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________

I.

POLICY
Intake Officers shall review all delinquent and Child In Need of Supervision (CINS)
complaints, citations, and peace order complaints to determine whether the juvenile court
has jurisdiction and if a statement of probable cause is contained in a complaint.
When an Intake Officer finds that a complaint falls within the jurisdiction of the juvenile
court and probable cause exists, the Intake Officer shall consider the results of a
Maryland Comprehensive Assessment and Service Planning (MCASP) Risk and Needs
Assessment, and determine whether a youth poses a threat to him/herself or to public
safety; whether the youth has needs that require further assessment or services; and
whether judicial action is in the best interest of the public and/or the youth. Intake
Officers also shall determine the least restrictive manner for handling a complaint and
addressing the youth’s identified service needs. These determinations shall be made
within 25 calendar days of receipt of the complaint. (When the 25th day falls on a
Saturday, Sunday, State holiday or a day on which the office is not open during its
regular hours, the decision is due on the next business day.)

II.

AUTHORITY
A.
MARYLAND RULES, TITLE 11
B.
MD. CODE ANN., CTS. & JUD. PROC., §3-8A-01 TO -34
C.
MD. CODE ANN., HUM. SERVS., § 9-203, §9-216, §9-241, AND §§9-301 TO -314
D.
MD. CODE ANN., CRIM. LAW, §5-601
E.
MD. CODE ANN., CRIM. PROC., TITLE 11
F.
MD. CODE ANN., TRANS., §16-206

III.

DIRECTIVES/POLICIES RESCINDED
1.
Intake Policy, CJ-06-09
2.
Driver’s License Suspension for Substance Abuse Sanctions Policy, 05.16.28
3.
Contact with Community Agencies, 05.16.16
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IV.

V.

VI.

FAILURE TO COMPLY
Failure to obey the Department’s Policy and Procedures shall be grounds for disciplinary
action up to and including termination of employment.

STANDARD OPERATING PROCEDURES
Standard operating procedures have been developed.

HISTORY
DESCRIPTION OF REVISION

Revised policy issued. Policy renumbered and formatted.
Revised procedures:
• When the 25th day falls on a Saturday, Sunday, State holiday or a day on
which the office is not open during its regular hours, the decision is due on the
next business day
• Intake Officer shall notify the victim that s/he may request, in writing, a blood
sample be tested for HIV from the person charged with the prohibited
exposure to the State's Attorney in the county where the exposure occurred
• Ensure that if the youth is less than 18 years old that a parent/
guardian/custodian is present at the Intake Conference
• The Intake Officer may conduct the Intake Conference and render a decision
with a youth 18 years or older without a parent/guardian/custodian being
present
• Refer a CINS youth and the youth's parent/ guardian/custodian to a designated
assessment service provider before authorizing the filing of a petition or peace
order complaint or proposing an informal adjustment unless the court has no
jurisdiction or an informal adjustment or judicial action is not appropriate
• Handling a Non-tobacco Citation (Alcohol, Salvia Divinorum, Marijuana less
than 10 grams)
• Open a Pre-Court Supervision folder when the youth is placed on Informal
Supervision and sanctions are imposed for a tobacco citation or a nontobacco citation
• The Intake Officer shall immediately complete the Detention/Shelter
Authorization Form to authorize continued secure detention or shelter care
• If the victim disagrees with the Intake decision to close, resolve or disapprove
the complaint at Intake, the Intake Officer shall refer the victim to the State’s
Attorney’s Office in the jurisdiction where the offense occurred to determine
what legal recourse may be available
• If the victim objects to the Intake decision or the terms of the informal precourt agreement, the Intake Officer shall discuss the decision and terms with
the victim and may modify the decision and/or terms to secure the victim’s
consent; if the victim does not consent to the conditions, informal pre-court
supervision is not permissible, and the Intake Officer may forward the
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DESCRIPTION OF REVISION
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complaint to the State’s Attorney or close the case; if the case is closed the
victim may appeal to the State’s Attorney.
The informal adjustment process may not exceed 90 days unless the Intake
Officer has completed the Petition and Order to Extend Informal Adjustment
Form and obtained the court’s permission or the Intake Officer determines
that additional time is necessary for the child to complete a substance abuse
treatment program that is part of the informal adjustment process
Appended Detention Risk Assessment, Alternatives to Detention and
Detention Procedures Manual, which elaborates on the procedures for
detention decision making. Removed procedures for VPI cases
Removed procedure requiring youth to admit to committing the offense
before proceeding with an informal pre-court supervision agreement
Added new procedures for the informal adjustment of a complaint alleging a
felony
Added new procedures to notify victim of their right to HIV/AIDS testing
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PROCEDURES
POLICY:
Intake Policy
NUMBER: CS-122-17
APPLICABLE TO: All Community Services Employees
APPROVED: ____/s/ signature on original_
_______
Linda McWilliams, Deputy Secretary
EFFECTIVE DATE: ____ 2/7/17

________

I.

PURPOSE
To establish Intake Procedures for Intake Officers and Supervisory Staff that ensure staff
will act in accordance with objective, risk-based criteria, using the Maryland
Comprehensive Assessment and Service Planning (MCASP) Risk and Needs Assessment
to promote fair and impartial Intake decision-making.

II.

DEFINITIONS
Child in Need of Supervision (CINS) means a youth who requires guidance, treatment or
rehabilitation and: (1) is required by law to attend school and is habitually truant; (2) is
habitually disobedient, ungovernable, and beyond the control of the person having
custody of him; (3) deports himself so as to injure or endanger himself or others; or (4)
has committed an offense applicable only to children.
Child Safety Net Dashboard refers to a web-based system that identifies youth and
families with active involvement in both DJS and the Department of Human Resources
(DHR).
Citation means a written form issued by a police officer, which serves as the initial
pleading against a youth for a violation and which is a legal process giving the juvenile
court jurisdiction over the person cited.
Community Detention means a program monitored by the DJS in which a delinquent
child or a child alleged to be delinquent is placed in the home of a parent, guardian,
custodian, or other fit person, or in shelter care as a condition of probation or as an
alternative to detention. Community Detention may include electronic monitoring as
specified under Code of Md., Courts and Judicial Proceedings §3-8A-01(h)(2).
Complaint means a written statement from a person or agency having knowledge of facts
that may cause a person to be subject to the jurisdiction of a juvenile court.
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Delinquent Act means an act that would be a crime if committed by an adult.
Disapproval of a Complaint means an intake decision that the juvenile court has no
jurisdiction or no statement of probable cause exists.
Pre-court (informal) supervision means an intake decision that determines that a juvenile
court has jurisdiction, but that judicial action is not required; and that a period of
supervision, not to exceed 90 calendar days, is in the best interests of the public or the
youth, unless that time is extended by the court or the Intake Officer determines that
additional time is necessary for the child to complete a substance abuse treatment
program.
Intake Officer refers to a Case Management Specialist who is assigned to carry out intake
functions.
Intake Supervisor refers to the Case Management Specialist Supervisor who is
responsible for reviewing and approving the decisions of Intake Officers.
Maryland Comprehensive Assessment Service Planning (MCASP) refers to the integrated
case management system DJS utilizes to determine risk, needs, and appropriate services
to all youth.
MCASP Risk and Needs Assessment means the tool used by the Department to determine
the youth’s potential for re-offending and need for services.
METS (Maryland Evaluation and Treatment Services) serves as DJS' assessment, case
management and treatment planning system (formerly known as SMART, the Statewide
Maryland Automated Record Tracking system.)
Maryland Judiciary Case Search refers to a web-based system that captures all adult
criminal court information throughout Maryland.
Peace Order means an order of the juvenile court issued to protect an individual, who is
not eligible for relief under the domestic violence statutes, from being assaulted,
harassed, stalked, and/or threatened by another individual under the age of 18.
Peace Order Request means the initial pleading filed with the juvenile court under §38A-19.1 of the Code of Md., Courts and Judicial Proceedings Article.
Petition means the pleading filed with the juvenile court under §3-8A-13 of the Code of
Md., Courts and Judicial Proceedings Article alleging that a youth is a delinquent youth
or a Child in Need of Supervision (CINS).
5
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Respondent means the individual against whom a petition or a peace order complaint is
filed.
Status Offense means an offense committed by a juvenile that would not be a crime if
committed by an adult. Included in this category are behaviors such as running away,
ungovernability, truancy, and curfew violations.
Victim means (1) a person who suffers direct or threatened physical, emotional, or
financial harm as a result of a delinquent act or (2) an individual against whom an act
specified in § 3-8A-19.1(b) of the Code of Md., Courts and Judicial Proceedings Article
is committed or alleged to have been committed. A victim includes a family member of a
minor, a disabled or a deceased victim as specified under §3-8A-01(cc). If the victim is
not an individual, a victim includes the victim's agent or designee.
Victim Impact Statement means a document that is completed by the victim or victim’s
representative when a youth causes physical, psychological, or economic injury to the
victim by committing a misdemeanor offense or a delinquent act that would be a felony if
committed by an adult.

III.

PROCEDURES
A.

General – Deadlines
In these procedures, when the deadline for a decision or an action falls on a
Saturday, Sunday, State holiday or a day on which the office is not open during its
regular hours, the deadline shall fall on the next business day.

B.

Receiving and Handling a Complaint – The Intake Officer shall:
1.
Receive a complaint, a citation, or a peace order complaint from any
person or agency having knowledge of facts that may cause a person to be
subject to the jurisdiction of a juvenile court;
2.
Within 25 calendar days of receiving a complaint, determine whether the
juvenile court has jurisdiction and whether judicial action is in the best
interest of a youth and/or the public;
3.
Consider the context or framework of the family situation and not regard
the complaint solely on the basis of the act itself in determining the
suitable classification of the offense (i.e., delinquent or CINS) when the
complaint alleging a delinquent act occurs within a family household or
involves or is directed against family members;
4.
Obtain language services for Limited English Proficiency (LEP) youth,
parents and guardians, in accordance with the Limited English Proficient
Persons Policy to ensure no significant delay in services occurs;
5.
Identify youth who are victims of intimate partner or teen dating violence
6
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6.

7.

