) Click the (a) Save
button to save the record or the (b) Cancel button to discard the changes and return
to the Trade/Post-Sec. tab.

2. (i) Click the View button located above the Credential Earned table and the
Credentials Earned for Juvenile screen will appear in read-only mode. (ii) Click the
Close button to close the screen and return to the Trade/Post-Sec. tab.

Add Edit Delste Add View Delete
Credential Eamed Career Cluster Credential Eamed Career Cluster
S e en e Gt Sz

If the records in the Credential Earned table can be edited, the Edit button will be displayed. If the records are read-only the
View button will be displayed.

c. Delete Button

i. Click the Edit button located in the upper half of the Trade/Post-Sec. tab and the Delete
button above the Credential Earned table will become accessible.

ii. (i) Select the desired record from the Credential Earned table and the row will be
highlighted in blue. (ii) Click the Delete button above the Credential Earned table and
the Question screen will appear requesting confirmation of the delete command. (iii)
Click the (a) Yes button to delete the record or the (b) No button to return to the
Trade/Post-Sec. tab.

a5l Caseload Details = X
Case Number ~ Juvenile #  Name DOB Home Phone Alertt
- —-— — .- I — e M PER | XOdee | @Reeh

StatusWorker Assignment Contacts DRT _Reports Provided semtel Trade/Post-Sec. Empleymem Calendar Evaluaions CSUAccess YAS| Version History CPR info Dute recked (17 4 Pt SchodNane Horsk,
etting oy P .

S Seany W »
Program Date  Jarr [
School Name Encrrad Credentisls Eamed ;Vheru Credits Completed

Date
Envrolied

Setting Where Sefting Where .
Envolec omplaac Question

PPPPPP

Are you sure you want to delete selected education/training
record?

b. Edit Button
i. Select arecord in the upper half of the Trade/Post-Sec. tab and the row will be highlighted in blue.
ii. (i) Click the Edit button and the fields in the lower half of the screen will become accessible. (i) Edit
the information as necessary. (iv) Click either the (a) Save button to save the edits or the (b)
Cancel button to discard the edits.
c. Delete Button
i. Select arecord in the upper half of the Trade/Post-Sec. tab and the row will be highlighted in blue.
ii. (i) Click the Delete button and the Question screen will appear. (iii) Click either the (a) Yes button to
delete the record or the (b) No button to cancel the delete operation and return to the Trade/Post-
Sec. tab.
d. Refresh Button
i. Click the Refresh button to ensure the most current information is being displayed on the
Trade/Post-Sec. tab.
e. Save Button
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f. Cancel Button
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i. Click the Cancel button and any unsaved information will be cleared.

g. Report Button

i. Click the Report button on the Trade/Post-Sec. tab to generate a Trade/Post-Sec. Records report
for the Juvenile which will list Date Enrolled, School Name, Program Enrolled, Setting Enrolled,

Date Completed, Credits Earned, Credentials Earned, and Comments.

5 Report Viewer

1 of 1 % | & B A B | 0%

Trade/Post-Sec. Records for i I

Find | Next

Juvenile Number: & ===s

Date  School Name

Enrolied Program Enrolled

Date

Credits
Completed  Earned

Setting Enrolled

05/0612024 Test test

Credentials Earned: Gerfificate - 05/06/2024, Bachelor's Degree - 06/03/2024.

05/06/2024 Test Test
Credentials Eamed: Associate Degree - 05/06/2024

Comments:

Date : 0612412024

Parole 08/06/2024

8. Employment Tab

The Caseload Details screen Employment tab lists employment information for the selected juvenile. The
tab displays the Job Title, Start Date, End Date, and Employer. This tab allows users to add, edit, or delete

employment records.

85l Caseload Details
Case Number  Juvenile # Name

Staws Worker Assignment Contacts DRT  Reports Provided Services

hanp-om-snl Employment aa\w\ﬂav Evaluations CSUAccess YASI Versi

DOB Home Phone Alert!

-

on History CPR Info

End
ate Date

oo
g

Employer

Job Tite:

Employer

Salary Range

) . dificatons
WP Closed Reason: Required =

nnnnnnn

Average Hours Worked Per Week

a. Add Button

i. (i) Click the Add button to access the fields in the lower half of the screen on the Employment tab.
(i) Input the data for the Job Title. (iii) Select the employment Start Date from the drop-down
calendar screen. (iv) Select the employment End Date from the drop-down calendar screen. (v)
Input the data for the Employer field. (vi) Select the Average Hours Worked Per Week from the
drop-down menu. (vii) Select Closed Reason from the drop-down menu. (viii) Select the
appropriate Full-Time or Part-Time radio button. (ix) Select the appropriate Salaried or Hourly
radio button. (x) Select the Salary Range or (xi) Wage Range from the corresponding drop-down
menus. (xii) Click the IWP? checkbox, if applicable. (xiii) Select the IWP Closed Reason from the

drop-down menu, if applicable.

ii. (i) Select the appropriate Certifications Required radio button.
1. If“Yes” is selected for Certifications Required, (i) input the specific certifications in the text
box, (ii) select the appropriate Certifications Obtained radio button, and (iii) select the Career
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Cluster from the drop-down menu.
ii. (i) Input any additional information about the employment record in the Comments textbox. (ii) Click
the Save button and a new employment record/row will be created and displayed in the upper half
of the Employment tab.

85 Caseload Details - X
Case Number Juvenile #  Name DOB Home Phone Alert!
- - - .~ . . [ ]

Status Worker Assignment Contacts DRT  Reports Provided Services Tvada’Pusv—Sel Employment aa\endav Evaluations CSUAccess YASI Version History CPR Info

Start End
Job Tile p o Employer

Job Tite: Start Date: End Date.

Employer Average Hours Worked Per Week Closed Reason
ulFTime PartTime Salaiied uty Salary Range Wage Range
WP Closed Reason: e

bbbbbbb Career Cluster

The Salary Range and Wage Range fields are only accessible and required if the Salary or Hourly radio buttons are
selected, respectively.

The Certifications Required textbox, Certifications Obtained, and Career Cluster fields are only accessible and required if
“Yes” is selected for Certifications Required.
Enter the Closed Reason and End Date when applicable.

b. Edit Button
i. (i) Select a record in the upper half of the Employment tab and the row will be highlighted in blue.
(i) Click the Edit button and the fields in the lower half of the screen will become accessible. (iii)
Edit the information as needed. (iv) Click either the (a) Save button to save the edits or the (b)
Cancel button to discard the edits.
c. Delete Button
i. (i) Select a record in the upper half of the Employment tab and the row will be highlighted in blue.
(i) Click the Delete button and the Question screen will appear. (iii) Click either the (a) Yes button
to delete the record or the (b) No button to cancel the delete operation and return to the
Employment tab.

Question

o Are you sure you want to delete selected employment record?

Yes No

d. Refresh Button
i. Click the Refresh button to ensure the most current information is being displayed on the
Employment tab.
e. Cancel Button
i. Click the Cancel button and any unsaved information will be cleared.
f. Report Button
i. Click the Report button and the Report Viewer screen will appear displaying the Employment
Records report. The report lists the employment information recorded for the selected juvenile.
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55 Report Viewer
1 of 1 > & E e | 100 - Find | Mext
Employment Records for |55 0% @2 W8 U@ ®  Juvenile Number: © 17§+
Job Title Start Date End Date Closed Reason Full-time/Part-time
in
Comments: skl i 0 "kl 48
Date Page: 1

The Caseload Details screen Calendar tab displays the following calendar event information for the

selected juvenile: Event Date, Event Description, Date Completed, Completed By, and Comments.
Calendar entries are system generated; users cannot add calendar event entries but may edit certain

fields.

85 Caseload Details =
Case Number Juvenile #  Name DOB Home Phone Alert!
= - — _—— aaass | 0

Status Worker Assignment Contacts DRT  Reports Provided Services Trade/PostSec Emp\avmenva\uihons CSUAccess YAS| Version History CPRInfo

Calendar svents are system generaled Users are not able o enter custom snies

Event Date
Date Completed

- e

Event Description Completed By Comments

EventDate: Assigned. Last Completed Date
By: Completed

Senvice Plan Development Date

The Event Date, Assigned, and the Event Description are system-generated fields. Only the Date Completed field and the
information in the Comments textbox can be edited directly by the user. The Last Modified and Completed By fields are
auto-populated by the application with the current date and logged on user’s name when the user clicks the Save button.
Calendar event information is applicable to committed youth only.

a. Edit an Existing Calendar Event
i. (i) Select a calendar event, and the row will be highlighted in blue, (ii) edit the Date Completed and
Comments fields in the lower half of the Calendar tab as required, and (iii) click the Save button
when the edits are complete. When saved the edited event will be moved to the bottom of the

calendar events list. The list of events can be sorted by clicking on any column header.

b. Calendar Report Button
i. (i) Click the Calendar Report button and the Calendar Report Parameters screen will appear.
Select the (ii) Start Date and (iii) End Date from the drop-down calendar screens and (iv) select the
desired event types from the Select Calendar Event(s) window. (v) Click the Generate Report
button and the Report Viewer screen will appear displaying the Calendar Events report for the
specified juvenile.
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55 Report Viewer

M 41 of 1
= mtCalendarRept
6/7/2020
7/5/2020
- 8/2/2020

o Calendar Report Parameters X

r e

0@ &G B 100% - Find | Next

Calendar Events for Juvenile# “af £57
Starting on 06/01/2020 and Ending on 09/30/2020

- 9/6/2020

Juvenile’s Name Description

Completed

Wednesday, May  1,2024 [J~

06/09/2020 WL TN Senvice Plan Monthly Progress Date
: Comments:

Saturday . August 31,2024 [F~

Week of 7/5/2020 I

07/09/2020 . I Senice Plan Monthly Progress Date
Completed by Comments:

O
() Annual Physical Exam
() Custody Classfication Review - 30 days

07/09/2020 w=_mmwi sm—m
Completed by:

Semvice Plan Quarterly Review Date
Comments:

[ Custody Redlassfication Review - 30 days

("] Mandatory Administrative Major Offender Review - 30 Marths
(] Mandatory Administrative Major Offender Review - Age 20 1/2
(] Mandatory Major Offender Case Review - 18 Months

() PPD(TB) Test

Week of 8/2/2020

08/03/2020 W aNEEIEE Serious Offender Review - 24 months

() Serious Offender Review - 12 months
(] Serious Offender Review - 24 months

08/08/2020 ¥ sEsgnaw Senvice Plan Monthly Progress Date
Completed by Comments:

K
09/07/2020 = = mml = Senvice Plan Monthly Progress Date
Completed by Comments:
07/02/2020 Page 10f 1

c. Video Button
i.  This button is non-functioning.

10. Evaluations Tab

The Caseload Details screen Evaluations tab lists all the evaluations performed for the juvenile. The tab
displays the Date Created, Eval. Type, Substance Abuse, Total Score, and Decision. The tab allows users

to add, view, edit, or delete evaluations for Gang Resistance Education and Training (G.R.E.A.T), parole or

probation discharges (PAR/PRO), and the Screening for Experiences and Strengths (SEAS).

85 Caseload Details

Status Worker Assignment Contacts DRT  Reports Provided Services Trade/PostSec. Employmer

Date Created ~ Eval. Type Substance Abuse

# Add

Total
Score

X Delete [ Report & Refiesh

TestDate:
TestCSU
Answers Missed.
Total Percentage:

Overall Paricipation Rating:

< !

0

»

100%

Elsave ) Cancel @ Help

The numerical value selected for the Answers Missed field cannot be greater than 65.

a. Add Button

i. (i) Click the Add button and the Please Select Evaluation Type screen will appear. Click (ii) the

hyperlink to complete the desired evaluation type.

