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PURPOSE:
To provide guidelines and instructions for preparing Probation Violation Reports, Pre-Sentencing Reports, Supplemental Reports, Bond Review Reports, Confidential Criminal Reports and Confidential packets.

OBJECTIVE:

· The objective is to ensure timely and consistent processing of the PVR, PSR, BRR, CCR, and Supplemental Reports for scanning, and for the preparation of the Confidential packet for delivery to the Exhibits department. 

EVENT DRIVER:

· Documents received and filed daily from Courtroom Clerks and Judicial Divisions via the Adult Probation Department.

PROCEDURES:

1. Without removing staples, review each document to ensure that the file stamp on the front page of each report in complete and correct.  Ensure that there are no other original documents stapled within the packet.  If there are multiple case numbers, ensure that one of them has been circled, check marked or underlined to indicate the case this will be scanned to.  You can also use the number listed below the “probation cases” heading.
2. If any of these errors are found, complete a document correction slip.  List each error on the slip and attach it to the front of the packet.  Place it in the bin for return and correction to the CRS Manager listed for the Clerk that prepared the packet.
THE REMAINING PACKETS ARE NOW READY FOR PROCESSING.

3. Separate the Bond Review Reports from all the other Reports.  These documents are processed the same as the PSR, PVR and Supplemental Reports up to the point of barcoding.
4. Taking the PSR, PVR and Supplemental Reports, create an EI barcode of “POW” for each of them.  Once printed, generate a confidential sheet (on goldenrod paper, using the bypass tray on the copier) with the case number that is circled, check marked or underlined on the front of the report.  In addition, make a stack of location only sheets and place each of these stacks side by side.
5. Beginning with the top packet, separate the document up to the point where the confidential sheet divides it.  You have now created two packets.  Begin creating a third stack:  It will consist of documents from both the Report and the Confidential sides of the packet.  These documents will be the Client Information Sheet, letters, original documents that are not part of the court record, and documents that appear to have confidential information on them.  Remove any documents that appear to be copies of documents that have previously been filed by the Court (these documents will be placed in the bin for shredding).  At this point, check to see if there are any Criminal History documents in the Report section of the stack; these will be indicated by a paragraph at the top of the document indicating that it is for ***Justice Agencies Only***.  Remove these pages from the Report portion and place them in the confidential side of the packet.  Also remove the Restitution Ledger, which is not public record and place it in the bin for CFO.  Place the matching barcode on top of the Report section (PSR, PVR, SUPP) and the location only page on the bottom of the packet.  Prep the document for scanning by removing staples, etc.  Use a blue batch slip and place in the basket for scanning.
6. Now begin working with the confidential packet:  Remove the confidential sheet that came with the originating packet and replace it with the one generated with the matching case number on it (ensure ONLY the Criminal History documents are in this portion of the packet) and staple the packet together.  Once all of your documents are created the Confidential packets will be placed in the “Confidential Basket” in the mailroom for delivery to the Exhibits department.

7. For the Bond Review Reports, the same process will be followed, with the exception of the barcode sheet.  Each of these BRR’s will be barcoded using the EI barcode program using the actual file date instead of the 01/01/2001 file date used for the PSR, PVR and Supplemental Reports.  
8. For the third stack created in paragraph “5” begin by generating an EI barcode of CCR, using the same file date as the Report is was attached to.  Prep the document for scanning by removing staples, etc.  Use a blue batch slip and place it in the basket for scanning. 

ALTHOUGH SCANNED, THIS DOCUMENT WILL REMAIN CONFIDENTIAL.
POLICIES / RELATED DOCUMENTS:

· Document Correction Slip – this will be used when the document needs to be returned to the sender for errors on the document.  This form can be found at:  S/Doc_Management/EDM DT/Document Correction Slips
OTHER PARTIES INVOLVED:

· Courtroom Clerks, Judicial Divisions.  Each of these areas provide documents to EDM for processing

TIME / VOLUME:

· 50 to 150 documents daily.

FREQUENCY:

· Daily

PERFORMANCE MEASURE:

· See DCMS-Statistical Report “Functions & Definitions”

SYSTEM ACCESS REQUIRED:

· S/Doc_Management/EDM DT/Sorting Lists

REPORTS / FORMS:

· N/A

DEFINITIONS:
· None

APPLICABILITY:

This procedure applies to all employees of the Clerk of the Court within the EDM 
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