C.

and implement the Lethality Assessment Protocol (LAP) in accordance
with the Intimate Partner Violence - Lethality Assessment Program
Policy;
Identify youth who may be victims of Domestic Minor Human Sex
Trafficking, immediately report the involvement as sexual abuse in
accordance with the Reporting and Investigating Child Abuse and Neglect
Policy and complete an assessment in accordance with the Case
Management Policy; and
Upon receipt of a felony complaint not automatically forwarded to the
State’s Attorney for petition, review the complaint to determine if an
Intake Conference should be held; and inform the State’s Attorney of the
proposed disposition of the complaint by either:
a.
forwarding the complaint for petition; or
b.
completing the Felony Memorandum (Appendix 1); and
c.
Forward a copy of the entire intake case file to the State's Attorney
with information as to all prior intake involvement with the child.

Victim Notification - Responsibilities of the Intake Officer for Victim
Notification. The Intake Officer shall:
1.
Upon receiving a police report or complaint identifying a victim, give or
mail to the victim or victim’s representative a Complaint Notification
Letter and Victim Impact Statement found in the DocGen module in
ASSIST.
2.
If this is the first point of contact with victim or victim’s representative,
give or mail the Crime Victims and Witnesses: Your Rights and
Services brochure to the victim or the victim’s representative.
3.
Keep a copy of the Victim Impact Statement completed by the victim or
the victim’s representative in the youth’s Intake case file.
4.
If a complaint is received alleging the youth committed a delinquent act
that that may have caused or resulted in the victim’s exposure to
HIV/AIDS (prohibited exposure), send the Prohibited Exposure
Notification Letter (Appendix 2) to the victim or victim’s representative
to notify them of their right to request, in writing to the State’s Attorney,
the court order mandatory testing of the youth.
5.
Once the decision is made (resolve at intake, informal adjustment, forward
petition to State’s Attorney’s Office, or disapproved), send the notice of
Intake Decision/Appeal letter to the victim or victim’s representative,
arresting officer, and complaint source of the Intake decision and the
victim’s right to appeal the decision within 30 days from the date the letter
was mailed.
a.
If the decision is to forward the petition to the State’s Attorney,
send the Intake Formal Action Notification Letter found in the
DocGen module in ASSIST to the victim or victim’s representative
7
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and forward a copy of the completed Victim Impact Statement
along with the delinquency complaint to the Office of the State’s
Attorney.
D.

Conducting an Inquiry - The Intake Officer shall:
1.
Conduct an inquiry on each complaint including a review for legal
sufficiency;
2.
Disapprove a complaint found not legally sufficient due to lack of
jurisdiction or lack of a statement of probable cause, make a copy for the
record, and respond to the complaint using the Notice of Intake
Decision/Appeal Letter found in the DocGen module of ASSIST and
provide an explanation for the decision;
3.
Review the presenting offense and the youth’s alleged involvement;
4.
Consider the impact on the victim and the need for restitution;
5.
For CINS complaints, review all offenses, including previous CINS
complaints, alcohol, marijuana and/or tobacco citations; the Intake Officer
shall not conduct an MCASP Risk and Needs Assessment on CINS
complaints or citation offenses;
6.
For delinquent charges, complete a review of the youth’s DJS ASSIST
record, and/or interview the current or prior DJS Case Management
Specialist responsible for the youth’s supervision and initiate an MCASP
Risk and Needs Assessment;
7.
Review the Delinquent History section of the MCASP Risk and Needs
Assessment in METS for accuracy prior to conducting the Intake
Conference with a youth and a parent/ guardian/ custodian;
8.
Complete a background check using Judiciary Case Search record check of
youth, parents/guardians/ custodians, and household members 16 years old
or older using available public information systems and record if any
individual in the home has a criminal background in the Intake Decision
Form (Appendix 3) and the MCASP Risk and Needs Assessment;
9.
Review the Child Safety Net Dashboard to determine if the youth and/or
their parent/guardian/custodian have current or past involvement with the
Department of Human Resources in accordance with the DJS Case
Management Policy. If the youth or parent/guardian/custodian is identified
as active with DHR, the Intake Officer shall enter an alert in ASSIST,
specifying who is DHR-involved and recording the DHR Social Worker’s
name and contact information, and contact the DHR Social Worker for
information related to the investigation.

E.

Conducting an Intake Conference – The Intake Officer shall:
1.
Convene the meeting with the youth; ensure that if the youth is less than
18 years old that a parent or legal guardian/custodian is present; begin the
Intake Conference by explaining the following information to the youth
who is interviewed as the subject of a complaint and to his/her
8
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2.

3.

4.

5.

parent/guardian/custodian prior to soliciting any information:
a.
The nature and purpose of the intake process;
b.
The voluntary nature of their participation and their right to legal
counsel;
c.
Their right to stop the conference at any time;
d.
That information secured or a statement made by or information
obtained from a participant during an inquiry, or a study initiated
as part of the inquiry may not be admitted as evidence in an
adjudicatory hearing or peace order proceeding, except on the issue
of the respondent's competence to participate in the proceedings
and responsibility for his/her conduct;
e.
That a statement made by a participant while counsel and advice
are being given, offered, or sought and discussions or interviews or
conferences related to an informal pre-court supervision, may not
be admitted as evidence in an adjudicatory hearing, peace order
proceeding, or a criminal proceeding against him/her prior to
adjudication;
f.
That the Department may request a parent, guardian, or custodian
and/or a youth to sign an Authorization for Release of
Information Consent Form (Appendix 4); and
g.
That the victim, complainant, and police officer will be notified of
the outcome of the Intake decision and those circumstances under
which an appeal or other actions are possible.
When performing an Intake Conference with youth who are age 16 years
or older, the Intake Officer shall ask the youth and parent/guardian/
custodian if the respondent is currently being supervised by the Division
of Parole and Probation or has pending criminal matters in the adult court.
The Intake Officer shall verify the information received by using the
Maryland Judiciary case search.
When performing an Intake Conference with youth who are age 18 or
older, the Intake Officer may conduct the Intake Conference and render a
decision without a parent/guardian/custodian being present.
Conduct a structured interview using the primary tenets of motivational
interviewing with a youth and the youth’s parents/guardians/custodians.
The Intake Officer shall complete the MCASP Risk and Needs
Assessment in METS to determine the youth’s risk to reoffend and need
for services. The Delinquency History section will be auto-loaded into the
MCASP Risk and Needs Assessment from ASSIST. The Intake Officer
shall review the auto-loaded section for accuracy.
Discuss further assessment, or evaluation with and offer a referral to
services the youth and the youth’s parents/guardians/custodians when the
results of the screening or information disclosed in the intake conference
or MCASP Risk and Needs Assessment indicate the need for further
services and/or when such services will be required as part of an informal
9
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6.
7.

8.

9.

10.

adjustment.
Ensure the Client Relations and Education Profiles in ASSIST are current
and accurate.
Document the discussion using the Mental Health and Substance Abuse
Referral Record (Appendix 5); and
a.
Obtain signed acknowledgement from the youth and the youth’s
parents/guardians/custodians of their receipt of information.
b.
If completion of a screening is a condition of the informal
adjustment agreement, within 15 calendar days, document the
discussion of whether a youth’s parent/guardian/custodian has
made an appointment for a mental health or substance abuse
screening.
c.
If the youth’s parent/guardian/custodian declines a referral or
refuses to make an appointment, the Intake Officer shall document
the decline or refusal in the Intake Decision Notes and on the
Mental Health and Substance Abuse Referral Record form on the
signature line.
The Intake Officer shall interview the family/ guardian/custodian and
youth to determine if they are receiving and/or would benefit from
receiving services from another agency.
a.
If in the judgment of the Intake Officer, contacting and
coordinating with another agency would enhance services to the
youth and/or family/ guardian/custodian, the Intake Officer shall:
1)
Inform the family/ guardian/custodian and youth of the
possible benefits and conveniences of coordination of
services.
2)
Obtain any necessary signatures for consent forms.
3)
Share information relevant to the other agency’s services.
b.
The Intake Officer may make a referral or provide the family/
guardian/custodian with the referral contact information.
Review any existing Alerts in ASSIST for youth known to the Department
to ensure these are accurate and current; and enter a new Alert when
information about a client is disclosed which may affect case management
decisions or actions in accordance with the Alert Function in ASSIST
Directive;
Consult the recommended case forwarding decision of the MCASP Risk
and Needs Assessment;
a.
Determine one of the following suggested outcomes of the
complaint:
1)
Close (resolve) the delinquency complaint at intake;
2)
Propose informal pre-court supervision; or
3)
Forward the complaint to the Office of the State’s Attorney
for consideration of a petition; and
b.
Forward all documentation, including the intake decision, to the
10
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11.

12.

F.

Intake Officer’s Supervisor for approval.
Determine if override of the MCASP Risk and Needs Assessment
recommendation is appropriate and document the mitigating or
aggravating factors leading to the override.
For youth and parent/guardian/custodian who fail to appear at the Intake
Conference, contact the family by phone or send a new appointment letter
by mail within one business day to reschedule;
a.
If after a second attempt to schedule an Intake Conference, the
youth and family fail to appear, make an Intake decision based on
the facts of the police report, public safety, and the results of the
MCASP Risk and Needs Assessment; document the attempts to
reschedule the Intake Conference and the Intake Decision in the
Intake Decision Event in ASSIST.
b.
If unable to conduct an Intake Conference with the youth and
family, but sufficient information exists in the youth’s case file(s)
or is documented in ASSIST, complete the social history section of
the MCASP Risk and Needs Assessment; or if sufficient
information is not available, enter “Unknown” into the Social
History section of the MCASP Risk and Needs Assessment.

Intake Procedures for a CINS Complaint
When a CINS complaint is received from any person or agency having knowledge
of facts that may cause a child to be subject to the jurisdiction of the juvenile
court, the Intake Officer shall:
1.
In the case of a telephone inquiry, consider referring the caller to an
appropriate service provider and inform the caller of the option of filing a
written complaint after hearing and taking into consideration the issues
involving the alleged CINS behavior. (This policy recognizes that CINS
behavior is inherently related to family dynamics and, for that reason, staff
shall strongly encourage the family to register the CINS complaint in
person).
2.
Review all complaints carefully to determine the nature of the allegation
and the underlying problem. A record review shall include consideration
of all previous referrals, including CINS complaints, and tobacco
citation(s) and /or non-tobacco citation(s) (alcohol, Salvia Divinorum, or
marijuana less than 10 grams.)
3.
Attempt to divert the complainant without DJS involvement to
community-based services or accept the complaint with consideration for
placement of the youth on an informal pre-court agreement.
4.
On receipt of a CINS complaint that alleges that a youth is in need of
supervision, refer the youth and the youth's parent/ guardian/custodian to
an assessment service provider before authorizing the filing of a petition
or proposing an informal adjustment unless the court has no jurisdiction or
an informal agreement or judicial action is not appropriate.
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5.