Please Select Evaluation Type *

G.R.EAT. Final Exam

Parole Discharge Evaluation
Probation Dischange Evaluation
SEAS Ages 7-12

SEAS Ages 13-21
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1. G.R.E.A.T. Final Exam

a. (i) Click the G.R.E.A.T Final Exam hyperlink and the fields in the lower half of the screen

will become accessible. (ii) Select the Test Date from the drop-down calendar screen. (iii)
Select the corresponding Test CSU from the drop-down menu, (iv) select the number of
missed answers in the Answers Missed field, and the (v) Total Percentage field will
display an auto-populated percentage to one decimal value, if applicable. (vi) Select the
juvenile’s weekly participation rating from the Overall Participation Rating drop-down
menu. (vii) Click the Save button and the GREAT examination record will appear in the table
in the upper half of the Evaluations tab.

& Add X Delete [ Repot | | @ Refresh

Test Date: | 1/11/2024 B~
Test CSU:  Roanoke (CSU) ~
Answers Missed: |16
Total Percentage:  75.4%

Owerall Participation Rating:  Needs Improvement ~

2. Parole Discharge Evaluation Hyperlink

a. (i) Click the Parole Discharge Evaluation hyperlink and the fields in the lower half of the

screen will become accessible. (ii) Select the Discharge Date from the drop-down calendar
screen. Select the (iii) The Juvenile’s School attendance, (iv) The Juvenile’s
Employment Performance, and (v) The Juvenile’s Substance Use (Including Alcohol
and lllegal drugs) from the corresponding drop-down menus. If applicable, (vi) select the
During the Period of Supervision, the Juvenile has resided at the same physical
location for 75% of the time checkbox. (vii) Click the Save button and the parole “PAR”
evaluation record will appear in the table in the upper half of the Evaluations tab.

Add Delte | | [ Repot

Please answer these questions as they relate to the last 60 days the youth was under PAROLE supervision.

3. Probation Discharge Evaluation Hyperlink

Revised 03/2025

a. (i) Click the Probation Discharge Evaluation hyperlink and the fields in the lower half of

the screen will become accessible. (ii) Select the Discharge Date from the drop-down
calendar screen. Select the (iii) The Juvenile’s School attendance, (iv) The Juvenile’s
Employment Performance, and (v) The Juvenile’s Substance Use (Including Alcohol
and lllegal drugs) from the corresponding drop-down menus. If applicable, (vi) select the
During the Period of Supervision, the Juvenile has resided at the same physical
location for 75% of the time checkbox. (vii) Click the Save button and the probation “PRO”
evaluation record will appear in the table in the upper half of the Evaluations tab.
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Please answer these questions as they relate to the last 60 days the youth was under PROBATION supervision.

The duvenie’s School Atendance:

The Juvenil’s Employment Perfomacs:

The Juvenile's Substance Use (Including Alcohol and llegal drugs): |

During the Period of Supervision, the Juvenile has resided at the same physical location for 75% of the time: []

BADGE Caseload Management Module Manual

Parole and probation discharged evaluations are to be completed with respect to the last 60 days of the youth’s supervision.

4. SEAS Ages 7-12 AND SEAS Ages 13-21 Hyperlinks

Part A: Demographic Information

Who is answering these questions?

Was  parent or caregiver present during the session’

Pen B Hawon Building

The SEAS contain the same questions for both groups, ages 7-12 and ages 13-21. The SEAS
guestions are designed for each specified age range and, as a result, the verbiage contained in
the SEAS does differ slightly for each group.
a. After determining the age of the juvenile click either the SEAS Ages 7-12 hyperlink OR the
SEAS Ages 13-21 hyperlink and the fields in the lower half of the screen will become

accessible.

i. Part A: Demographic Information and Part B: Rapport Building

1. In Part A select the appropriate radio button for (i) Who is answering these
guestions?, (ii)) Was a parent or caregiver present during the session?, and (iii)
Youth’s Preferred Language. If “Other” is selected for Youth’s Preferred
Language, (iv) enter the language in the Other field.

2.

The objective of Part B of the screening tool is to develop trust with the juvenile. The

interviewer should ask the juvenile several informal questions to increase the
juvenile’s comfort level with the interviewer prior to discussing any forms of
victimization. The interviewer is NOT required to write down or record answers to

these informal questions.

SEAS Ages 7-12, Part A and B

O ChidrYouh O

7 (

Add X Delete | [ Report

@ Refresh

Part A Demographic Information
Parent/Caregver () Both I Who is answerng these questions?
) Yes (O No  Youth's Prefemed Language ~  Oher

Part B: Rapport Building

m h\d yulh few informal

gzl
o develop . You TSN oo Tt o e s
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ii. Part C: Identifying Victimization

Was a parent or caregiver present during the sessi

al que:
screeningtool isto develop tust. You oD Focsata wm

SEAS Ages 13-21, Part A and B

Add X Delete [/8, Report @ Refresh

O Child/Youth () Parent/Caregiver () Both

on? O Yes O Mo Youth's Prefered Language: Other:

mu\a and often dificul to discuse. For this reason, we strongly ent
e Iwnh«hmp rto discussing any fomns of vi hmsaton e, P

e A e

e
e of ths section in the

1. Atthe top of Part C, select the Yes or No radio button for Did you explain to the
youth (i) the voluntary nature of the SEAS, (ii) that you are mandated to report
child abuse and neglect, and (iii) the limits of confidentiality?. If the No radio
button is selected, the rest of the SEAS will be inaccessible.

For all questions in (i) Item 1 and (ii) Item 2 select the appropriate radio button

responses (Skip, No, Yes, or Yes within 30 days).

a.

If the Yes or Yes within 30 days radio buttons are selected in response to a

guestion in Item 1 or Item 2 the Perpetrated by Caregiver / Family Member
field will become accessible. Select the appropriate Yes or No radio button.
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SEAS Ages 13-21, Part C, Items 1 and 2

Add X Delete

Part C: Identifying Victimization

[, Report

@ Refresh

Did you explain to the youth f)the volurtary nature of the SEAS, i) that you aremandated () ves () No

to report child abuse and neglect. and i the imits of cofidentiality?

¥ YES. ask "has t happened in the last 30 days?" F t occurred in the last 30 days. score as 2.
I any responses are YES. ask "has & has occured from a caregiver family member?”

Add X Delete | [ Bepot | & Refresh
Part C: Identifying Victimization

Did yau explain to the youth ) the voluntary nature of the SEAS, i) that you are mandated () yes () No
to report child abuse and neglect. and (i) the lmits of confidentialty? - -

I YES, ask "has & happened in the last 30 days?" F it occumed inthe last 30 days, score as 2.
f any responses are YES, ask 'has i has occured from a caregiver/family member?”

= ) N Perpetrated by Caregiver /
1. Have you ever been in a place where you saw or heard: Skip  No  Yes Yes within 30 days Fomily Membors 1. Have you ever been in a place you saw or heard: Ske  No  Yos Yeswithin30 Perperated by Caregiver ¢
T e T PR T T T T BRI g 0 C C 1a. Physical fighting between your neighbors or people at school? - 9
e e Tb. Physical violence. including domestic violence?
Te. Gun shots? fwhere you may have been in danger) Tc. Gun shots? (where you may have been in danger)
e 1d. Robbery? taking or stesling something by force)
; e Pemetraled by Carcgiver / i
2 DaTEEE € O B SieiEs Family Member? 2. Has anyone ever: Sip Mo Yoo Yoswihin30day | Permelriedby Cargiver/
2a. Used a gun, knfe, or other weapon against you? T Frmese—m—"
[ Save 9 Cangel || @ Help L= —
Add X Delete | [ Bepot | & Refresh Add K Delete | [BiRepot @ Reffosh
Perpetrated by Caregiver / .
2. Has anyone ever: Skip  No  Yes Yes within 30 days kil A 2 ever Skie N Yes Yeswithin30 Perperated by Coregivr / a
2 = =
2a. Used a qun, knfe, or other weapon against you o e [e) [e) o o ONo  Ove
e e e . Used 2 wasoon sgains anyone dvs 1 your resere?
2c. Kept food or medicine from youthat you needed? 2. Kept food or medicine from youthat you necded? l
2d. Said that they would hurt you or sameone you care about? 2d. Threatencd to hurt you or someene you care about?
2e. Teased, bullied or harassed you in person or orline? 2. Teased. bulied or harassed youin person or orline?
. Pushed, slapped. thrown something at or hut you in some way? 2 Pushed. slapped, throwin something at or hut you in some way?
2g. Taken pictures or videos of you naked? 2g. Forced you to take sexual pictures or videos?
2h. Touched your private parts with any part of their body? 2. Asked or mad you do anyhing sexualy, inclucing touching and kissing
- you didn't want to do?
SECIA T G T STt | @ 2. Done anything sexual to you when you were under the infiuence of alcohol | ()
3. Offered to give youmoney, food or ather things for them to touch or see. e
your private parts or for you to touch er ses theirs? 7). Offered to exchange money. food. or other things, with you or someone
else o do amything sexually?
Total n n v
[Hlsae. ) Cancel & Help = e

If the juvenile’s Part C score is one or more AND additional interventions or services are indicated, follow standard agency
practices, OR refer to DJJ’s SEAS Trauma Screening Tool and Response Protocol.
If the juvenile’s response to any questions in Part C, Item 2, is “Yes within 30 days,” AND/OR a caregiver/family member is
indicated as the perpetrator 1) flag the juvenile as a possible safety concern AND 2) follow agency practices for assessing

crisis intervention.

If the score for Part C is zero, Part D will be greyed out and inaccessible, and the interviewer should proceed to Part E. To
complete Part D, at least one question in Part C must have a “Yes” response.

iii. Part D: Reactions to Possible Victimization

1. For all questions in (i) Item 3 and (ii) Item 4 select the appropriate radio button
responses (Skip, Never, Rarely, Sometimes, Often, or Always).
2. For all questions in Item 5 select the appropriate radio button responses (Skip, No,

or Yes).

SEAS Ages 7-12, Part D, Items 3-5

SEAS Ages 13-21, Part D, Items 3-5

Add X Delete [ Report @ Refresh Add X Delete [, Report @ Refresh
; 5 Total
Part D: Reactions to Possible Victimization { Ftotal score equals ZERO, skip part D. Go directlyto Part E. ) 8 3
3. Based on what you just told me. how often have you: Slap Never Rarely Sometimes Often Aways
3a. Had a hard tme paying attention or concentrating? - 0 0 - 0 O
ions to & Victimization
2
3b. Had trouble sleeping/soothing 3. Based on what you just told me. how often have you: Skip Never Rarely Sometimes. Often Always
3. Felt an the lookaut for danger? 3 Had trouble concentrating? z z 5 5
. S ¢
3. Felt sad or down' 3. Had trouble sieeping?
3e. Felt upset, ke you wanted to scream or it someone? 3. Felt on quard for danger?
3 Not wanted to eat or wanted o eat more than usual? 3. Felt deprossed or donn?
3g. Found yoursef wanting to be lef alone more than usual? 3e. Fek inttable, with anary outbursts or aggressive behavior?
5
3n. Used diugs or alcohel = C - - 3. Had aloss of appetie or waned to eat more than usual?
4_How often have any of these issues made your life difficult: Siap Never Rarely Sometimes Often Aways 3. Found yoursel isolating yourself from others more than usual?
= = = = = =
4a. At schoof 3h. Used drugs or alcohol?
& A homa?
. M Sae = el
Add X Delete | [@ Repot | @ Refresh

Add KDelete | [BRepot | @ Refiesh 4. How often have any of these issues made your ife difficult: Skip. e Rarcly Somimes Often Aways
4b. A home? 5 o 4a. A schaol? 8 5 8
e Wit ofhers? O 4. At home?
5. Have you ever: Skip No Yes Lo Mwork?
5a. Tried to hurt yourseff2* O 4d. In relationships?
5b. Tried to hurt others

Sc. Fel lie you wanted to stop living?”