6.

7.

G.

When all available methods of community-based services, including the
informal pre-court agreement, have been tried without success, review the
case with the supervisor and the parent/guardian/custodian. This review
should include consideration of why interventions were unsuccessful.
Based on the review, the case can be closed, re-referred to a communitybased program, or referred to the juvenile court. The review should be
documented in the youth’s case file.
File a petition only if there has been a failure of prior interventions and the
most appropriate service is only available through the juvenile court. If
the Intake Officer and Intake Officer Supervisor decide to file a petition
with the juvenile court, the Intake Officer shall prepare a memo
summarizing the case and failed interventions, and submit the memo to the
Juvenile Court at the hearing and be prepared to present the factual basis
for the CINS petition to the court. (See CINS Petition Template in
Appendix 6.)
Investigate all chronic truancy referrals, refer the youth for services, and
advise the parent/guardian/custodian that the local Board of Education,
under the authority of the State Board of Education, has primary
responsibility for intervention, continued education, and/or referral to
Truancy Courts or programs;
a.
File a CINS petition based on the truancy only with approval from
an Intake Officer Supervisor and the Regional Director. The
decision to file a petition should meet the criteria set forth in the
Intake Policy and Procedures; and
b.
If the parent/guardian/custodian is not cooperative during the
Intake Conference or refuses to attend the Intake Conference:
1)
close the case and recommend to the local Board of
Education that consideration be given to filing a complaint
against the parent/guardian/custodian in District Court
(Code of Md., Education Article, § 7-301); or
2)
recommend to the local Board of Education that
consideration be given to filing a complaint with the State’s
Attorney against the parent/ guardian/ custodian for
contributing to making the youth a Child in Need of
Supervision (Code of Md., Courts and Judicial Proceedings
Article, §3-8A-30 - Contributing to Certain Conditions of a
Child.)

Intake Procedures for a Non-tobacco Citation (Alcohol, Salvia Divinorum,
Marijuana less than 10 grams)
1.
For the first non-tobacco citation referral, the Intake Officer may:
a.
Refer the youth to an alcohol education, substance abuse
education, or rehabilitation program, if necessary; or
b.
Assign the youth to a supervised community work service program
12

Intake Policy
CS-122-17
February 14, 2017

2.

3.

4.

5.

to complete not more than 20 hours, or
c.
Request the youth’s parents/guardians/custodians to withdraw
his/her consent to the youth's license to drive and advise the Motor
Vehicle Administration (MVA) of the withdrawal of consent.
For subsequent non-tobacco citation referrals, the Intake Officer may:
a.
Refer the youth to an alcohol or substance abuse assessment,
education, or rehabilitation program;
b.
Assign the youth to a supervised community work service program
to complete not more than 40 hours; or
c.
Require the youth’s parent/guardian/custodian to withdraw consent
to the youth's license to drive and advise the MVA of the
withdrawal of consent.
The Intake Officer shall forward a non-tobacco citation to the Office of the
State's Attorney if:
a.
The youth fails to comply with an alcohol or substance abuse
education or rehabilitation program referral or a supervised
community work service program assignment.
b.
The youth’s parents/guardians/custodians refuse to withdraw
consent for the youth's license to drive.
To have the parent withdraw consent for a youth’s driver’s privileges,
the Intake Officer may advise the parent:
a.
To withdraw consent for the youth’s driver’s license privileges,
the Intake Officer shall provide the Consent for Withdrawal of
Driver’s License Privilege Form (Appendix 7) to the parent for
signature and send the signed Consent Form, the youth’s license
and a copy of the citation to the Administrative Adjudication
Division, Maryland Motor Vehicle Administration, 6601 Ritchie
Highway, N.E., Glen Burnie, Maryland 21062. The Intake
Officer will inform the parent or guardian that the period of
cancellation does not begin until the license is received by MVA.
b.
To reinstate the youth’s driver’s license privileges at the end of the
cancellation period (30, 60, or 90 calendar days), the Intake Officer
shall:
1)
complete the Suspension Withdrawal Form (Appendix
8) to confirm that, immediately preceding the youth’s reapplication, the youth has remained abstinent for 30, 60, or
90 days with no indication of drug or alcohol usage, and
give the completed form to the parent; and
2)
inform the parent/guardian/custodian that the MVA will not
reinstate the youth’s driver’s license until the parent sends
the withdrawal form and that he or she will have to pay a
fee for a duplicate license at that time.
In the event that any sanctions are imposed and the youth is placed on
Informal Supervision, a Pre-Court Supervision folder must be opened in
13
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ASSIST, in accordance with Section L of this policy, to track and
document compliance with the conditions imposed.
H.

Intake Procedures for a Tobacco Citation - The Intake Officer:
1.
For the first tobacco citation, may refer a youth to a smoking cessation
clinic or other suitable presentation of the hazards associated with tobacco
use; assign the youth to a supervised community work service program for
not more than 20 hours; or forward the citation to the State’s Attorney.
2.
For a subsequent tobacco citation referral, refer the youth to a smoking
cessation clinic or other suitable presentation of the hazards associated
with tobacco use; assign the youth to a supervised community work
service program for not more than 40 hours; or forward the citation to the
State’s Attorney.
3.
If the youth fails to comply with a smoking program referral or a
supervised work program assignment, the intake officer shall forward the
citation authorized to the State’s Attorney.
4.
In the event that any sanctions are imposed and the youth is placed on
Informal Supervision, a Pre-Court Supervision folder must be opened in
ASSIST, in accordance with Section L of this policy, to track and
document compliance with the conditions imposed.

I.

Intake Procedures for a Request for a Peace Order Complaint – The Intake
Officer shall:
1.
Handle a request for a peace order complaint when it is initiated by a
person who alleges that a juvenile has committed one or more of the
following acts within 30 calendar days of the filing of the request:
a.
An act that causes serious bodily harm;
b.
An act that places the victim in fear of imminent serious bodily
harm;
c.
Assault in any degree;
d.
Rape or sexual offense as described under Code of Md., Criminal
Law Article §3-303 through §3-308 or attempted rape or sexual
assault in any degree;
e.
False imprisonment;
f.
Harassment, as described under §3-803 of the Code of Md.,
Criminal Law Article;
g.
Stalking as described under §3-802 of the Code of Md., Criminal
Law Article;
h.
Trespass as described under Title 6, Subtitle 4 of the Code of Md.,
Criminal Law Article; or
i.
Malicious destruction of property as described under §6-301 of the
Code of Md., Criminal Law Article;
2.
Review a peace order complaint, immediately upon receipt, to determine
the following:
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a.

3.
4.

5.

6.

7.

8.

9.

J.

Whether the juvenile court has jurisdiction based on the age of the
respondent and the location of the alleged act,
b.
Whether the alleged act occurred within the previous 30 calendar
days,
c.
Whether the situation warrants immediate action or whether the
complaint can be processed in the routine manner within 25
calendar days,
d.
Whether a delinquency complaint should be filed, either instead of
or in addition to the Peace Order complaint, and
e.
Whether a law enforcement officer should be notified;
File a peace order complaint by completing the Peace Order Complaint
Form (Appendix 9) when the situation warrants immediate action;
Deliver the completed request to the court clerk’s office for entry on the
docket and scheduling of a hearing when the situation warrants immediate
action;
Assist the complainant in filing a personal complaint or referring the
complaint to law enforcement when the situation warrants the filing of a
delinquency complaint;
If the youth is unknown to DJS, enter required information into the Person
View screen in ASSIST and open an Administrative Folder, which will
allow an Alert to be created.
Document Peace Order decisions in ASSIST using the Alert event within
one business day of the decision. The narrative section of the Alert event
shall be used to document:
a.
The nature of the allegations;
b.
The rationale for the Intake Officer’s decision; and
c.
The assigned complaint number if a parallel delinquency referral
has been initiated.
Resolve the case by doing one of the following:
a.
File a Peace Order Complaint;
b.
Propose informal pre-court supervision of the complaint; or
c.
Deny authorization to file a Peace Order Complaint.
The Administrative Folder can be closed when a decision is made to
submit the Peace Order complaint to the court or when the Informal
Supervision is terminated.

Detention Authorization for Violation of Community Detention (CD)
1.
The Intake Officer shall immediately complete the Detention/Shelter
Authorization Form in DocGen ASSIST to authorize continued secure
detention or shelter care.
2.
The Intake Officer shall request a hearing on the petition be held no later
than the next court day unless extended for no more than five (5) business
days by the court upon a showing of good cause.
3.
The Intake Officer shall provide reasonable notice, oral or written, stating
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the time, place, and purpose of the hearing to the youth and to the youth’s
parent/guardian/custodian if they can be located.
K.

ASSIST, Data Entry, Record Keeping and Report Writing - The Intake
Officer, or staff designated by the Intake Officer’s Supervisor shall:
1.
Upon receipt of the complaint, stamp the complaint with the date of
receipt. Enter the complaint into ASSIST within 5 business days from the
date of receipt and record:
a.
the youth’s information;
b.
all alleged offenses and date(s) of occurrence; and
c.
the date of receipt for the complaint which must reflect the date
the complaint was stamped.
2.
Document all attempts to reschedule intake appointments in the drop down
menu in the Intake Decision Event Screen.
3.
Record the intake decision and any information explaining the decision
within 25 calendar days of the receipt of the complaint and enter into
ASSIST within 5 business days of the decision.
4.
Ensure all reports and required documentation are placed in the Intake file
in reverse chronological order.

L.

Notification of Decisions and Rights to Appeal - The Intake Officer shall:
1.
Provide written notification to the following persons of the intake decision
and the reasons for the decision:
a.
The youth who is the subject of the complaint, if practicable;
b.
The parent/guardian/custodian of the youth who is the subject of
the complaint;
c.
The victim;
d.
The arresting law enforcement officer; and
e.
The person or agency that filed the complaint or caused it to be
filed.
Note: If the victim disagrees with the Intake decision to close, resolve or
disapprove the delinquency complaint at Intake, the Intake Officer shall
refer the victim to the State’s Attorney’s Office in the jurisdiction where
the offense occurred to determine what legal recourse may be available.
2.
Once the decision is made (resolve at intake, informal adjustment, forward
petition to SAO, or disapproved), send the notice of Intake
Decision/Appeal letter to the victim or victim’s representative, arresting
officer, and complaint source to notify the victim or victim’s
representative, arresting officer, and complaint source of the Intake
decision and the victim’s right to appeal the decision within 30 days from
the date the letter was mailed;
a.
If the decision is to forward the petition to the State’s Attorney,
send the Intake Formal Action Notification Letter found in the
DocGen module in ASSIST to the victim or victim’s representative
16

Intake Policy
CS-122-17
February 14, 2017

3.

4.

M.

and forward a copy of the completed Victim Impact Statement
along with the delinquency complaint to the Office of the State’s
Attorney.
If the decision is to deny a CINS complaint or a peace order complaint,
inform the party who initiated the referral to DJS that s/he may appeal an
Intake Officer’s decision within 15 calendar days of receiving the decision
by completing and submitting the Peace Order Decision and Appeal
Form (Appendix 10) to the Regional Director for the Region in which the
complaint was filed.
If the youth fails to successfully complete the terms of the pre-court
supervision, notify the youth, the youth’s parents/guardians/custodians, the
victim, the arresting law enforcement officer, the person or agency that
filed or caused the complaint to be filed, and other involved parties of:
a.
the decision to terminate an unsuccessful informal pre-court
supervision and the subsequent decision to authorize or deny a
petition;
b.
the basis for that decision; and
c.
the right to appeal these decisions.

Informal Pre-court Supervision – In those cases where the Intake Officer has
determined that an Informal Pre-Court Supervision is an appropriate
disposition of the complaint, the Intake Officer shall:
1.
Proceed with an informal pre-court supervision agreement when the youth
and youth’s parents/guardians/custodians consent to the informal pre-court
supervision procedure.
2.
Develop a written contract with the youth and the youth’s parents/
guardians/custodians utilizing the DJS Agreement for Informal
Adjustment and Supervision Form (Appendix 11), found in the
DocGen module in ASSIST, which clearly identifies:
a.
The purpose of the informal pre-court supervision;
b.
The proposed length of the informal pre-court supervision;
c.
Sanctions to be imposed during the informal pre-court supervision;
d.
Conditions of behavior during the informal pre-court supervision;
e.
Services to be accessed during the informal pre-court supervision;
f.
Notification that failure to successfully complete the informal precourt supervision may result in the authorization of a petition; and
g.
Notification that the victim may object to the informal supervision
agreement and if so, that the agreement may be modified or
nullified.
3.
Send the Victim Consent Letter for Informal Supervision found in the
DocGen module in ASSIST; if the victim objects to the Intake decision or
the terms of the informal pre-court agreement, the Intake Officer shall
discuss the decision and terms with the victim and may modify the
decision and/or terms to secure the victim’s consent; if the victim does
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4.
5.

6.

7.
8.

9.

10.

11.

12.

not consent to the conditions, informal pre-court supervision is not
permissible, and the Intake Officer may forward the complaint to the
State’s Attorney or close the case; if the case is closed, the victim may
appeal to the State’s Attorney.
After the expiration of the 30 day period in which the victim may request
an appeal, the victim cannot withdraw their consent.
If restitution is required, as part of the Informal Pre-Court Supervision,
complete the Restitution Input document and explain the restitution
payment process to the youth and family.
Enter the informal pre-court supervision decision and date in the Intake
Decision event within the Intake folder, which enables an ASSIST
informal pre-court supervision folder to be opened.
Supervise the youth according to the terms, including contact
expectations, set forth in the informal pre-court supervision agreement.
In pre-court supervision agreement cases, document in the contact module
in ASSIST, the youth’s progress, or lack thereof, and each contact made
with a victim or the victim’s representative, any written correspondence
sent or received, or any other correspondence.
The informal adjustment process may not exceed 90 calendar days unless
the Intake Officer has completed the Petition and Order to Extend
Informal Adjustment Form in DocGen and obtained the court’s permission
or the Intake Officer determines that additional time is necessary for the
child to complete a substance abuse treatment program that is part of the
informal adjustment process.
If during the period of informal pre-court supervision it is evident that the
youth will not successfully complete or fails to comply with the terms of
the pre-court supervision, consult with the Intake Officer’s Supervisor to
obtain approval to
a.
amend the informal pre-court supervision agreement;
b.
terminate the informal pre-court supervision agreement;
c.
extend the informal pre-court supervision agreement utilizing the
Petition and Order to Extend Informal Adjustment found in the
DocGen module of ASSIST; or
d.
authorize the filing of a petition.
Notify a youth, the youth’s parents/guardians/custodians, the victim, the
arresting law enforcement officer, the person or agency that filed or
caused the complaint to be filed, and other involved parties of:
a.
the decision to terminate an unsuccessful informal pre-court
supervision or modify the terms of informal pre-court supervision,
and/or the subsequent decision to authorize or deny a petition;
b.
the basis for that decision; and
c.
the right to appeal these decisions to the local State’s Attorney.
Update the Folder Close Event (which will modify the ASSIST Legal
Action) with any relevant information within 5 business days.
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13.

N.

Edit the ASSIST Alert for any open Peace Orders with any relevant
information within 5 business days.

Intake Officer Supervisor Responsibilities.
1.
Receipt and Assignment of Complaints - A Supervisor shall:
a.
Require staff to date stamp each complaint or peace order
complaint on the day it is received in a DJS office.
b.
Monitor to ensure that the receiving person logs in the date of
receipt, the number of complaints received and the referral source
of the complaint within 5 business days of receiving the complaint.
c.
Monitor to ensure that staff enter every allegation from the
complaint (not just the most serious) received at intake into
ASSIST within 5 business days of receipt.
d.
Monitor to ensure that staff enter the actual date of receipt of the
complaint into ASSIST and the office log.
e.
Ensure the complaint received by Intake is assigned to an Intake
Officer for inquiry within 2 business days of entering the
complaint into ASSIST.
f.
Ensure that the Intake Officer has completed an intake decision on
each complaint within 25 calendar days of receipt and has noted
the decision in ASSIST within 5 business days of the decision.
g.
Within 3 business days of the Intake Officer finalizing the intake
decision, ensure the intake decision is reviewed and approved;
include any documentation of mitigating or aggravating
circumstances that may lead to an override decision. NOTE: The
employee who finalizes the intake decision cannot approve the
decision. Approval must be made by the employee’s supervisor,
or, in the absence of the supervisor, the county supervisor, the
assistant Regional Director or Regional Director.
2.

Case File and Record Review – A Supervisor shall:
a.
Review each MCASP Risk and Needs Assessment for accuracy
and completeness, and indicate approval by signing the Intake
Summary Page.
b.
Review case records of each Intake Officer under his/her
supervision and ensure the following are included in the record:
(1)
Data entry of the complaint;
(2)
Notes from any conversations with a victim or other party
from whom information was gathered;
(3)
Documentation that an Intake Officer explained to a youth
and the youth’s parent/guardian/custodian the nature of the
process and their rights;
(4)
Intake Conference notes;
(5)
Results of the MCASP Risk and Needs Assessment;
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(6)

c.

3.

O.

Documentation of the discussion of mental health,
substance abuse, and developmental delay issues, referrals
made, and whether follow-up occurred within 15 calendar
days;
(7)
The manner of handling a decision including timeliness,
thoroughness, and the rationale for the decision;
(8)
Documentation that the decision was made within the
legally mandated time;
(9)
Documentation that the requisite notification of the
decision and advisory of rights to appeal were made; and
(10) Documentation of the victim’s consent to an informal precourt supervision agreement and its conditions.
Ensure the MCASP Risk and Needs Assessment indicated outcome
is considered by Intake Officers or, when override decisions are
agreed upon, authorized by the Intake Officer Supervisor, and
documented in ASSIST, include a full explanation of mitigating or
aggravating circumstances that led to the override decision.

Training and Professional Development - A Supervisor shall:
a.
Provide on-site orientation and direction and require an Intake
Officer under his/her supervision to receive on-going professional
development.
b.
Require each Intake Officer under his/her supervision to have
access to and a working knowledge of the following:
(1)
Maryland Rules, Title11;
(2)
Md. Code Ann., Cts. and Jud. Proc., §3-8A-01 to §3-8A34;
(3)
Md. Code Ann., Crim. Law,§14-101(a);
(4)
Md. Code Ann., Hum. Servs., §9-301 to §9-314; and
(5)
A current list of available continuum of community
services, including shelter care facilities and detention
centers, with requirements for admission and referrals.
c.
Continuously monitor Intake Officers to identify any skill areas
that need improvement and certify the completion of appropriate
training and/or provide the necessary on-the-job training to
improve these skills. These development efforts shall be
documented in the employee’s Performance Evaluation Program
(PEP) process.

Regional Director Responsibilities - The Regional Director shall:
1.
Take appropriate steps to:
a.
ensure adherence to the DJS Intake Policy and the Detention Risk
Assessment, Alternatives to Detention and Detention
Procedures Manual (Appendix 12); and
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b.
2.

3.

4.

5.

P.

minimize the need for unnecessary detention or shelter care of youth
within the Region.
Establish specific intervals for reevaluation of continued detention and
shelter care decisions and when appropriate, shall ask a juvenile court to
reconsider, modify or rescind continued detention or shelter care orders.
Make recommendations to the Executive Director of Community Services
for the selection and assignment of appropriate staff to perform the duties
of an Intake Officer.
Establish control processes and local procedures to ensure that Intake
Officers and Intake Officer Supervisors act in compliance with the law to
accomplish the stated goals of:
a.
Limiting petition authorization to youth presenting a risk to public
safety consistent with the MCASP Case Forwarding
recommendations, and consideration of adult supervision as
aggravating factors;
b.
Assessing youth for service needs at their earliest contact with the
Department;
c.
Providing for a youth’s identified needs in the least restrictive
manner; and
d.
Investigating and addressing high levels of MCASP Risk and
Needs Assessment overrides to determine the cause for an override
and if any action is required.
If the complainant is appealing the denial of a CINS complaint or a peace
order complaint, within 15 calendar days of receipt of request to appeal
the denial, review the Intake Officer’s decision and determine if the
juvenile court has jurisdiction; and if, after determining judicial action is
in the best interests of the public and the child, inform the complainant in
writing of this final decision to authorize the filing of a petition; and
ensure the petition is filed within 5 business days of the final decision.