Revised 03/2025

5_Have you ever: Skip No Yes
5a. Tried to hurt yoursef 7* 9
5b. Tried to hurt others?*

5c. Fek like you wanted to end your Ife 7"

a. Ifthe Yes radio button is selected for any question in Item 5, BADGE will display
a message on the screen in red text that says: “Provide immediate intervention
based on DJJ’s trauma response protocol.”
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Provide immediate intervention based on DJJ’s trauma response protocol.

If the juvenile’s response to any questions in Part D, items 3 or 4, is “Often” or “Always,” OR if the juvenile’s response to any

questions in Part D, item 5, is “Yes,” 1) flag the juvenile as a possible safety concern AND 2) follow agency practices for
assessing crisis intervention.

iv. Part E: Protective Factors and Score

1. For all questions in Item 6 select the appropriate radio button responses (Skip, No,

Yes or N/A).
v. SEAS Score
This item is read only and will display the following information:

1. Part C: Total Score—Sum of responses for questions in Item 1 and Item 2 where
the responses are equal to “Yes” (1pt) and “Yes within 30 days” (2pts).

2. Part C: Within 30 Days—Sum of responses for questions in Iltem 1 and Item 2
where the response is equal to “Yes within 30 days” (2pts).

3. Part C: Perpetrated by Parent/Caregiver—Sum of responses for the Perpetrated
By follow-up questions for questions in Item 1 and Item 2 where the response is
equal to “Yes” (1pt).

4. Part D: Answered Often or Always—Sum of responses for questions in Iltem 3 and
Item 4 where the responses are equal to “Often” (1pt) or “Always” (1pt).

5. Part D: Answered Yes—Sum of responses for question in Item 5 where the
responses are equal to “Yes” (1pt).

SEAS Ages 7-12, Part E and Score SEAS Ages 13-21, Part E and Score
Add X Delete | [ Bepot | @ Refresh Add X Delete | [ Bepot | & Refresh

6. Do you feel strong support from:- Skip No Yes N/A

6. Do you feel strong support from: Skip No Yes NA
6a. Parents or the people who take care of =

6a. Parents/Caregivers?

6. Extended family?

osque, ortemple?

Screening for Experiences and Strengths (SEAS) - Score I Soreening for Experiences and Strengths (SEAS) - Score
Part C: Total Score 16 Part D: Answered Often or Always 0 Part C: Total Score 11 Part D: Answered Often or Always 0
Part C: Within 30 Days 10 Part D: Answered Yes 0 Part C: Within 30 Days 2 Part D: Answered Yes 0
Part C: Perpetrated by Parent/Caregiver 4 Part C: Perpetrated by Parent/Caregiver 3

Save A Cancel @ Help — _
SEAS Ages 7-12, Score and notes for Part C and D SEAS Ages 13-21, Score and notes for Part C and D
Add X Deete | [@Repot | @ Reffesh Add X Delete | [ Repot | @ Refresh

Screening for Experiences and Strengths (SEAS) - Score = Screening for Experiences and Strengths (SEAS) - Score
Part C: Total Score 16 Part D: Answered Often or Aiways 0 Part C: Total Score n Part D: Answered Often or Always 0
Part C: Within 30 Days 10 Part D: Answered Yes 0 Part C: Within 30 Days 2 Part D: Answered Yes 0
Part C: Perpetrated by Parent/Caregiver 4 Part C: Perpetrated by Parent/Caregiver 3

Fatotal is one (1) or more and addtionl interve cicated, folow standard agency practices s are indicated, folow standard agency practices
ST

ated as the perpetrator, flag as a possble safety icated as the perpetrator, flag as a possble safety

« Fthere 3 onse to any question in Part D, tems 3 or 4, flag s  possble sfety concem. Folow < to any question in Patt D, tems 3 or 4, flag as a possible safely cancem. Fallow
& ention, ion

nin Pat D, item 5, flag as a possible safety concem. Follow agency practices for I -K att D.item 5.flag as a possible safety concem. Follow agency practices for
a

vi. Follow-up/Next Steps
1. Select the appropriate radio button for No Interventions Needed OR Interventions

Needed.

a. Ifthe No Interventions Needed radio button is selected, the rest of the fields
under the Follow-up/Next Steps section will be inaccessible to the user except
for the Referral Comments field.

b. If the Interventions Needed radio button is selected (i) place a check mark in
the DJJ Interventions Provided checkbox, if required, and (ii) select the
Declined or Accepted radio button.

i. Ifthe Accepted radio button is chosen place check marks in the appropriate
checkboxes for (i) Educational Materials, (ii) Mentoring, (iii) Counseling
Services, and/or (iv) Other (specify). If Other (specify) is checked, (v) enter
appropriate text in the corresponding text field.

Revised 03/2025 51|Page



BADGE Manual

Follow-up/Next Steps.

(O Other fspeciy):

Referal Comments;

SEAS Ages 7-12, Follow-up/Next Step

 Add K Delete [ Repot

@ Refresh

S

BADGE Caseload Management Module Manual

c. Ifthe Interventions Needed radio button is selected (i) place a check mark in
the Referral for additional services or interventions checkbox, if required, and
(ii) select the Declined or Accepted radio button.
i. If the Accepted radio button is chosen, use the Date calendar drop-down
screen to enter the date the referral was accepted. If the Declined radio
button is selected the Date field will be inaccessible.

2. Enter any additional information in the Referral Comments text field.

3. Select the Date Administered using the calendar drop-down screen.

4. (i) Click the Save button and the “SEAS 7 to 12” or the “SEAS 13 to 21” evaluation
record will appear in the table in the upper half of the Evaluations tab. If any errors
exist the Errors Found screen will appear, (ii) click the OK button to return to the
Evaluations tab on the Caseload Details screen.

Date Administered:

3272023 [F1d

SEAS Ages 13-21, Follow-up/Next Steps

 Add K Delete [ Repot

Follow-up/Next Steps.

© N Interventions Nesded
O Intervertions Needed

Referal Comments;

@ Refresh

Date Administered:

Errors Found

! Errors detected. Please correct and try again.

2. Adverse Childhood Experiences (view only)
a. Adverse Childhood Experiences (ACE) evaluations have been supplanted by the SEAS and
are no longer actively performed. However, pre-existing ACE evaluations can still be viewed.
i. To view an ACE evaluation, select an existing “ACE” evaluation in the upper half of the
Evaluations tab and the row will be highlighted in blue. The evaluation questions and
responses, date administered, and juvenile’s score will display in the lower half of the
screen. To generate a report, see the Report Button section (below).

851 Caseload Details

(Case Number
-

Juvenile #  Name

Date Created - Eval Type Substance Abuse

Status Worker Assignment Contacts DRT Reports Provided Services Trade/PostSec. Employment Calenda SUAccess YASI Version History CPR Info

= X
DOB
- —

‘Home Phone Alertt

Total
el Decision

ACE

y that made you afraid that you might be physical

hard that you had marks or were
ich or fondlle you or

8 Report @ Refresh

es © No
es © No
es © No

ily hurt?

injured?
their body in a sexuat

have you touch way? o

<

y oflen feel that_No one in your famil
e 10 each o

ily lov dy
ach

h Lhad( o am, Hhs andhadn

0
ortake you o the doc

or thought you were important or special? or Your family

didn

Yes © No
Yes © No
Yes © No

etoprotect  you?or

8 Didyou

often pushed. grabbed. slapped. or had something thrown at her
i 3 s of hiwth somethng hard?of Ever topeatedly i atioast

oralcoholic orwho

Yes © No
Yes © No

100id a household member go to prison?

9. Was a household member depressed or mentally ll. or did a household member attlempt suicide?

Hsave

Yes © No
Yes © No

B ow N|lo o a

9 Cancel

b. Edit an Existing Evaluation
(i) Select an evaluation in the upper half of the Evaluations tab and the row will be highlighted in

Revised 03/2025
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blue. The appropriate evaluation fields, radio buttons, and/or check boxes will appear in the lower

half of the screen as determined by the Eval. Type column (“*GREAT”, “PRO,” “PAR,” “SEAS 7 to
12,” or “SEAS 13 to 21”) and become accessible. (ii) Edit the evaluation information in the lower half

of the screen as required and (iii) click the Save button when the edits are completed.

[ TS| -

Date Bral 5 pstance Abuse

PAR |NO USE

s | PBPOMS Fiv v Staoiwws | POyl | —acfiue,  —VOUSL — LouAGLGSS  rrwn .-l HStOY C. i InMO )

13 pecison ‘

Created Type Score |

e o wouse ____nAwna |
N/A |N/A
3 N/A

ACE |N/A

c. Delete Button
i

(i) Select an evaluation in the upper half of the Evaluations tab and the row will be highlighted in
blue. (ii) Click the Delete button and the Question screen will appear. (iii) Click the (a) Yes button to

remove the record and return to the Evaluations tab or the (b) No button to cancel the delete

operation and return to the Caseload Details screen.

Question

0 Are you sure you want to delete this evaluation?

N

Yes No

d. Report Button
i.

(i) Select an evaluation in the upper half of the Evaluations tab and the row will be highlighted in
blue. The appropriate evaluation fields, radio buttons, and/or check boxes will appear in the lower

half of the screen as determined by the Eval. Type column (“G.R.E.A.T”, “PRO,” “PAR,” “SEAS 7 to

12,” “SEAS 13 to 217 or “ACE?”). (ii) Click the Report button and the report for the selected

evaluation type will appear.

Bl Report Viewer

1 of 1

Name

Workload Number: Tl

Find | Next

@ | E A H- | 100%

Virginia Department of Juvenile Justice
G.R.E.AA.T. Evaluation

DOB: e CSU: | il B i

Juvenile Number: Bl

Test Date 1212/2023

Test CSU: Henrico County (CSU)
Answers Missed: 19

Total Percentage 70.8%

Overall Participation Rating: ~ Contributor

5! Report Viewer 5! Report Viewer
1 of 1 @& E @ | 00% Find | Mext 1 of 1 @ & E - | 100x Find | Next
PAROLE DISCHARGE EVALUATION PROBATION DISCHARGE EVALUATION
Name: i swum e DOB: sk csu: Name: Sy e i DOB: - S
Workload #: #H Juvenile #: R Workload & Juvenile &  meg
JCC Release Date: Discharge Date: /=i == JCC Release Date: Discharge Date:
WITHIN THE LAST 60 DAYS PRIOR TO RELEASE FROM PAROLE SUPERVISION, DESCRIBE: WITHIN THE LAST 60 DAYS PRIOR TO RELEASE FROM PROBATION SUPERVISION, DESCRIBE:

1. The juvenile’s school attendance.
01 ENROLLED, REGULARY ATTENDING

2. The juvenile's employment performance.
01 EMPLOYED REGULARY
3. The juvenile’s substance use (including alcohol and illegal drugs).

01 NO USE

4. During the period of supenision, the juvenile has resided at the same physical location for 75% of the time.

1. The juvenile’s school attendance.
01 ENROLLED, REGULARY ATTENDING

2. The juvenile's employment performance.
01 EMPLOYED REGULARY
3. The juvenile’s substance use (including alcohol and illegal drugs)

01 NO USE
YES

4. During the period of supenision, the juvenile has resided at the same physical location for 75% of the time.

YES
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65l Report Viewer - [m] X o Report Viewer - o X
1 of 27 b M @ g B @ - | 100% - Find | Next 1 of 27 b M % & B @ W | 100% - Find | Next
VIRGINIA HEALS
Screening for Experiences and Strengths (SEAS) Ages 7-12 |Screening for Experiences and Strengths (SEAS) Ages 13-21
Pait A: Demographic Information Part A: Demographic Information
Juvenile Name: [ S RLPEY S Juvenile Number [ECE ] Juvenile Name: [ T wieim Juvenile Number .
Agency Name: F i ENparmms e Srami S Administered Date: Lo e 2 Agency Name: ‘shegiey Fegsifmmiegd e Administered Date: 1158
DEMOGRAPHIC INFORMATION DEMOGRAPHIC INFORMATION
AGE (in years): & RACEETHNICITY: YOUTH'S PREFERRED LANGUAGE: AGE (in years): B RACE/ETHNICITY: YOUTH'S PREFERRED LANGUAGE:
Genetic Sex: SRS - L Genetic Sex Ha . i
SCREENING SCREENING

These questions can be addressed to a childvouth or. for younger children, to the parenticaregiver, Who answers in terms of their

concerns for the child. answers in terms of their eanicerns for the ehild

These questions should be addressed to the youthiyoung adult, or for younger or less mature youth, to the parenticaregiver who

Who is answering these questions? (check all that apply)

ChildYouth (] ParentCaregiver (J Both

Was a parent or caregiver present during the session? O Yes No

Who is answering these questions? (check all that apply)
\Was a parent or caregiver present during the session?

0O Yes

Child'Youth [ Parent/Caregiver

O Both

Part B Rapport Building. Many of the topics brought up in the screening tool are sensitive topics and often dificult to
discuss. For this reason, we strongly encourage that the interviewer ask the child or youth a few informal questions to
increase their comfort level with them prior to discussing any forms of victimization. The objective of this section in the
screening tool is to develop trust. You do NOT need ta wiite down of record their answers to these questions.

Parl B: Rapport Bulding. Many of the topics brought up in the screening tool are sensitive tapics and often dificult to
discuss. For this reason, we strongly encourage that the inteniewer ask the child or youth a few informal qusstions to
increase their comfort level with them prior to discussing any forms of victimization. The objective of this section in the
screening tool is to develop trust. You do NOT need to write down or record their answers to these questions.

believe that you might hurt yourself or someone else, | must report it to someone who can help.

believe that you might hurt yourself or someone else, | must report it to someone who can help.

Part C Identifying Victimization. | am interested in learning about your Ife experiences so we can work together to identify Part C_Identifying Victimization. | am interested in leaming about your life experiences so we can work together o identiy
lyour strengths and | know how to best support you. | am going to use the things we talk about to complete a social history Iyour strengths and | know how to best support you. | am going to use the things we talk about to complete a social history
repart on you and your family. The social history format and process | wil be using is the same ane that is conducted on report on you and your family. The social history format and process | will be using is the same one that is conducted on
every youth across the state. The Judge, Commonwealth's Attomey. and your attorey will have access to this report. every youth across the state. The Judge, Commomwealth's Attorney, and your attomey will have access to this report

| need to let you know that as a probation officer | am what is called a mandated reporter. This means if | become aware of | need to let you know that as a probation officer | am what is called a mandated reporter. This means if | become aware of
lyou or any child being hurt or not being taken care of, | must report it to social senices to make sure that everyone is safe. If | lyou or any child being hurt or not being taken care of, | must report it to social services to make sure that everyone is safe. If |

Juvenile Number: sl & 8

Did a parent or other adult in the household often or very often.

Stwear at you, insult you, put you down, or humikiate you? or act in a way that made you afraid that you
might be physically hurt?

2. Didaparent or other adult in the houschold often or very often. .

Push, grab, slap, o throw something at you? Or Ever hit you so hard that you had marks or were injured?

Did an adult or person at least 5 years older than you ever.... Touch or fondle you or have you touch their
body in a sexual way? or attempt or actually have oral, anal, or vaginal intercourse with you?

4. Did you often or very often feel that .. No one in your family loved you or thought you were important or
special? or Your family didn’t look out for each other, feel close to each other, or support each other?

5. Did you often or very often feel that ... You didn’t have enough to eat, had to wear dirty clothes, and had no
one to protect you? or Your parents were too drurik or high to take care of you or take you to the doctor £

you needed it?

6 Were your parents ever separated or divorced?

7. Was your mother or stepmother...Often or very often pushed. grabbed, slapped. or had something thrown
ather? or Sometimes, often, or very often kicked, bitten, hit with a fist, or hit with something hard? or Ever
tepeatedly hit at least a few minutes or threatened with a gan or keife?

8. Did you live with anyone who was a problem drinker o alcoholic or who used street drugs?

9. Was a houschold member depressed or mentally il or did a houschold member attempt suicide?

10. Did a houschold member go to prison?

Total ACE Score: 3

NO

NO

NO

NO

NO

NO

NO

YES
YES
YES

e. Refresh Button

Sometimes very scary or upsetting things happen, and these things may involve people you know and love. | am going to ask Sometimes very scary or upsetting things happen, and these things may invalve people you know and love. | am going to ask
lyou some questions teday to find out if any scary or upsetting things have happened to you. If you feel uncomfortable lvou some questions today to find out if any scary or upsetting things have happened to you. If you feel uncomfortable
answering these questions. you can also tell ma you want to stap. The information you shars with me is completely up to you. answering these questions, you can also tell me you want to stop. The information you share with me is completely up to you
If you do NOT want to answer a question, just say ‘skip’ I you do NOT want to answer a question, just say ‘skip".
Itemn FOLLOW-UP QUESTIONS: Answer Choices: Answer Choices o FOLLOW-UP QUESTIONS Anower Choicos: “Answor Choices
If YES, ask "has it happened in the last 30 days?" If it occurred S = Skip Perpetrated by a FFYES, ask .
. ask "has it happened in the last 30 days?" If it occurred S = Ski Perpetrated by a
in the last 30 days. score as 2 0="No Caregiver/ oo days score el ol ‘C’mgw)'
Fany responses are YES, ask has it has occurred from a 1= Yes Family Member? If any responses are YES, ask “has it has occurred from a 1="Yes Family Member?
caregiver/family member? 2 = Yes within 30 days (0= No; 1= Yes) caregiverfiamily member?” 2= Yes within 30 days (0= No; 1= Yes)
1 |Have you ever been in a place where you saw or heard: 1_| Have you ever been in a place whers you saw or heard:
a_| Physical fighting between neighbars or people at school? [ o [ No - v
a | Physical fighting between neighbors or peaple at schaol? ‘ Yes within 30 days No
b | Physical fihting between family members? | [ | No
©__| Phvsical violance incluging domestic violen No Ng
a8 Report Viewer
1 of 1 D@ EmH- | 100% - Find | Next
Virgi Department of Juvenile Justice
Adverse Childhood Experiences
Name: R, LT Administered Date: s

i. Click the Refresh button to ensure the most current information is being displayed.

f. Cancel Button

i. Click the Cancel button to cancel any changes made prior to clicking the Save button.

g. Help Button

i. Click the Help button and the Help screen will appear. The Help screen lists instructions on how to

add, edit, and delete an evaluation.

11. CSU Access Tab

The Caseload Details screen CSU Access tab lists the CSUs that have been granted access to update the
juvenile’s case. The tab displays the Date, Facility, By (user name), and
user with sufficient privileges to add or edit the CSUs that have access to the case.

Revised 03/2025
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12.

8l Caseload Details - X

Dste Granted: |

I M save ¥ Cancel @ Help |

Users cannot update the Reason field if it is 01 — Case Created.

Add Button

i. (i) Click the Add button, and the fields at the bottom of the screen will become accessible. Select
the (ii) Grant Access to and the (iii) Reason from the respective drop-down menus. (iv) Select the
Date Granted from the drop-down calendar screen and (v) click the Save button.

Edit an Existing CSU Access record

i. (i) Select an access record in the upper half of the CSU Access tab and the row will be highlighted
in blue and the fields at the bottom of the screen will become accessible. (ii) Edit the CSU access
information in the lower half of the screen as required and (iii) click the Save button when the edits
are completed.

Refresh Button

i. Click the Refresh button to ensure the most current information is being displayed.

Cancel Button

i. Click the Cancel button to cancel any changes made prior to clicking the Save button.

Help Button

i. Click the Help button and the Help screen will appear. The Help screen lists instructions on how to
add or edit CSU access to the case.

YASI Tab
The Caseload Details screen YASI tab will display a juvenile’s information for any completed YASI Full
Assessment, Pre-Screen Assessment, or Pre-adjudication assessment.

x

8 Caseload Details -

I Select YASI: | O Ful Q) Pre- ot O I
YASI Date  Assessment Overall Oversil Mental o ncoinggressic
s e Typo Completed By Rin | SROR SPDP Health

Whatis fhe pattem of bshavior fhat naeds fo change?

Wihat are the intemal/extemal riggers?

Whatis fe ntent and molivation behind the behavior?

Whatincentives doss fe youth have fo changs?

I & Refresh A vASIHistory Repon B vASILegal History Repart I

YASI information can be viewed on the Caseload Details screen YASI tab OR via the Detention Module’s Detention Admission
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screen YASI tab.

Scores and risk levels from locked YASI assessments (i.e., those with an associated padlock, see image below) are prohibited
from being used and a reassessment should be completed.

™
d]
B

©F Refer to the BADGE Detention Manual for information on the Detention Admission screen YASI tab.
¥ Refer to the BADGE Terms & Concepts Manual for descriptions of the columns contained on the upper half of the YASI tab.

a. Full Assessment Radio Button

Select YASI:| © Full Assessment| () Pre-Screen Assessment () Pre-Adjudication

i. When the Full Assessment radio button is selected the YASI tab displays the YASI ID, Date
Administered, Assessment Type, Completed By, Overall Risk, SR (static risk), DR (dynamic risk),
Overall Protective, SP (static protective), DP (dynamic protective), Mental Health Flag, and
Violence/Aggression Flag case plan information in the columns in the upper half of the screen. The
lower half of the screen consists of the Behavior Analysis and Priority 1, 2, and 3 tabs.

1. Select a Full Assessment record in the upper half of the screen and the row will be highlighted
in blue. Any existing data related to the selected record will auto-populate the text fields
contained on the Behavior Analysis and Priority 1, 2, and 3 tabs.

a. Behavioral Analysis Tab

i. The What is the pattern of behavior that needs to change textbox will list all the
offenses, or other problem behavior, that resulted in the juvenile’s involvement in the
justice system.

ii. The What are the internal/external triggers textbox will list all the internal and/or
external triggers that the juvenile has that increases their likelihood of becoming involved
in criminal activity.

iii. The What is the intent and motivation behind the behavior textbox will list the
juvenile’s purpose for the behavior and motivation for them to become involved in the
pattern of behavior that needs to change.

iv. The What incentives does the youth have to change textbox will list the desires,
abilities, reasons, needs, or anticipated outcomes that could serve as important
incentives or motivating factors for the juvenile to change or adapt new behaviors.

Behavior Analysis  Priority 1 Priority 2 Priority 3

What is the patiem of behavior that needs fo change?

What are the intemal /extemal triggers?

What is the intent and motivation behind the behavior?

What incentives does the youth have to change?

b. Priority 1, Priority 2, and Priority 3 Tabs
i. The Domain textbox will list the domain that was selected on the domain wheel as the
number one priority.
ii. The Long Term Goal textbox will list the long-term goal that the juvenile will be working
on towards the domain.
iii. The Short Term Goal textbox will list the short-term goal that the juvenile will be working
on towards the domain.
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iv. The Targets textbox will list the target items that are planned to be addressed.

v. The Protective Factors textbox will list the protective factors the juvenile has in the listed
domain.

vi. The Action Step textbox will list the planned action the parole officer will take with the
juvenile.

Behavior Analysis | Prorty | ¢ Priorty 2 Priority 2

Domain | Alcohol/Drugs
Long Term Goal
|Taxt describing the long term goal goes here |

Short Term Goal

Text describing the short term goal goes here |

Targets
Targeted tems are not provided. |

Protective Factors
No protective factors in this domain |

Action Step
|Taxt describing this case goes here |

c. YASI History Report Button
i. (i) Select a Full Assessment record in the upper half of the YASI tab and the row will be
highlighted in blue. (ii) Click the YASI History Report button at the bottom of the tab and
the Report Viewer screen will appear displaying the YASI History report for the selected
juvenile’s record.