Intake Training
All Intake Officers, Intake Supervisors, and Regional Directors are required to
attend designated state approved trainings to ensure efficient Intake processing in
conformity with this Policy and the Standard Operating Procedures for Intake.

IV.

RESPONSIBILITY
Regional Directors are responsible for implementation and compliance with this
procedure.

V.

INTERPRETATION
The Deputy Secretary of Operations shall be responsible for interpreting and granting any
exceptions to these procedures.
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VI.

VII.

VIII.

LOCAL OPERATING PROCEDURES REQUIRED
No
DIRECTIVES/POLICIES REFERENCED
A.
Limited English Proficient Persons Policy
B.
Intimate Partner Violence - Lethality Assessment Program Policy
C.
Case Management Policy
D.
Alert Function in ASSIST Directive
APPENDICES
1.
Felony Memorandum
2.
Prohibited Exposure Notification Letter
3.
Intake Decision Form
4.
Authorization for Release of Information Consent Form
5.
Mental Health and Substance Abuse Referral Record (Revision of DJS-05-02
found in DocGen)
6.
CINS Petition Template
7.
Consent for Withdrawal of Driver’s License Privilege Forms
8.
Suspension Withdrawal Form
9.
Peace Order Complaint Form
10.
Peace Order Decision and Appeal Form
11.
Agreement for Informal Adjustment and Supervision Form
12.
Detention Risk Assessment, Alternatives to Detention and Detention Procedures
Manual
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MARYLAND
Department of
Juvenile Services

Successful Youth • Strong Leaders • Safer Communities

DJS POLICY AND STANDARD OPERATING
PROCEDURES
Statement of Receipt and Acknowledgment of Review
and Understanding
POLICY:
Intake Policy
NUMBER: CS-122-17
APPLICABLE TO: All Community Services Employees

I have received and reviewed a copy (electronic or paper) of the above titled policy and
procedures. I understand the contents of the policy and procedures.
I understand that failure to sign this acknowledgment form within five working days of receipt of
the policy shall be grounds for disciplinary action up to and including termination of
employment.
I understand that I will be held accountable for implementing this policy even if I fail to sign this
acknowledgment form.

SIGNATURE

___________________________
PRINTED NAME

_____________________________________
DATE

SEND THE ORIGINAL, SIGNED COPY TO VERNELL JAMES IN THE DJS OFFICE OF
HUMAN RESOURCES FOR PLACMENT IN YOUR PERSONNEL FILE.

MARYLAND
Department of
Juvenile Services
Successful Youth • Strong Leaders • Safer Communities

Boyd K. Rutherford

Lawrence J. Hogan, Jr.

Lt. Governor

Governor

Sam Abed
Secretary

--- FELONY MEMORANDUM --TO:

State’s Attorney for _________________

FROM:
DATE:
RE:
Alleged Offense:
Citation No.:

The above named child has been charged with either a delinquent act that would be a felony if committed by an
adult or a violation of §4-203 or §4-204 of the Criminal Law Article of the Maryland Annotated Code.
This intake officer has completed the jurisdictional inquiry required by §3-8A-10 of the Courts and Judicial
Proceedings Article of the Annotated Code. For the reasons stated in the Intake Decision Report accompanying
this Memorandum, this writer has:
___
___

Proposed an informal adjustment of this matter; or
Declined to authorize the filing of a petition.

Accordingly, this matter has been forwarded to your office for REVIEW purposes pursuant to §3-8A10(c)(4)(i) of the Courts and Judicial Proceedings Article. The filing of a petition is NOT requested.
Once you have reviewed this matter, please advise us as to how you have elected to proceed by completing the
appropriate box below and then returning this memorandum to us by facsimile at (___) ___-____.
___
___
___
___

The proposed informal adjustment is acceptable.
The proposed informal adjustment is not acceptable. We have
elected to file a petition with the Juvenile Court for ______________.
We have closed our file. No petition will be filed.
Other: ________________________________________________

Date: ________________

Assistant State's Attorney:____________________________________

410-263-8709 / Toll Free: 1-877404-3724 / TDD: 1-800-735-2258
Treating Children
Supporting Families
Protecting Communities
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MARYLAND
Department of
Juvenile Services

Successful Youth • Strong Leaders • Safer Communities

Boyd K. Rutherford
Lt. Governor

Lawrence J. Hogan, Jr.
Governor

Sam Abed
Secretary

Date:

(Victim/Representative’s Name)
(Address)
(Address)

Youth Name:

Dear (Victim/Representative’s Name):
Under state law, MD Annotated Code, Criminal Procedure § 11-107 to § 11-113, you or your representative
have the right to request that a youth submit a blood sample for testing of HIV/AIDS when the youth was
charged with or found to have committed a delinquent act that may have caused or resulted in your exposure to
HIV/AIDS.
If you think that you have been put at risk for HIV/AIDS exposure because of the youth’s actions, please
contact the State’s Attorney in your county for guidance in your individual situation. It is your legal right, upon
written request to the State’s Attorney, to ask the court to order mandatory testing of the youth by the local
health department.
If you have any questions, please feel free to call me at xxx-xxx-xxxx.

Sincerely,

DJS CMS/Intake

Appendix 2

Toll Free: 1-888-639-7499

TDD: 1-800-735-2258
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MARYLAND
Department of
Juvenile Services

Successful Youth • Strong Leaders • Safer Communities

Boyd K. Rutherford

Lawrence J. Hogan, Jr.

Lt. Governor

Sam Abed

Governor

Secretary

Department of Juvenile Services

Intake Decision
Youth Name:
Youth ID:
SSN:
Address:

Folder ID:
DOB:

Phone #:
School:

Race:

Grade:

Mother’s Name:
SSN:
Address:

Phone #:
Guardian:

Father’s Name:
SSN:
Address:

Phone #:
Guardian:

Live with:

Living with other:
Relationship:
Guardian:
Complaint Source:
Address:

Phone #:
Complaint ID:
Alleged Offense

Live with:

Case Manager:
Office:
Phone #:
Complainant's Name:

Complaint Date:
Offense Date

Decision:
Victim's Name

Date:
Address

Phone #

D Prior Record (if check, see attached)
Hearing with youth/parents
Date of Interview:

D held D not held

Rationale and justification for Intake Decision including efforts made to contact the parties and their failure to appear:

Intake Officer (print)
Supervisor’s Signature:

DJS(I)-296

Hearing Impaired TTD 1 (800) 735-2258
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MARYLAND
Department of
Juvenile Services
One Center Plaza
120 West Fayette Street
Baltimore, MD 21201

Successful Youth • Strong Leaders • Safer Communities

Boyd K. Rutherford

Lawrence J. Hogan, Jr.

Lt. Governor

Sam Abed

Governor

Secretary

AUTHORIZATION FOR RELEASE OF INFORMATION
Date:
Respondent’s Name:
Date of Birth:
Social Security Number (optional):
The under signed hereby authorize and request:
to provide the Maryland
Department of Juvenile Services and the Maryland State Department of Education the following information:
The disclosure is to be used for the following purposes:
I understand that I may revoke consent to release this information, in writing at any time, but I understand the cancellation
will not affect any information that was already released before the cancellation.
Youth

Date

Parent(s)/Guardian

Date

Parent(s)/Guardian

Date

Witness

Date

Witness

Date

Any individual agency receiving this information is prohibited from making further disclosure of this information without
approval of the person in interest.
Authorization of this release will expire one year from the date it is signed. Expiration date:
410-230-3333 / Toll Free: 1-888-639-7499 / TDD: 1-800-735-2258
SUCCESSFUL YOUTH
STRONG LEADERS
SAFER COMMUNITIES

•

•

DEPARTMENT OF JUVENILE SERVICES
Mental Health and Substance Abuse Screening Record
Submit this form to supervisors and include a copy in the juvenile's file as confirmation
of an initiated referral and follow-up for an assessment/mental health screening.
Matter of:

Date of Birth:

Parent/Guardian: _____________________

Contact #: _____________________

Date of Interview:

Offense:

ASSIST ID Number:

Case Number:

Referral Process Initiated (please circle)

Yes

No

Client Referred To:

D

I plan to pursue a referral.

When completion of a mental health or substance abuse screening is a condition of an
informal adjustment agreement, within 15 calendar days DJS must document a
discussion as to whether the parent / guardian / custodian made an appointment for
the screening and/or whether the Department can be of further assistance in having
the screening performed.

D
D

I do not plan to pursue a referral.
My child has already had an assessment or mental health screening and/or is

currently in treatment. Place: _______________________________
________________________________________
Signature of Youth

__________________
Date

________________________________________
Signature of Parent/Guardian

__________________
Date

Contact made within 15 days to follow-up on
Referral process (please circle)

Yes

No

Date of follow-up contact:
Additional Information: ___________________________________________________
________________________________________________________________________

Intake Officer: ________________________

Date:

MATTER OF:

*

IN THE CIRCUIT COURT

<YOUTH> (<D.O.B.>)
<STREET>
<CITY, STATE, ZIP CODE>

*

FOR ________________________

*

SITTING AS A JUVENILE COURT

*

Case No.:

PETITION FOR CHILD IN NEED OF SUPERVISION
TO THE HONORABLE JUDGES OF SAID COURT:
The Petition of the Department of Juvenile Services, by and through <CASE
MANAGER>, Case Management Specialist III, respectfully represents that the
Respondent is a child in need of supervision, and in support thereof, states:
1. That this Petition is filed pursuant to Courts and Judicial Proceedings Article
§3-8A-13(b).
2. That the Respondent is a child who requires guidance, treatment or
rehabilitation and:

D Is required by law to attend school and is habitually truant;
D Is habitually disobedient, ungovernable, and beyond the control of the
D
D

person having custody of the Respondent;
Deports himself or herself so as to injure or endanger himself or herself or
others; and/or
Has committed an offense applicable only to children.

3. That in particular, the Respondent <INSERT>.
WHEREFORE, the Department of Juvenile Services requests:
A. That the Court, after proper hearing, make such a finding and pass such an
Order as appropriate in the premises; and
B. For such other and further relief as the nature of this cause may require.
DEPARTMENT OF JUVENILE SERVICES

By: _________________________
<CASE MANAGER>, CMS III
Petitioner
Dated:

DJS Approved: _____________________________

Date: ____________

MATTER OF:

*

IN THE CIRCUIT COURT

<YOUTH> (<D.O.B.>)
<STREET>
<CITY, STATE, ZIP CODE>

*

FOR _______________________

*

SITTING AS A JUVENILE COURT

*

Case No.:

REQUEST FOR WITNESS SUBPOENA
To the Clerk:
Please subpoena the following person(s):
Name: ___________________________

Address: ___________________________
___________________________
___________________________

___________________________

___________________________
___________________________
___________________________

___________________________

___________________________
___________________________
___________________________

to testify at the hearing in this case.
DEPARTMENT OF JUVENILE SERVICES

By: _________________________
<CASE MANAGER>, CMS III
Intake Officer/Petitioner
Dated: ______________________

DJS Approved: _____________________________

Date: ____________
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MARYLAND
Department of
Juvenile Services

Successful Youth • Strong Leaders • Safer Communities

Boyd K. Rutherford
Lt. Governor

Lawrence J. Hogan, Jr.

Sam Abed

Governor

Secretary

Date: ________________________

Administrative Adjudication Division
Motor Vehicle Administration
6601 Ritchie Highway, N.E., Room 103
Glen Burnie MD 21062

RE: Consent for Withdrawal Form

To whom it may concern:

Attached is a signed parental consent to withdraw the driver’s license privileges of their child who has
a positive substance abuse test result or has refused to be tested as ordered by the Juvenile Court. This
child is currently under the supervision of the Department of Juvenile Services (DJS) and I am the
child’s DJS Case Management Specialist. I have determined that this child’s driver’s license privileges
should be suspended for XX (30-90) days. Once the child has completed DJS program sanctions, I will
send a separate letter requesting reinstatement of the child’s driving privileges.

If you have any questions, please call or mail me at the contact information below.

Sincerely,

Case Management Specialist Signature
CMS Name
Mailing Address
Phone Number
Email address
Phone: 410-230-3333

Toll Free: 1-888-639-7499

TDD: 1-800-735-2258

DEPARTMENT OF JUVENILE SERVICES
WITHDRAWAL OF CONSENT
VIOLATION OF JUVENILE DRUG/ALCOHOL TESTING

I hereby withdraw my consent for my child to operate a motor vehicle and authorize the Maryland
Department of Motor Vehicles to suspend and recall the Maryland driver’s license that has been
issued in this child’s name.

Child’s Driver’s License Number: _____________________________________

Child’s Address: ___________________________________________________

I understand that, in the case where the child is not licensed, the withdrawal will become effective
once the youth applies for a license or reaches the age of 16, whichever occurs first.

I understand that this withdrawal is being requested because my child either had a positive test result or
has refused to be tested as ordered by the Juvenile Court.

I understand that the DJS Case Management Specialist will determine the length of the suspension and
that the Department of Motor Vehicles will only release the juvenile suspension at the direction of the
DJS Case Management Specialist. I understand that to reinstate the youth’s ability to obtain a driver’s license,
DJS must submit a suspension release form to the Department of Motor Vehicle.

Parent’s Name: ____________________________________________________

Parent’s Signature: _____________________________ Date: ______________

410-230-3333 / Toll Free: 1-888-639-7499 / TDD: 1-800-735-2258
Successful Youth • Strong Leaders • Safer Communities
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Department of
Juvenile Services
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Successful Youth • Strong Leaders • Safer Communities

Boyd K. Rutherford
Lt. Governor

Lawrence J. Hogan, Jr.

Sam Abed

Governor

Secretary

Date: ________________________

Administrative Adjudication Division
Motor Vehicle Administration
6601 Ritchie Highway, N.E., Room 103
Glen Burnie MD 21062
RE: Suspension Withdrawal Form
To whom it may concern:
The below listed individual has satisfied his/her condition of probation by submitting to the required drug test order by
court and by remaining abstinent from drug/alcohol for the preceding 90 days.
Youth’s Name: _____________________________________________
Date of Birth: ______________________________________________
Driver’s License No.: ________________________________________
The parental consent and suspension imposed against his/her Maryland driver’s license can be withdrawn at this time. If
you have any questions or need more information, please call or email me at the contact information below.
Sincerely,

Print CMS Name: ___________________________________________
Contact Telephone No.: ______________________________________
Contact email: ____________________________________________

Phone: 410-230-3333

Toll Free: 1-888-639-7499

TDD: 1-800-735-2258

MARYLAND
Department of
Juvenile Services
Successful Youth • Strong Leaders • Safer Communities

Boyd K. Rutherford
Lt. Governor

Lawrence J. Hogan, Jr.

Sam Abed

Governor

Secretary

PEACE ORDER COMPLAINT FORM
(Courts & Judicial proceedings, Articles, 3-8A-19.1 et seq)
Date: ___________
I want protection from ..................................................................................................., a juvenile.
(Name of Juvenile)
The juvenile committed the following acts against ..........................................................................
(Name of Victim)
within the past 30 days on the dates stated below: (check all that apply) D any act that causes serious bodily
harm D An act that placed the victim in fear of imminent serious bodily harm D assault D rape or sexual
offense D false imprisonment D harassment D stalking D trespass D malicious destruction of
property
DESCRIPTION OF ACT(S):(Include location, time, date of act, and description)
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
____________________________________________________________
Juvenile’s Full Name: __________________________

DOB: _________________________

SEX: ______ RACE: ____________ SCHOOL: ________________________ GRADE: _______
HEIGHT:________WEIGHT: _______ HAIR COLOR: ____________ EYE COLOR:_________
______________________________________________________________________________
Living With: (Name & Address)
(Phone#)
______________________________________________________________________________
Father’s Name and Address (If different from above)
(Phone#)
______________________________________________________________________________
Mother’s Name and Address (If different from above)
(Phone#)
Place of Work, Address, Telephone Number: __________________________________________
______________________________________________________________________________

Phone: 410-230-3333

Toll Free: 1-888-639-7499

TDD: 1-800-735-2258

I want the court to Order the Juvenile:

D NOT to commit or threaten to commit any of the acts listed above against.................................
D NOT to contact, attempt to contact, or harass..............................................................................
D NOT to go to the residence(s) at ................................................................................................
DNOT to go to the school(s) at ......................................................................................................
D NOT to go to the work place(s) at ..............................................................................................
D Other specific relief

.......................................................................................................................................................
.......................................................................................................................................................

SUBMITTED BY: __________________________ __________________________________
(Print Name)
(Signature)
Address: _______________________________________________________________
Telephone #: ____________________________
I solemnly affirm under the penalties of perjury that the contents of this Peace Order Complaint Form are true to
the best of my knowledge, information and belief.
..............................................................................
Signature

..........................................
Date

******************************************************************************
Date of Decision: _________________________ Misdemeanor or Felony __________________

D
D
D

Propose informal adjustment.
Authorize the filing of a peace order request with the Court.
Refuse authorization to file a peace order request with the Court.

Refusal to authorize forwarded to States Attorney: ____________ Date Forwarded: ___________
Intake Officer: _______________________________________________
Supervisor: __________________________________________________

410-230-3333 / Toll Free: 1-888-639-7499 / TDD: 1-800-735-2258
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MARYLAND
Department of
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Boyd K. Rutherford
Lt. Governor

Lawrence J. Hogan, Jr.

Sam Abed

Governor

Secretary

Date:
Victim Name
Victim Address
Baltimore, MD 21221
Re: Client Name

Dear:
I have reviewed the facts concerning the Peace Order Complaint filed with the Department of Juvenile Services.
I have decided not to authorize the filing of the Complaint with the Juvenile Court.
If you disagree with this decision and wish to appeal, you must complete the form provided below and send it to
the Regional Director so that it is received by DATE.
If you have any questions or want to discuss this case with me before making a decision on whether to appeal,
please call me at WORKER PHONE NUMBER. If you do this, however, it will not extend the period within
which you are allowed to ask for a review of the decision.
Sincerely,

Worker Name
Intake Officer
Enclosure

Phone: 410-230-3333

Toll Free: 1-888-639-7499

TDD: 1-800-735-2258

IF YOU DISAGREE WITH THE DECISION OF THE INTAKE OFFICER, COMPLETE THE FORM BELOW AND SEND IT
SO THAT IT IS RECEIVED BY DATE:

Regional Director Name
Regional Address

Re: Youth Name
Youth ID #
Request for Peace Order Complaint Appeal

I have been informed of the Intake Officer’s decision not to forward the Peace Order Complaint to the juvenile
court for further proceedings.
I disagree with this decision, request that the Department of Juvenile Services’ Regional Director review the
decision, and authorize the filing of the Peace Order Complaint with the Juvenile Court.

Signature:

_____________________________________________________

Printed Name:

_____________________________________________________

410-230-3333 / Toll Free: 1-888-639-7499 / TDD: 1-800-735-2258
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Governor

Secretary

YOUTH AND PARENT CONSENT FOR INFORMAL ADJUSTMENT AND SUPERVISION
Matter of
Youth ID:
We, the undersigned parties, have been made aware of the facts of the complaints in this case.

Complaint ID:
Alleged Offense

Complaint Date:
Offense Date

Since the Intake Officer has determined that an Informal Adjustment of this complaint is in the best interest of the parties in this
complaint, the following voluntary agreements are made:
1.

The Intake Officer will:
A. Dispose of the case by the Informal Adjustment (unless the State’s Attorney reverses the Intake Office’s decision and
pursues formal court processing)
B. Notify those persons required by law of this decision
C. Make any referrals necessary

2.

The youth will:
A. Avoid future delinquent behavior
B. If enrolled in school or working, attend regularly and punctually
C.
D.
E.

3.

The parent/guardian(s) will:
A. Provide proper care and supervision for the youth
B. Make every reasonable effort to assure the youth conforms to these voluntary agreements;

It is further agreed that the period of Informal Adjustment will not exceed 90 days unless otherwise extended by the court at the
request of the Intake Officer.
The objectives of the Informal Adjustment are to have the youth and the parent/guardian(s) comply with the terms of the agreement,
and to have the youth avoid any future violations of the law.
We understand that no statement made by a participant during the Informal Adjustment Process or other information secured in the
discussions or conferences incident thereto shall be admitted in evidence in any adjudicatory hearing, or criminal proceeding against
the youth at any time prior to conviction.
We understand that our consent to this procedure is not compulsory but that during the Informal Adjustment Process the youth shall be
subject to such supervision as the Intake Officer deems appropriate. We may not, however, be compelled to appear in any conference,
produce any papers or visit any place.