1 of 1 % | E - | 100% - Find | Next

Virginia Department of Juvenile Justice
YASI History

Juvenile Name: ~muEs s o g, Juvenile Number: DOB: s

| Assessment |Date
i Administered

overall Mental |Aggression
Protective Health Violence

overall
Risk

Completed By SR DR sp P

lysis, Priorities, recent completed YAST

Behavior Analysis
What is the pattern of behavior that needs to change?

[%d,, YS! History Report

What are the internal/external triggers?

What is the intent and motivation behind this behavior?

What incentives does the youth have to change?

Priority 1
Domain: Alcohol/Drugs

Long Term Goal

d. YASI Legal History Report
i. (i) Select a Full Assessment record in the upper half of the YASI tab and the row will be
highlighted in blue. (ii) Click the YASI Legal History Report button at the bottom of the
tab and the Report Viewer screen will appear displaying the Legal History Report for
the selected juvenile’s record.
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[, vaSs! Legal History Report

Bl Report Viewer - o x
M1 ofth bl e @@ |G EAE-| 100% Find | Next
Date Report Run : s & i

Legal History Report

Juvenile: (8 S s m——— DoB: Farmman

Reminders: The YAS! Administrative Scoring Guide (aka tent book) should be utilized when scoring the Legal History
Gomain and all other sections of the tool
All data shown in this report should be reviewed for accuracy before being entered into CaseWorks.
Required Collatersl Contacts for this Section: Review of BADGE CSU Intake Module, BADGE Offense History and hard
copy file to Include review of record from adult courts and out of State courts.

1. Previous intake contacts for delinquentcriminal offenses:

o

2. Ageatfirstintake contact for delinquent/criminal offense:
Age

3. Mumber of intake contacts:
Contacts:
The report does not count as separate multiple similar oflenses that oceur on the same day. IFthis is true for the
case in question, tne number of intake contacts will needta be counted manually.
The distinction of a “spree” is not counted in this report and will need to be counted manually. The repertwill
count each offense separately. A spree occurs when muliiple similar offenses occur across a period of 14
days regardless of whether the intake officer entered them under separate ICNs.

4. Intake contacts for felony offenses:
=

Infake contacts for Weanon affense:

b. Pre-Screen Assessment Radio Button

8 Caseload Details

Select YASI: () Ful

Employment Calendar Evaluabions CSUAceess

YASI Version History CPR Info

==l

[ Areas Contributing 10 Risk

LH- Legal History
FM-Famdy

SC-School

ho AlchaholDrugs
CP - Comminity/Peers

AD-
MH - Mental Health

& Refiosh

Jveral Legal Social re-Scree
Risk_istory History rotective

LH FM 5C CP AD MH AV AT 5K EF

AV - Aggression/Viclence SK - Skills Y - Yes. Conibutes to Risk
AT - Atitudes EF - Employmen{Free Time

BB Pro-YAS! Hislony Report

i. When the Pre-Screen Assessment radio button is selected the YASI tab displays the YASI ID,

Assessment Type, Date Administered,

Completed By, Overall Risk, Legal History, Social History,

EF) columns.
1. Pre-YASI History Report Button

a. (i) Select a Pre-Screen Assessment record on the YASI tab and the row will be highlighted
in blue. (ii) Click the Pre-YASI History Report button at the bottom of the tab and the
Report Viewer screen will appear displaying the YASI Prescreen History report for the

selected juvenile’s record.

! Report Viewer

— [m] *
H 41 of 1 b M |« 0 @ i El M- | 100% - Find | Next
Virginia Department of Juvenile Justice
YASI Prescreen History
Juvenile Name: = s Eemn sm—— Juvenile Number: & DOB: mE T
Areas Contributing to Risk
||E.Pre-‘(ﬁ5||-istoryﬂepoft | Assessment  Assessment Date Overall | Legal | Social Pre-Screen LH|FM [SC[CP | AD | MH |AV|AT sk [EF
i) Type Administered | Completed By Risk | History | History | Protective
— -~ - — —— . ¥ '

* LH - Legal History
FM - Family

Monday, July 20, 2020

SC - School AD - AlchoholDrugs
CP - Comminity/Peers  MH - Mental Health

AV - Aggression/Violence
AT - Attitudes.

SK - Skills
EF - Employment/Free Time

Y - Yes, Contributes to Risk

Page 10f1

c. Pre-Adjudication Radio Button
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g Caseload Details

. . alendar Evalua
Select YASI: ) Ful O Pre- At D

[ Areas Contributing 1o Risk
YASI Assessment Date veral Legal Sacial re-Scree
Completed By Risk Aistory fistory 'rotective

LH FM 5C CP AD WMH AV AT 5K EF

chool AD - AlchoholDrugs AV - AggressionViolence 8K - Skills ¥ - Yes. Conibutes 1o Risk
AT - Atitudes EF - EmploymentFree Time

Legal SC - School
M- Famiy CP-Comminty/Pasrs  MH-Mental Health

@ Refiesh B Pre-Adjudicaton History Report

i. When the Pre-Adjudication radio button is selected the YASI tab displays the YASI ID,
Assessment Type, Date Administered, Completed By, Overall Risk, Legal History, Social History,

EF) columns.
1. Pre-Adjudication History Report Button
a. (i) Select a Pre-Adjudication record on the YASI tab and the row will be highlighted in blue.
(i) Click the Pre-Adjudication History Report button at the bottom of the tab and the
Report Viewer screen will appear displaying the YASI Pre-Adjudication History report for
the selected juvenile’s record.

g Report Viewer — O X

M 41 of 1 b M |« & @& | & E A =-| 100% - Find | Mext

Virginia Department of Juvenile Justice
YASI Pre-Adjudication History

Juvenile Name:  Somm Com omm e Juvenile Number: T DOB: wm o

| @ ) Hiist | Areas Contributing to Risk
oy Assessment | Assessment Date Overall | Legal Social |Pre-Screen LH| FM SC CP | AD | MH AV | AT | SK EF
pul Type Administered Completed By Risk | History | History | Protective
_'_,_._-r"'_"‘-—-'""-"“'--r'""-“'\ = = - = "
*LH - Legal History ~ SC - School AD - AlchoholDrugs AN - Aggression/Violence SK - Skills ¥ - ves, Contributes to Risk
FM - Family CP- Comminity/Peers L - Mental Health AT - Attitudes. EF - Employment/Free Time

Monday, July 20, 2020 Page 1o0f1

d. Refresh Button
i. Click the Refresh button to ensure the most current information is being displayed.

13. Version History
The Caseload Details screen Version History tab displays the history of the data (tabs) accessed and the
operations performed on that data by all users accessing a juvenile’s record. The tab displays the Data,
Operation, Date/Time, and By columns. By default, all available records are displayed.
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% Caseload Details o~ X
‘Case Number Juvenie #  Name DoB Home Phone Alertt
- T — [ B o |

Swatus Worker Assignment Contacts DRT  Repods Provided Services Trade/PostSec Employment Calendar Evaluatons CSUAccess YASI| Version History [CPR info

Select Option : Al

Data Operason Dato/Tume

@ Help

a. Select Option Drop-Down Menu
i. (i) Select the specific data type (tab) from the Select Option drop-down menu to view only the
selected data type on the Version History tab.

P N ovided Serv.... onpioyment Lalendar Evaluauons cou e

Case Status Offense
Contacts

Discharge Evaluation
JVAP

Progress Tracking

Worker Assignment

Each data type in the Data column corresponds to one of the tabs contained on the Caseload Details screen.

b. Help Button
i. Click the Help button and the Help screen will appear. The Help screen provides a brief description
of the tab and instructions on how to use the Select Option drop-down menu option.

14. CPR Info Tab
The Caseload Details screen CPR Info tab provides a read-only summary of information found in the
Community Programs Reporting (CPR) system for services the juvenile was enrolled in and provided
through the Virginia Juvenile Community Crime Control Act (VJCCCA). The upper half of the tab displays
the Program ID, Program Name, Assigned Date, Admit Date, and Release Date columns. Select a record
in the upper half of the CPR Info tab and the row will be highlighted in blue. For the selected record, the
lower half of the CPR Info tab will display the Program Type, Provider, Placing FIPS, Release Reason,
Provided Services, and Service Comments.
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8 Caseload Details - X

Stalus Worker Assignment Contacts DRT  Reports Prowided Senvices Trade/PostSec. Employment Calendar Evaluatons CSUAccess YASI Verion Histofy CPRinfo

Frogram
D

Assign Release
Program Name et AdmitDate Do

Program Type |

Provided Services.

Placing FIPS.

Provider |

Reloass Reason |

Service Comments

Service Date  Units Provided a

@ Refrash

. CPR History Repert

a. CPR History Report Button
i. Click the CPR History Report button and the Report Viewer will appear displaying the CPR
History Report for the selected juvenile’s record.

85| Report Viewer - [m] X
41 o1 b b |e®@ & EQE-| 100% - Find | Next
Virginia Department of Juvenile Justice
CPR History Report

Juvenile Name: | il SOESEa A W Juvenile Number: "HTETE DOB: Bl L

Program ID: + 1-‘-.-.-
Name: B lalliell | Calii Sl CHET T R AP LA
Type: i ESEEE——
Provider: "SBEL SEFE
Placing FIPS: 0 famn Assign Date: (& "o 0o
Release: eaial M-Sl il e

Admit Date: 8" ¢
Release Date: = " &

Services Provided: Service Month Units Provided

=1 3 HOURS

L] 7 HOURS

o - 3 HOURS
Total: 13

Print Date: Wednesday, July 22, 2020 10:41 AM

Fage 1011

b. Refresh Button
i. Click the Refresh button to ensure the most current information is being displayed.

Reports

This menu provides users with various reports on different levels. From the Caseload Main screen, (i) click the
Reports menu, and (ii) select a report.

Report Summary

Report Type Report Name
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Report Type Report Name Report Summary

Lists the juvenile number, name, date of birth, race, case status, worker
name, and worker phone number information for open cases.

Workload Cases by CSU

Total Reports Lists the number of various report types by region and district.

Statewide Summary
Reports

Lists the number of opened, closed, and active cases by region, district, and
locality.

Total Workload Cases

Lists the names of the juveniles/adult case assigned to the worker, active
case statuses, open services, and completed reports, the start date, end
date, and closed date information.

Monthly Caseload Report

Lists the number of statuses, reports, services, contact types, contacted by,
person contacted, contacted place, contact purpose, and other information
recorded by the supervision staff during the specified timeframe.

Caseload Summary by
Supervisor

Management Reports—
Caseload Summary by
Worker

Lists the number of the juvenile’s contacts and BSU related sessions.

BSU Reports

Management Report—
Treatment Completion for
Current Population

Lists the juvenile’s name, juvenile number, arrived date, and treatment
completion information by facility.

BSU Workload Indicators
Report

Lists the number of different types of services, visitors, vocational and
education activities, staff activities, transportation, and video conferences.

Face to Face Client Contact
Report

Lists the juvenile’s name and the last date the worker had a face-to-face
contact with the juvenile.
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Report Type Report Name Report Summary

Consist of the juvenile’s timesheets, workload information, COMSTAT
report, or the juvenile’s recidivism information.

Youth Industries Reports

Caseload Summary By
Supervisor

Lists the number of contacts by, place, purpose, type, reports, service
events and other information.

Transitional Services—
Caseload Summary By
Worker

Lists the juvenile’s name, session type, and total count of sessions for each
juvenile.

All Juveniles Enrolled in 2™
Chance

The report lists the juvenile number, name, begin date, end date, and closed
code (if applicable).

Juveniles Enrolled in 24
Chance — Substance Abuse
Received

The report lists the juvenile number, name, grants begin, and end date,
service type, and service begin and end date.

Re-Entry Reports

Juveniles Enrolled in 2™
Chance — Mental Health
Received

The report lists the juvenile number, name, grant begin and end date,
service type, service being and end date.

Juveniles Enrolled in 2™
Chance — Parole Status

The report lists the juvenile number, name, grants begin and end date,
parole status, parole statuses begin and end date, and closed code.

The report lists the juvenile number, juvenile’s name, date service keyed,
and date serviced opened.

RSC EBA Service Needs

FOCUS Reports

The report lists the worker name, juvenile name, juvenile number, count of
FOCUS contacts, and count and percentages by FOCUS category for: Case
Management, Cognitive-Behavioral Skill Building, Crisis Support, Life Skill
Building, Rapport Building, and Social Skill Building.

FOCUS By Juvenile

CSU Level Reports
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u5 Caseload Main = X

File Search | Reports | Help

CSU Level Reports

Workload Summary by CSU
Workload Cases by CSU

Statewide Summary Reports
Worker Level Reports

BSU Reports

JCC Reports

Re-Entry Reports

Opened Services

FOCUS Reports

vy v v v v ooy

1. Workload Summary by CSU
a. The WORKLOAD SUMMARY BY CSU report lists the count of cases by status and services. (i) Click
the CSU Level Reports menu, (ii) select the Workload Summary by CSU option from the drop-down
menu, and the Workload Summary By CSU screen will appear. Select the (iii) Begin Date and (iv) End
Date from the drop-down calendar screens. The Worker field will not be accessible. (v) Select the
Facility from the drop-down menu. The Sort By field will not be accessible. (vi) Click the Generate
button and the Report Viewer screen will appear displaying the report.
2. Workload Cases by CSU
a. The Workload Cases For [facility name] (CSU) report lists workload cases by Juv #, Juvenile Name,
DOB, Race, Case Status, Worker, and Work Phone information for open cases. (i) Click the CSU Level
Reports menu, (i) select the Workload Cases by CSU option from the drop-down menu, and the
Workload Cases By CSU screen will appear. The Begin Date, End Date, and Worker fields will not be
accessible. (iii) Select the Facility from the drop-down menu. The Sort By field will not be accessible.
(iv) Click the Generate button and the Report Viewer screen will appear displaying the report.

Statewide Summary Reports

#5 Caseload Main & X
File Search |Reports | Hep
CSU Level Reports
| Statewide Summary Reports
Worker Level Reports
BSU Reports
JCC Reports
Re-Entry Reports
Opened Services
FOCUS Reports

Total Case Statuses
Total Reports
Total Services _"»

Total Workload Cases

vy v v v v ovlylv

1. Total Case Statuses
a. The TOTAL WORKLOAD CASES OPENED, CLOSED, AND ACTIVE BY STATUS report lists
opened, closed, and active statuses by status type, region, and district. (i) Click the Statewide
Summary Reports menu, (ii) select the Total Case Statuses option from the drop-down menu, and
the Total Case Statuses screen will appear. Select the (iii) Begin Date and (iv) End Date from the
drop-down calendar screens. The Worker, Facility, and Sort By fields will not be accessible. (v) Click
the Generate button and the Report Viewer screen will appear displaying the report.
2. Total Reports
a. The TOTAL WORKLOAD REPORTS COMPLETED BY REGION AND CSU report lists the number of
various report types by region and district. (i) Click the Statewide Summary Reports menu, (ii) select
the Total Reports option from the drop-down menu, and the Total Reports screen will appear. Select
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the (iii) Begin Date and (iv) End Date from the drop-down calendar screens. The Worker, Facility, and
Sort By fields will not be accessible. (v) Click the Generate button and the Report Viewer screen will
appear displaying the report.

3. Total Services

a.

The TOTAL WORKLOAD CASES OPENED, CLOSED, AND ACTIVE BY SERVICE report lists the
number of opened, closed, and active cases by service type, region, and district. (i) Click the Statewide
Summary Reports menu, (ii) select the Total Services option from the drop-down menu, and the Total
Services screen will appear. Select the (iii) Begin Date and (iv) End Date from the drop-down calendar
screens. The Worker, Facility, and Sort By fields will not be accessible. (v) Click the Generate button
and the Report Viewer screen will appear displaying the report.

4. Total Workload Cases

a.

The TOTAL WORKLOAD CASES OPENED, CLOSED, AND ACTIVE report lists the number of
opened, closed, and active cases by region, district, and locality. (i) Click the Statewide Summary
Reports menu, (ii) select the Total Workload Cases option from the drop-down menu, and the Total
Workload Cases screen will appear. Select the (iii) Begin Date and (iv) End Date from the drop-down
calendar screens. The Worker, Facility, and Sort By fields will not be accessible. (v) Click the
Generate button and the Report Viewer screen will appear displaying the report.

Worker Level Reports

# Caseload Main -
File Search | Reports | Help

CSU Level Reports

Statewide Summary Reports

Worker Level Reports

BSU Reports

JCC Reports

Re-Entry Reports

| casetoad Directory

&
Monthly Caseload Report

Caseload Summary by Worker

Opened Services
FOCUS Reports

i
=,

¥ For each of the following report types refer to the Change User button section in the Search By User section for instructions

on using the Change User button.

For Worker Level reports, the Facility field will auto-populate to “ALL”. However, the drop-down menu will allow the selection
of any individual facility the user has been assigned to.

1. Caseload Directory

a.

The CASELOAD DIRECTORY report lists all the juvenile cases by name, date of birth, address, phone
numbers, caseload numbers, and contact information assigned to the specified user by CSU. (i) Click
the Worker Level Reports menu, (ii) select the Caseload Directory option from the drop-down menu,
and the Caseload Directory screen will appear. The Begin Date and End Date fields will not be
accessible. (iii) The Worker field will auto-populate with the logged on user’s name, to change the
Worker, click the Change User button. (iv) The Facility field will auto-populate to “ALL,” to change the
Facility select an option from the Facility drop-down menu. The Sort by field will not be accessible. (v)
Click the Generate button and the Report Viewer screen will appear displaying the report.

2. Monthly Caseload Report
a. The WORKLOAD REPORT FOR [user name] lists the juvenile/adult; active case status, open

services, and completed reports; and the start, end, and closed date; for each case assigned to the
user by facility. (i) Click the Worker Level Reports, (ii) select the Monthly Caseload Report option
from the drop-down menu, and the Monthly Workload Report screen will appear. Select the (iii) Begin
Date and (iv) End Date from the drop-down calendar screens. (iv) The Worker field will auto-populate
with the logged on user’s name, to change the Worker, click the Change User button. (v) The Facility
field will auto-populate to “ALL,” to change the Facility select an option from the Facility drop-down
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menu. The Sort By field will not be accessible. (vi) Click the Generate button and the Report Viewer
screen will appear displaying the report.
3. Caseload Summary by Worker

a. The Workload Summary for [user name] report lists the counts of Status, Reports, Services, Contact
Type, Contact By, Person Contacted, Contact Place, and Contact Purpose by facility, for the specified
period and user name. (i) Click the Worker Level Reports menu, (ii) select the Caseload Summary
by Worker option from the drop-down menu, and the Workload Summary by Worker screen will
appear. Select the (iii) Begin Date and (iv) End Date from the drop-down calendar screens. (iv) The
Worker field will auto-populate with the logged on user’s name, to change the Worker, click the
Change User button. (v) The Facility field will auto-populate to “ALL,” to change the Facility select an
option from the Facility drop-down menu. The Sort By field will not be accessible. (v) Click the
Generate button and the Report Viewer screen will appear displaying the report.

4. Caseload Summary by Supervisor

a. The Supervisor Summary for [user name] report lists the counts of Status, Reports, Services,
Contact Type, Contact By, Person Contacted, Contact Place, and Contact Purpose by facility, for the
specified period and user name. (i) Click the Worker Level Reports menu, (ii) select the Caseload
Summary by Supervisor option from the drop-down menu, and the Workload Summary by Supervisor
screen will appear. Select the (iii) Begin Date and (iv) End Date from the drop-down calendar screens.
(iv) The Worker field will auto-populate with the logged on user’s name, to change the Worker, click
the Change User button. (v) The Facility field will auto-populate to “ALL,” to change the Facility select
an option from the Facility drop-down menu. The Sort By field will not be accessible. (v) Click the
Generate button and the Report Viewer screen will appear displaying the report.

BSU Reports

s Caseload Main = X ‘
\

File Search | Reports | Help
~ 4w mown A BV i

CSU Level Reports
Statewide Summary Reports

BSU Management Reports »
SIB Reviews

BSU Workload Indicators Report

Worker Level Reports
BSU Reports

JCC Reports
Re-Entry Reports

Caseload Summary by Juvenile

Caseload Summary by Worker
BSU BHR Report by Juvenile

Opened Services
FOCUS Reports

Treatment Completion for Current Population

Caseload Mo

%F Refer to the BADGE Login & Search Manual on how to search for a juvenile.

1. BSU Management Reports
a. Caseload Summary by Juvenile
i. The BSU CASELOAD BY JUVENILE AND FACILITY report lists the count and type of contacts,
reports, and sessions by facility and then by juvenile for the specified period. (i) Click the BSU
Reports menu, (i) click the BSU Management Reports menu, (iii) select the Caseload Summary
by Juvenile option from the drop-down menu, and the BSU Caseload Summary by Juvenile Report
screen will appear. Select the (iv) Begin Date and (v) End Date from the drop-down calendar
screens. The Worker, Facility, and Sort By fields will not be accessible. (vi) Click the Generate
button and the Report Viewer screen will appear displaying the report.
b. Caseload Summary by Worker
i. The BSU Caseload by Juvenile and Facility report lists the number of the juvenile’s contacts and
BSU related sessions. (i) Click the BSU Reports menu, (ii) click the BSU Management Reports
menu, (iii) select the Caseload Summary by Worker option from the drop-down menu, and the
BSU Caseload Summary by Worker Report screen will appear, select the (iv) Begin Date and (v)
End Date from the drop-down calendar screens. The Worker, Facility, and Sort By fields will not
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be accessible. (vi) Click the Generate button and the Report Viewer screen will appear displaying
the report.
c. BSU BHR Report by Juvenile
i. The BSU BHR Report by Juvenile report lists the service type, service event, worker information,
service event comments, confidential notes, and the date for the selected juvenile. (i) Click the BSU
Reports menu, (i) click the BSU Management Reports menu, (iii) select the BSU BHR Report by
Juvenile option from the drop-down menu, and the BSU BHR Report By Juvenile screen will
appear. Select the (iv) Begin Date and (v) End Date from the drop-down calendar screens, (vi)
click the Search button, and the Find Juvenile screen will appear. (vii) Search for a juvenile, (viii)
click the Find button, and the Search Results screen will appear, (ix) select a juvenile, and the row
will be highlighted in blue, (x) click the Select button, and the Juvenile Number and Name will
appear, (xi) click the Generate button, and the Report Viewer screen will appear displaying the
report.
d. Treatment Completion for Current Population
i. The Treatment Completion Data for Current Population As Of [date] report lists the juvenile’s
name, number, arrived date, and treatment completion information by facility. (i) Click the BSU
Reports menu, (i) click the BSU Management Reports menu, (iii) select the Treatment
Completion for Current Population option from the drop-down menu, and the Report Viewer
screen will appear displaying the report.
2. SIB Reviews
a. The Self Injurious Behavior (SIB) Review Report lists the juvenile’s name, initiated date, if the
juvenile is on medication, prior SIB information, and the review date by facility and SIB level. (i) Click
the BSU Reports menu, (ii) select the SIB Reviews option from the drop-down menu, and the Report
Viewer screen will appear displaying the report.
3. BSU Workload Indicators Report
a. The Department of Juvenile Justice — Division of Institutions, Workload Indicators Report for
[facility] — Year: [yyyy] lists the number of services, work programs, visitors/volunteers, vocational and
education activities, staff activities, transportation, and video conferencing by month. (i) Click the BSU
Reports menu, (i) select the BSU Workload Indicators Report option from the drop-down menu, and
the Workload Indicators Report for BSU screen will appear. (iii) Select the Year by clicking the up and
down arrows, (iv) select the JCC from the drop-down menu, (v) click the Generate button, and the
Report Viewer screen will appear displaying the report.