Page 1 of 2

Phone: 410-230-3333

Toll Free: 1-888-639-7499

TDD: 1-800-735-2258

It is further understood and agreed that if it is determined the Informal Adjustment cannot be completed satisfactorily, the Intake
Officer, with supervisory approval, may terminate the Informal Adjustment, authorize the filing of a petition and forward the
complaint to the office of the State’s Attorney for possible Court action.

Date

Parent/Guardian

Date

Intake Officer Name & Phone #

Date

Page 2 of 2
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INTRODUCTION
These procedures are provided for Intake Officers, Case Management Specialists, and Supervisory Staff to
follow when rendering detention decisions in accordance with objective, risk-based criteria using the
Detention Risk Assessment Instrument (DRAI) to promote fair and impartial decision-making.
The Department of Juvenile Services (DJS) utilizes a DRAI at all detention decision points where DJS
could authorize or recommend secure detention to the court, in accordance with Maryland law, to assess
risk of flight and risk of youth to themselves or others.
The purpose of the DRAI is to limit detention to those youth who pose a clear risk to themselves
and to public safety and to use alternatives to detention where available and appropriate.
Alternatives to detention include, but are not limited to, day/evening reporting centers, community
detention, community detention with electronic monitoring, and shelter care.

DEFINITIONS
Adjudication hearing means a proceeding before a juvenile court to determine whether the allegations
of delinquency made against a youth in a petition are true. If the allegations concerning the alleged
delinquent act are found to be true, the youth may be adjudicated delinquent.
Adult detainer means a youth who is detained at a juvenile facility due to a detainer being issued by
the adult court when the youth is charged as an adult.
Child Safety Net Dashboard refers to a web-based system that identifies youth and families with active
involvement in both DJS and the Department of Human Resources (DHR).
Committed youth held for court hearing means a youth who is currently committed to the Department and
is detained pending a court hearing.
Community Detention means a program monitored by the DJS in which a delinquent youth or a youth
alleged to be delinquent is placed in the home of a parent, guardian, custodian, or other fit person, as
a condition of probation or as an alternative to detention. Community Detention may include
electronic monitoring as specified under Courts and Judicial Proceedings §3-8A-10(h)(2).
Community detention violation hearing means a proceeding to determine if a youth violated the terms and
conditions of the youth’s release to an alternative to detention.
Community detention means a program monitored by the Department in which a delinquent child or a
child alleged to be delinquent is placed in the home of a parent, guardian, custodian, or other fit
person, or in shelter care, as a condition of probation or as an alternative to detention. Community
detention includes electronic monitoring.
Delinquent Act means an act that would be a crime if committed by an adult.
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Detention means the temporary care of youth who require secure custody for the protection of
themselves and the community in physically restricting facilities. The major purpose of juvenile
detention is the protection of the youth and public, the provision of a healthy, safe, and humane
environment for youth who are a risk self and to public safety, and for the assurance of the youth’s
presence at court.
Detention Risk Assessment Instrument (DRAI) means an assessment of a youth’s risk to public safety
and/or of failing to appear for future court dates that are used to determine whether the youth
should be detained, placed in a detention alternative, or released to a parent/ guardian/custodian.
Disposition hearing means a proceeding before the juvenile court to determine whether an adjudicated
youth requires guidance, treatment, or rehabilitation and, if so, the nature of the guidance, treatment,
or rehabilitation.
Ejection from committed placement means a youth who may be detained because of being unsuccessfully
removed from a committed placement.
Escape means a youth who is detained due to an allegation that the youth has escaped from a secure
facility.
Facility Initial Reception Referral Screening Tool (FIRRST) means a Department approved assessment
instrument used for screening to determine if a youth requires emergent care for medical, mental
health or substance abuse conditions.
Intake Officer refers to a Case Management Specialist who is assigned to carry out Intake functions.
Intake Supervisor refers to the Case Management Specialist Supervisor who is responsible for
reviewing and approving the decisions of Intake Officers.
Interstate hold means a youth who is in detention pending a hearing, DJS or court action due to a
request from another jurisdiction.
Maryland Judiciary Case Search refers to a web-based system that captures all adult criminal court
information throughout Maryland.
New Complaint means a report filed by law enforcement alleging a delinquent offense.
Outside Regular Business Hours means Monday through Thursday from 5:00 p.m. to 8:00 a.m. the
following morning, Friday from 5:00 p.m. through Monday 8:00 a.m., holidays, and furlough days.
Petition means the pleading filed with the juvenile court under Md. Code Ann., Courts and Judicial
Proceedings, § 3-8A-15, et seq., alleging that the child is delinquent or in need or supervision and
requesting the authorization of detention, community detention, or shelter care for a youth who may
be in need of supervision or delinquent.
Review hearing means a proceeding before the juvenile court to review a youth’s case.
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Shelter Care means the temporary care of youth in physically unrestricting facilities. Shelter care does
not mean care in a state mental health facility. The major purposes of shelter care are the temporary
provision of a healthy, safe, and humane environment for youth who are not a risk to public safety
but who require temporary removal from home.
Transfer from adult jurisdiction means a youth, originally charged as an adult, whose case is transferred
to the juvenile court subsequent to an investigation ordered by the court of original jurisdiction to
determine whether the court should transfer jurisdiction to the juvenile court following a court
hearing.
Violation of Probation Hearing means a proceeding to determine if a youth violated the terms and
conditions of his or her probation and, if so, if revocation of probation is appropriate.
Writs and Warrants mean the court orders, which require the youth to be brought before the court.

PROCEDURES
I. DRAI
A. GENERAL PROCEDURES
1. The DRAI shall be completed to guide Intake Officers and Case Management Specialists
(CMS) at the following detention decision points:
a. New Complaint when law enforcement is requesting detention;
b. Writ or warrant;
c. Alternative to Detention (ATD) violations;
d. Adjudication hearings;
e. Disposition hearings;
f. Review hearings;
g. Violation of Probation hearings when DJS is recommending detention;
h. Transfer from adult court jurisdiction;
i. Adult detainer;
j. Interstate hold;
k. Committed youth held for court hearing;
l. Escape from secure facility; and
m. Ejection from committed placement.
2. If detention occurs prior to the completion of a DRAI, a DRAI shall be completed by
the assigned CMS within one business day of the detaining event.
3. Mandatory overrides and aggravating or mitigating factors that result in an override shall
be identified on the DRAI.
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B. DETENTION DECISION EVENTS
1. New Complaints
When law enforcement requests detention, the Central Intake Officers or the CMS shall
complete a DRAI to guide detention.
a. Local Intake Officers shall administer the DRAI for detention requests made during
regular business hours. Any overrides to the DRAI shall be approved by the
Regional Director or their designee.
b. Central Intake Officers shall administer the DRAI for after-hours detention. Any
overrides, except mandatory overrides, shall be approved by the Regional Director or
their designee from the jurisdiction where the alleged delinquent act occurred.
2. Writs and Warrants
a. Local Intake Officers shall administer the DRAI for youth brought to the
Department’s attention during regular business hours for an active warrant or writ
issued by a court.
b. Central Intake Officers shall administer the DRAI for youth brought to the
Department’s attention during after-hours detention for an active warrant or writ
issued by a court.
c. If the writ or warrant requires mandatory detention, the youth shall be detained.
d. The youth shall be presented to the court the next court day for a detention review
hearing.
e. The DRAI score shall guide the Department's recommendation to the court at the
detention review hearing.
f. Any overrides resulting in secure detention must be approved by the Regional
Director or designee.
3. Community Detention Violation Hearing
a. If a youth violates the conditions of community detention, and it is necessary to
protect the child or others, an intake officer may authorize the detention of a child.
b. If a Community Detention Officer (CDO) is requesting that the youth be detained
due to a violation of the conditions of Community Detention, the CDO shall request
a detention authorization from an Intake Officer.
c. The intake officer shall complete a DRAI to guide the detention determination.
d. The Community Detention Director, Regional Director or their designee shall
approve any overrides to detention if the DRAI indicates a less secure
recommendation.
4. Adjudicatory, Disposition and Review Hearings
A DRAI shall be completed by the assigned CMS or Court Liaison within one business
day following a youth who has been ordered into secure detention.
5. Violation of Probation (VOP) Hearing when DJS is recommending Detention
a. If circumstances indicate the youth should be detained immediately, and all AIM
graduated sanctions and incentives have been exhausted, the CMS shall complete the
DRAI prior to the filing of a VOP petition.
b. If the youth is in the community and being recommended for detention at the VOP
hearing, the CMS shall complete the DRAI prior to the VOP hearing.
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c. The Regional Director or designee shall approve any DRAI overrides to detention
for VOP hearings or detentions for pending VOP petitions.
6. Transfer from Adult Jurisdiction and detained at a DJS facility
The DRAI shall be completed by the Case Management Specialist Supervisor, or
assigned CMS, once a case is transferred to the juvenile court from the adult court and a
juvenile petition is filed.
7. Adult Detainer
The DRAI shall be completed by the assigned CMS within one business day of a youth
being detained at a juvenile facility. If no CMS is assigned, the Regional Director shall
develop a protocol for assignment.
8. Interstate Hold
The DRAI shall be completed by the Intake Officer within one business day of a youth
being detained at a juvenile facility.
9. Committed Youth Held for Court Hearing
The DRAI shall be completed by the assigned Aftercare CMS within one business day of
a committed youth requiring transportation from a residential child care program to
detention to attend a court hearing.
10. Escape from a Secure Facility
The DRAI shall be completed by the assigned Aftercare CMS within one business day of
the youth being placed in detention.
11. Ejected from a Committed Placement
The DRAI shall be completed by the assigned aftercare CMS within one business day of
the youth’s ejection from a committed program or placement in detention.
C. TRACKING OF DETENTION DECISIONS AFTER COURT HEARING
The Court Liaison, CMS, or other DJS staff representing the Department at a detention
hearing shall complete the following sections on the DRAI before or within one business
day of the detention hearing:
1. Current detention status (prior to court action);
2. DJS recommendation to court; and,
3. Court detention decision.
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II. ALTERNATIVES TO DETENTION & DETENTION
A. GENERAL PROCEDURES FOR THE INITIAL AUTHORIZATION OF DETENTION, COMMUNITY
DETENTION OR SHELTER CARE
1.
Authorization: Md. Code, Courts and Judicial Proceedings § 3-8A-15 provides that
only the court or an Intake Officer may authorize detention, community detention,
or shelter care for a youth who may be in need of supervision or may be delinquent.
a. Detention: If a youth is taken into custody, the youth may be placed in
detention or community detention (CD) prior to a hearing if:
1) such action is required to protect the youth or others; or
2) the youth is likely to leave the jurisdiction of the court.
b. Shelter Care or CD: If a youth is taken into custody, the youth may be placed in
emergency shelter care or community detention prior to a hearing because:
1) such action is required to protect the youth or person and property of others;
or
2) the youth is likely to leave the jurisdiction of the court; or
3) no parent, guardian, or custodian or other person is able to provide
supervision and care for the youth and return the youth to the court when
required.
c. The Intake Officer shall provide reasonable notice, oral or written, stating the
time, place, and purpose of the hearing to the youth and, if they can be located,
the youth’s parent(s), guardian, or custodian.
d. The Intake Officer shall submit Recommendations to the Court as noted below
in section II. B.
2.