JCC Reports

a5 Caseload Main = X

File Search | Reports | Help

CSU Level Reports
Statewide Summary Reports
Worker Level Reports

BSU Reports

JCC Reports

RADGH WV

Workload Indicators Report

Re-Entry Reports
Opened Services
FOCUS Reports

Face to Face Client Contact Report

Phoenix Phase Groups

Youth Industries Reports
Caseload Summa ry By Worker
Caseload Summary By Supervisor
Transitional Services > Caseload Summary By Juvenile

YAS! Reassessments Due Caseload Summary By Worker

©F Refer to the Change User button section in the Search By User section for instructions on using the Change User button.
%F Refer to the BADGE Login & Search Manual on how to search for a juvenile.

1. Workload Indicators Report
a. The Department of Juvenile Justice — Division of Institutions, Workload Indicators Report for
[facility] — Year: [yyyy] lists counts for population information, resident grievances/offenses, services,
work programs, visitors/volunteers, vocational and education activities, staff activities, transportation,
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and video conferencing by month. (i) Click the JCC Reports menu, (i) select the Workload Indicators
Report option from the drop-down menu, and the Workload Indicators Report screen will appear. (iii)
Select the Year by clicking the up and down arrows, (iv) select the JCC from the drop-down menu, (V)
click the Generate button, and the Report Viewer screen will appear displaying the report.

2. Face to Face Client Contact Report

a.

The Resident Face to Face Client Contacts for [worker name] report lists the juvenile’s name and
the contact date for the specified user and period. (i) Click the JCC Reports menu, (ii) select the Face
to Face Client Contact Report option from the drop-down menu, and the JCC Face to Face Client
Contact Report screen will appear. Select the (iii) Begin Date and (iv) End Date from the drop-down
calendar screens. (v) The Worker field will auto-populate with the logged on user’s name, to change
the Worker, click the Change User button. The Sort By field will not be accessible. (vi) Click the
Generate button and the Report Viewer screen will appear displaying the report.

3. Phoenix Phase Groups

a.

The Phoenix Phase Groups report lists the facility, service date, service, service event, and the name
of Worker 1, Work 2, and/or Worker 3 (if applicable). (i) Click the JCC Reports menu, (ii) select the
Phoenix Phase Groups option from the drop-down menu, and the Phoenix Phase Groups screen will
appear. Select the (iv) Begin Date and (v) End Date from the drop-down calendar screens, (vi) click
the Search button, and the Find Juvenile screen will appear. (vii) Search for a juvenile, (viii) click the
Find button, and the Search Results screen will appear, (ix) select a juvenile, and the row will be
highlighted in blue, (x) click the Select button, and the Juvenile Number and Name will appear, (xi)
click the Generate button, and the Report Viewer screen will appear displaying the report.

4. Youth Industries Reports

a.

The Youth Industries Reports screen can display the Youth Industries Time Sheet Report, Youth
Industries Workload Report, Youth Industries COMSTAT Report, and Youth Industries
Recidivism Report. (i) Click the JCC Reports menu, (ii) select the Youth Industries Report option
from the drop-down menu, and the Youth Industries Reports screen will appear. (iii) Select the Report
Type from the drop-down menu, select the (iv) Begin Date and (v) End Date from the drop-down
calendar screens, (vii) click the Run button, and the selected report type will display in the Youth
Industries Reports screen.

5. Caseload Summary By Worker

a.

The Workload Summary for [user name] report lists the counts of Contact By, Contact Place, Contact
Purpose, Contact Type, Person Contacted, and Reports by category, for the specified period and user
name. (i) Click the JCC Reports menu, (ii) select the Caseload Summary By Worker option from the
drop-down menu, and the Workload Summary By Worker screen will appear. Select the (iii) Begin

Date and (iv) End Date from the drop-down calendar screens. (v) The Worker field will auto-populate
with the logged on user’s name, to change the Worker, click the Change User button. The Facility and
Sort By fields will not be accessible. (vi) Click the Generate button and the Report Viewer screen will
appear displaying the report.

6. Caseload Summary By Supervisor

a.

The Supervisor Summary for [user name] report lists the counts of Contact By, Contact Place,
Contact Purpose, Contact Type, Person Contacted, Reports, and Service Events by category, for the
specified period and user name. (i) Click the JCC Reports menu, (ii) select the Caseload Summary
By Supervisor option from the drop-down menu, and the Workload Summary By Supervisor screen
will appear. Select the (iii) Begin Date and (iv) End Date from the drop-down calendar screens. (v) The
Worker field will auto-populate with the logged on user’s name, to change the Worker, click the
Change User button. The Facility and Sort By fields will not be accessible. (vi) Click the Generate
button and the Report Viewer screen will appear displaying the report.

7. Transitional Services

a.

Caseload Summary By Juvenile

i. The TRANSITIONAL SERVICES CASELOAD BY JUVENILE AND FACILITY report lists the count
of contacts and sessions by facility and juvenile. (i) Click the JCC Reports menu, (ii) click the
Transitional Services menu, (iii) select the Caseload Summary By Juvenile from the drop-down
menu, and the Transitional Services Caseload Summary by Juvenile Report screen will appear.
Select the (iv) Begin Date and (v) End Date from the drop-down calendar screens. The Worker,
Facility, and Sort By fields will not be accessible. (vi) Click the Generate button and the Report
Viewer screen will appear displaying the report.
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b. Caseload Summary By Worker
i. The Transitional Services Events Summary report lists the juvenile name, session type, and total
count of sessions for each juvenile for the specified period and user name. (i) Click the JCC
Reports menu, (ii) click the Transitional Services menu, (iii) select the Caseload Summary By
Worker option from the drop-down menu, and the Transitional Services Caseload Summary by
Worker Report screen will appear. Select the (iv) Begin Date and (v) End Date from the drop-down
calendar screens. (vi) The Worker field will auto-populate with the logged on user’s name, to
change the Worker, click the Change User button. The Facility and Sort By fields will not be
accessible. (vii) Click the Generate button and the Report Viewer screen will appear displaying the
report.
8. YASI Reassessments Due
a. The Virginia Department of Juvenile Justice YASI Reassessments Due for Committed Juveniles
for [facility] report lists the Juvenile Number, Last Name, First, Middle, Early Release Date, Source,
Last Assessment Date, Next Assessment Due Date, And Days Until Due. (i) Click the JCC Reports
menu, (ii) select the YASI Reassessments Due option from the drop-down menu, and the YASI
Reassessments Due screen will appear. The Begin Date and End Date fields will not be accessible.
(i) Select the JCC from the drop-down menu. The Sort By field will not be accessible. (iv) Click the
Generate button and the Report Viewer screen will appear displaying the report.

Re-Entry Reports

W Caseload Main - X
File Search [ Reports | Help
| CSU Level Reports
Statewide Summary Reports
| Worker Level Reports
BSU Reports
JCC Reports

BADGH J/4%

Re-Entry Reports | All Juveniles Enrolled in 2nd Chance

Opened Services
FOCUS Reports

uveniles Enrolled in 2nd Chance - Substance Abuse Nees

B[
)
Juveni
Juveni
Juveniles Enrolled in 2nd Chance
)

uveniles Enrolled in 2nd Chance - Parole Statu:

Every user accessing the system

1. All Juveniles Enrolled in 2nd Chance
a. The Virginia Department of Juvenile Justice, Juveniles Enrolled in the 2nd Chance Act Grant
Program report lists the Juvenile Number, Last Name, First Name, 2nd Chance Grant Begin Date, 2nd
Chance Grant End Date, and Closed Code (if applicable). (i) Click the Re-Entry Reports menu, (ii)
select the All Juveniles Enrolled in 2nd Chance option from the drop-down menu, and the All
Juveniles Enrolled in 2nd Chance screen will appear. Select the (iii) Begin Date and (iv) End Date from
the drop-down calendar screens. The Worker and Facility fields will not be accessible. (v) Select the
Sort By option from the drop-down menu, (vi) click the Generate button, and the Report Viewer screen
will appear displaying the report.
2. Juveniles Enrolled in 2nd Chance — Substance Abuse Needs
a. The c, Substance Abuse Treatment Needs (as Assessed at RDC) of Juveniles Enrolled in the
2nd Chance Act Grant Program report lists the Juvenile Number, Last Name, First Name, 2nd
Chance Grant Begin Date, and 2nd Chance Grant End Date. (i) Click the Re-Entry Reports menu, (ii)
select the Juveniles Enrolled in 2nd Chance — Substance Abuse Needs option from the drop-down
menu, and the All Juveniles Enrolled in 2nd Chance — Substance Abuse Needs screen will appear.
Select the (iii) Begin Date and (iv) End Date from the drop-down calendar screens. The Worker,
Facility, and Sort By fields will not be accessible. (v) Click the Generate button and the Report Viewer
screen will appear displaying the report.
3. Juveniles Enrolled in 2nd Chance — Substance Abuse Received
a. The Virginia Department of Juvenile Justice, Substance Abuse Treatment Services Received By
Juveniles Enrolled in the 2nd Chance Act Grant Program report lists the Juvenile Number, Last
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Name, First Name, 2nd Chance Grant Begin Date, 2nd Chance Grant End Date, Substance Abuse
Service Type, Substance Abuse Service Begin Date, and Substance Abuse Service End Date. (i) Click
the Re-Entry Reports menu, (ii) select the Juveniles Enrolled in 2nd Chance — Substance Abuse
Received option from the drop-down menu, and the All Juveniles Enrolled in 2nd Chance — Substance
Abuse Received screen will appear. Select the (iii) Begin Date and (iv) End Date from the drop-down
calendar screens. The Worker, Facility, and Sort By fields will not be accessible. (v) Click the
Generate button and the Report Viewer screen will appear displaying the report.

4. Juveniles Enrolled in 2nd Chance — Mental Health Needs

a.

The Virginia Department of Juvenile Justice, BSU Mental Health Screening/Assessments Needs
on Juveniles Enrolled in the 2nd Chance Act Grant Program report lists the Juvenile Number, Last
Name, First Name, 2nd Chance Grant Begin Date, 2nd Chance Grant End Date,
Screening/Assessment Begin Date, and Screening/Assessment End Date. (i) Click the Re-Entry
Reports menu, (i) select the Juveniles Enrolled in 2nd Chance — Mental Health Needs option from
the drop-down menu, and the All Juveniles Enrolled in 2nd Chance — Mental Health Needs screen will
appear. Select the (iii) Begin Date and (iv) End Date from the drop-down calendar screens. The
Worker, Facility, and Sort By fields will not be accessible. (v) Click the Generate button and the
Report Viewer screen will appear displaying the report.

5. Juveniles Enrolled in 2nd Chance — Mental Health Received

a.

The Virginia Department of Juvenile Justice, Mental Health Treatment Services Received by
Juveniles Enrolled in the 2nd Chance Act Grant Program report lists the Juvenile Number, Last
Name, First Name, 2nd Chance Grant Begin Date, 2nd Chance Grant End Date, Mental Health Service
Type, Mental Health Service Begin Date, and Mental Health Service End Date. (i) Click the Re-Entry
Reports menu, (ii) select the Juveniles Enrolled in 2nd Chance — Mental Health Received option
from the drop-down menu, and the All Juveniles Enrolled in 2nd Chance — Mental Health Received
screen will appear. Select the (iii) Begin Date and (iv) End Date from the drop-down calendar screens.
The Worker, Facility, and Sort By fields will not be accessible. (v) Click the Generate button and the
Report Viewer screen will appear displaying the report.

6. Juveniles Enrolled in 2nd Chance — VOP Graduated Sanction

a.

The Virginia Department of Juvenile Justice, Juveniles Enrolled in the 2nd Chance Act Grant
Program That Received a VOP Graduated Sanction report lists the Juvenile Number, Last Name,
First Name, 2nd Chance Grant Begin Date, 2nd Chance Grant End Date, VOP Graduated Sanction
Begin Date, and VOP Graduated Sanction End Date. (i) Click the Re-Entry Reports menu, (ii) select
the Juveniles Enrolled in 2nd Chance — VOP Graduated Sanction option from the drop-down menu,
and the All Juveniles Enrolled in 2nd Chance — VOP Graduated Sanction screen will appear. Select the
(iii) Begin Date and (iv) End Date from the drop-down calendar screens. The Worker, Facility, and
Sort By fields will not be accessible. (v) Click the Generate button and the Report Viewer screen will
appear displaying the report.

7. Juveniles Enrolled in 2nd Chance — Parole Status

a.

The Virginia Department of Juvenile Justice, Juveniles Enrolled in the 2nd Chance Act Grant
Program By Parole Status report lists the Juvenile Number, Last Name, First Name, 2nd Chance
Grant Begin Date, 2nd Chance Grant End Date, Parole Status, Parole Begin Date, Parole Status End
Date, and Closed Caode. (i) Click the Re-Entry Reports menu, (ii) select the Juveniles Enrolled in 2nd
Chance — Parole Status option from the drop-down menu, and the All Juveniles Enrolled in 2nd
Chance — Parole Status screen will appear. Select the (iii) Begin Date and (iv) End Date from the drop-
down calendar screens. The Worker, Facility, and Sort By fields will not be accessible. (v) Click the
Generate button and the Report Viewer screen will appear displaying the report.

Opened Services
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g Caseload Main L %

File Search | Reports | Help

CSU Level Reports

Statewide Summary Reports

Worker Level Reports
BSU Reports

JCC Reports
Re-Entry Reports
Opened Services
FOCUS Reports

RSC AMikids Service Needs
RSC EBA Service Needs

vlvlv v v v v «

1. RSC AMIkids Services Needs
a. The Virginia Department of Juvenile Justice, Opened Services for RSC AMIkids Service Needs
report lists the Juvenile Number, Last Name, Suffix, First Name, Middle, Date Service Keyed, and Date
Serviced Opened. (i) Click the Opened Services menu, (ii) select the RSC AMIkids Service Needs
option from the drop-down menu, and the Report Viewer screen will appear displaying the report.
2. RSC EBA Service Needs
a. The Virginia Department of Juvenile Justice, Opened Services for RSC EBA Service Needs report
lists the Juvenile Number, Last Name, Suffix, First Name, Middle, Date Service Keyed, and Date
Serviced Opened. (i) Click the Opened Services menu, (ii) select the RSC EBA Service Needs option
from the drop-down menu, and the Report Viewer screen will appear displaying the report.

FOCUS Reports

5 Caseload Main = X
File Search | Reports | Help

CSU Level Reports

Statewide Summary Reports

Worker Level Reports

BSU Reports

JCCReports

Re-Entry Reports

Opened SSTvos FOCUS By Worker

l—l = 4 FOCUS By Juvenile

vy v v v

1. FOCUS By Worker
a. The Virginia Department of Juvenile Justice, FOCUS by Worker Report lists the Worker Name,
Count of FOCUS Contacts, and Count and Percentages by FOCUS Category for: Case Management,
Coanitive-Behavioral Skill Building, Crisis Support, Life Skill Building, Rapport Building, and Social Skill
Building. Click the (i) FOCUS Reports menu, (ii) select the FOCUS By Worker option from the drop-
down menu, and the FOCUS By Worker screen will appear. Select the (iii) Start Date and (iv) End
Date from the corresponding calendar drop-down menus and select the (v) CSU from the
corresponding drop-down menu. Click the (vi) Generate button and the Report Viewer screen will
appear displaying the report.
2. FOCUS By Juvenile
a. The Virginia Department of Juvenile Justice, FOCUS by Juvenile Report lists the Worker Name,
Juvenile Name, Juvenile Number, Count of FOCUS Contacts, and Count and Percentages by FOCUS
Category for: Case Management, Cognitive-Behavioral Skill Building, Crisis Support, Life Skill Building,
Rapport Building, and Social Skill Building. Click the (i) FOCUS Reports menu, (ii) select the FOCUS
By Juvenile option from the drop-down menu, and the FOCUS By Juvenile screen will appear. Select
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the (iii) Start Date and (iv) End Date from the corresponding calendar drop-down menus and select the
(v) CSU from the corresponding drop-down menu. Click the (vi) Generate button and the Report
Viewer screen will appear displaying the report.
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Appendix

A. Change the Worker AND/OR the Supervisor Assigned to a Case
To change the worker and/or supervisor assigned to a case begin on the Caseload Main screen and use any
of the options located in the Search drop-down menu to locate the desired case. Ultimately, if a case exists
that meet search parameters the Caseload Details screen will be displayed. Follow the links in the table below
to access the various methods available to search for an existing caseload.

Search for an Existing Caseload by:

By CSU Assignment

1. Edit Case and Update the Date Released Field.

a. From the Caseload Details screen (i) click the Worker Assignment tab, (ii) select the desired row
containing the appropriate worker/supervisor names to be changed, and the row will be highlighted in
blue, (ii) click the Edit button, (iii) select the Date Released (the date of the worker and/or supervisor
change) from the drop-down calendar screen, and (iv) click the Save button.

o Caseload Details

4 Add # Edit X Delete & Refresh
Worker Name: Androa L Atwll Worker Status: - SECONDARY USER REGARDLESS OF THE FACILI

Supervisor. SharlaL Siupsk
Faciiity

Suffolk (CSU)

Worker Type: |16+ TYSC Date Assigned: | 712772021 Date Released: |

Hsave ¥ Cancel 0 Help

- Add X Delte | | Refresh |

Worker Name: | | 2 change User Worker Status: [P - CSU PRIMARY WORKER v|
] Show All Facilities (including expired ones) Supervisor: [ |m0 User
| Abingdon (C5U) = [ Show Al Facilties fincluding expired ones)
FIPS: [760 - Richmond ] Richmond City (CSU) -
Worker Type: |01 - Probation Officer | Date Assigned: [11728/2018 ] |Date Released: [11/30/2018_[+]
l} ) Cancel | I © Help | 4 November 2018 »
Sun Mon Tue Wed Thu Fri Sat

22 29 30 3N 1 2 3

4 5 6 7 8 9 10

1M 12 13 14 15 16 17

18 19 20 21 2 23 24

25 26 27 28 29 301 1

2 3 4 5 6 7 8
[ Today: 9/2/2020

e e

et

Any user can change the assigned worker or supervisor in BADGE. Refer to local procedures for additional guidance.
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Input the Date Released and then Save the change prior to adding a new Worker Name.
When a juvenile is released from direct care, the assigned workers and supervisors will receive an email notification.

2. Add Worker Name, Supervisor, and Related Fields
a. (i) Click the Add button, and the fields at the bottom of the screen will become accessible, (ii) click the
Change User button next to the Worker Name field, and the Employee Search screen will appear. (iii)
Input the appropriate criteria in the Employee Search screen, (iv) click the Find button and the Search
Results screen will appear. (v) On the Search Results screen select the desired employee’s name, and
the row will be highlighted in blue, (vi) click the Select button, and the selected name will auto-populate
into the Worker Name field on the Caseload Details screen.

— o — R
Worker Name: | ||:m Change User | Worker Status: | v|
FH-Shrr At ot Supervisor: | ||;E[Zhange User |
Abingdon (C5L) v] [ Show Al Facilities fincluding expired ones)
FIPS: | v] | Abingdon (CSU) |
Worker Type: | | Date Assigned: [ Date Released:

Hsave | [9conce || @beb |

95l Search Results - 95 employees meet your criteria,

Legal Last Name Legal First Name Display Name Account Closed

85 Employee Search X

TR

+ B
F

©F Referto the Change User button section in the Search By User section for instructions on using the Change User button.

i. Inthe lower half of the Caseload Details screen, update the data fields as necessary. Select the (ii)
FIPS, (iii) Worker Type, and (iv) Worker Status from the drop-down menus, (v) click the Change
User button next to the Supervisor field to locate the desired supervisor name using the Employee

Search screen.
ii. (i) Select the Date Assigned from the drop-down calendar screen and (ii) click the Save button.
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d-Add | . Edt o Delete | @ Refresh

Worker Name: | | B Crange User | Worker Status] | v]
[J Show Al Facilties fncluding expired ones) | Superviar: | || €8 Change User |
Abingdon (CSU) v T Show Al Facilfies includng expired ones)
FIPS: ] Abingdon (CSU) v
Worker Type: v | |Date Assigned: ! Date Released: @

[ save #) Cancel Lﬂ 1 September 2020 »
Sun Mon Tue Wed Thu Fn Sat
ET I | 102] 3 4 5
6 7 &8 9 10 11 12
13 14 15 16 17 18 19
20 21 2 23 24 25 2
27 28 29 30 1 2 3
4 5 6 7 8 9 1

[ Today: 9/2/2020

B. Document Revisions
Details

. The Adverse Childhood Experiences (ACE) trauma screen was added to the
07/2017 Evaluations Tab list of available evaluations.

10/2017 Find Juvenile Screen — Advance The screen has been updated and added a Street Address (Full or Partial)
Search and Zip Code to the search.

Contacts Tab — Contact Purpose The Contact Purpose field was converted from a drop-down menu to a click-
11/2017 . . .

Field list allowing users to select each contact purpose.
01/2018 Title Page/ Headings/ Format The format, headings, and title page have been updated for correction.

The MAP It feature was created and added to the Current Caseload
Assignments screen. The Map It button allows geocoded addresses to
appear on the Map Addresses screen as points on a Google map. Users are
able to open the address on Google map and print the map or directions to
the address.

Map It Button — Current Caseload

07/2018 Assignments screen

Title Page / Headings / Format / The format, headings, title page, and screenshots have been updated for

08/2018 Screenshots correction and consistency.

01/2019 BADGE Home Screen BADGE Home Screen has added the Non — JTS Modules Menu.
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07/2019

07/2019

12/2020

11/2021

04/2023

Reports Provided Tab -
Comprehensive Re-Entry Case
Plan — CSU Tab

Workload Case Statuses

Formatting changes to entire
document

Minor Edits

Running Records Report

BADGE Caseload Management Module Manual

Details

The “How motivated is the juvenile/family to change”, Frequency of contact
with parent/guardian”, and “Frequency of contact with external agencies”
fields have been added.

Screenshots were updated to incorporate revisions to the workload case
statuses.

See Style Manual for current document formatting requirements. Changes
made include decreasing Margins to “Narrow”. Move “Notepad Bullets” from
margins to document body. Change table formatting requirements and
increase all table sizes to utilize increased usable page space.

Update Hyperlinks. Minor text edits — remove duplicated paragraph.

Update to add Contact Pupose drop-down menu on Running Records
Parameters screen, accessed via Running Record Report button on
Caseload Details screen’s Contacts tab.

04/2023

01/2024

08/2024

02/2025

03/2025

Remove ACE/ Add SEAS

Evaluations Tab
Add G.R.EA.T

Education/Training Tab

Update to add SEAS Age 7-12 and SEAS Age 13-21 evaluations, and
remove ACE evaluation from the Caseload Details screen’s Evaluations tab.

Update to add G.R.E.A.T Final Exam evaluation to the Caseload Details
screen’s Evaluations tab.

Revised the fields and user interface of the existing Education/Training tab
on the Caseload Details screen. Renamed the Education/Training tab on the
Caseload Details screen to Trade/Post-Sec. and updated screenshots
throughout the manual.

DRT Tab Update to add the DRT (Disposition Recommendation Tool) tab to the
Caseload Details screen.
Update to include FOCUS Reports on Caseload Main screen, Reports tab.
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