Detention Authorization for Violation of Community Detention
a. If intake is notified that a youth is detained based on a CD Court Order
Violation, intake shall immediately complete an Detention/Shelter
Care/Community Detention Authorization form found in DocGen module in
ASSIST.
b. The Intake Officer or designated CMS shall file a petition to authorize continued
Detention/Shelter Care/ Community Detention and request a hearing be held
no later than the next court day unless extended for no more than five (5)
business days by the court upon a showing of good cause.
c. The Intake Officer shall provide reasonable notice, oral or written, stating the
time, place, and purpose of the hearing to the youth and, if they can be located,
the youth’s parent/guardian/custodian.

B. CONTINUED DETENTION OR SHELTER CARE
Recommendations to Court: When the recommendation is to detain or shelter the
youth, the Intake Officer or designated CMS shall submit written recommendations and
documentation that provides the court sufficient information to enable the court to make
the following findings in the initial court order removing the child from the home for
detention or shelter care. The recommendations should address the safety and well-being of
the youth, including any abuse or neglect of the youth, and should not be based solely on the
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youth’s offense or that the youth may run away. The completed Recommendation
Checklist, Appendix 1 shall be submitted to the court as written evidence to sustain the
following findings:
1.
continuation in the home is contrary to the welfare of the youth; and
2.
removal of the youth is reasonable under the circumstances; and
3.
reasonable efforts have been made to prevent the need for removal from the home;
or
4.
due to an emergency situation, the agency was unable to provide reasonable efforts
to prevent the removal of the youth from the home.
C. INFORMATION AND DETENTION REQUESTS DURING R EGULAR B USINESS H OURS
1. Information Requests.
a. When an Intake Officer receives a call from a Law Enforcement Officer for an
information request, the Intake Officer shall confirm that the youth’s
parent/guardian/custodian has been contacted. If the parent/guardian/custodian
has not been contacted, the Intake Officer shall attempt to contact them.
b. Depending on what type of information the Law Enforcement Officer has
requested, the Intake Officer shall make some or all of the following inquiries:
1) Check ASSIST for any alerts, writs, warrants, or contact information about the
youth’s parent’s/guardian’s/custodian’s name. If the inquiry shows an active
writ or warrant on the youth exists, the Intake Officer shall handle the request
like a detention request and indicate detention on the DRAI;
2) Check the Child Safety Net Dashboard to determine if the youth is involved with
the DHR; and
3) Check court records through the Maryland Judiciary Case Search, where possible,
to determine guardian information, involvement with DHR, previous arrests,
seriousness of past offenses, and whether the youth is on probation.
c. If the youth refuses to provide identifying information, the intake officer shall
convert the information request to a detention request, and follow the procedures
outlined below in Section II.B.2 a. through e.
2. Detention Requests.
a. When an Intake Officer receives a call from a Law Enforcement Officer requesting
detention, the Intake Officer shall confirm that the youth’s parent/guardian/
custodian has been contacted. If the parent/guardian/custodian has not been
contacted, the Intake Officer shall attempt to contact them and document the
attempts in the ASSIST Referral Outcome/Notes in the Intake Decision Event.
b. For all detention requests, the Intake Officer shall complete the following inquiries:
1) Check ASSIST for any alerts, writs, warrants, or contact information about the
youth’s parent’s/guardian’s/custodian’s name. If the inquiry shows an active
writ or warrant on the youth exists, the Intake Officer shall handle the request
like a detention request, and indicate Detention on the DRAI;
2) Review the Child Safety Net Dashboard to determine if the youth and/or their
parent/guardian/custodian have current or past involvement with the
Department of Human Resources in accordance with the DJS Case Management
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Policy. If the youth or parent/guardian/custodian is identified as active with
DHR, the Intake Officer shall enter an alert in ASSIST and contact the DHR
Social Worker for information related to the investigation; and
3) Check court records, where possible, to determine guardian information,
involvement with DHR, previous arrests, seriousness of past offenses, and
whether the youth is on probation.
c. If detention is requested, the Intake Officer shall complete the following tasks
according to the following sequence of events:
1) Request the following information from the Law Enforcement Officer:
a) youth’s full name and date of birth;
b) parent/guardian/custodian’s contact information and county/jurisdiction;
c) county/jurisdiction from which the Law Enforcement Officer is calling;
d) physical location where youth is being held;
e) youth’s most serious alleged offense; and
f) Law Enforcement Officer’s name and contact information;
2) Ask the Law Enforcement Officer to provide a completed police or incident
reports, including any required information that includes the charging document,
a narrative establishing probable cause information and any other pertinent
documents;
3) Upon receipt of the completed report, initiate the Intake data entry workflow in
ASSIST per the Intake Policy standard operating procedures. Note: The Intake
Officer shall handle any youth who is CINS, citation offenses, or runaways as a
request for information and shall not authorize detention for these youth, unless
the youth is subject to an interstate compact warrant.
d. Identify the correct jurisdiction and complete the appropriate DRAI according to the
DRAI Instruction Manual (Appendix 2). The Intake Officer may use his/her
discretion to override the DRAI recommendation after obtaining supervisory
approval. To perform an override, the Intake Officer must document the reason for
the override in ASSIST and who approved it according to the DRAI Instruction
Manual (Appendix 2).
e. Upon completing the DRAI, the Intake Officer shall provide the Law Enforcement
Officer with the youth’s DRAI recommendation of detention, release, or ATD.
1) Detention: If the Intake Officer decides to detain the youth, the Intake Officer
shall contact their jurisdiction’s detention facility to determine availability for
placement of the youth. The Intake Officer also shall issue a detention/shelter
authorization.
a) If placement at a detention facility is available, the Intake Officer shall call
the Law Enforcement Officer and tell him or her where the youth will be
detained.
b) The Intake Officer shall advise the Law Enforcement Officer to take the
youth to a medical center to obtain medical clearance for placement in the
detention facility, if the Law Enforcement Officer determines the youth
a)
appears disoriented;
b)
has difficulty walking;
c)
shows any visible medical conditions including cuts, bruises, injury or
illness;
d)
shows any visible signs of alcohol or drug use; or
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e)
shows any visible or verbal signs of suicidal behavior.
c) If the youth is cleared to be placed in a detention facility, the Intake Officer
must provide a copy of the detention authorization and Medical Consent
Form to the Law Enforcement Officer and instruct him or her where to
transport the youth.
d) The Intake Officer also must provide a copy of the detention authorization
and Medical Consent Form to the detention facility (by fax, e-mail, or in
person).
e) Once the youth reaches the detention facility, detention staff at the facility
will observe and speak to the youth to confirm that he or she:
1. does not appear disoriented;
2. does not have difficulty walking;
3. shows no visible medical conditions including cuts, bruises, injury or
illness;
4. shows no visible signs of alcohol or drug use; and
5. shows no visible or verbal signs of suicidal behavior.
f) If detention staff cannot confirm all of the above, he or she must seek
medical treatment for the youth.
g) Detention staff must contact the youth’s parent/guardian/ custodian to
inform them that their child has been taken to the detention facility.
h) Community Case Management staff shall coordinate the transport of youth
to court with detention staff at the detention facility to ensure the youth’s
transport to court on the next court day. Once at juvenile court, the Court
Liaison Case Management Specialist shall assume responsibility over the
youth, and shall handle the emergency detention arraignment.
2) Release to Parent/Guardian/Custodian
a) If the Intake Officer decides not to authorize detention and to release the
youth, the Intake Officer shall instruct the Law Enforcement Officer to
release the youth to the parent/guardian/custodian’s custody. When the
youth’s parent/guardian/custodian takes custody of the youth, the Law
Enforcement Officer should advise the parent/guardian/ custodian that they
will receive a letter from DJS scheduling an Intake Conference.
3) Shelter
a) If the Intake Officers decides not to authorize detention and to release the
youth but no parent/guardian/ custodian is available or willing to pick up the
youth, the Intake Officer or the local Law Enforcement Officer, depending
upon the jurisdiction, shall attempt to place the youth in Shelter.
b) If the Intake Officer decides to shelter the youth, the Intake Officer shall call
the list of shelters for that jurisdiction to determine shelter availability and
document the shelter request and response in ASSIST.
1. If the Intake Officer locates an available shelter, s/he must generate a
shelter authorization and Medical Consent Form.
2. If a shelter bed is available, the Intake Officer shall call the Law
Enforcement Officer and tell him or her where the youth will be placed.
3. The Intake Officer shall instruct the Law Enforcement Officer to take
the youth to a medical center to obtain medical clearance for placement
in shelter when the Law Enforcement Officer determines the youth
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a.
b.
c.

appears disoriented;
has difficulty walking;
shows any visible medical conditions including cuts, bruises,
injury or illness;
d.
shows any visible signs of alcohol or drug use; or
e.
shows any visible or verbal signs of suicidal behavior.
4. If the youth is cleared to be placed in a shelter, the Intake Officer must
provide a copy of the shelter authorization to the Law Enforcement
Officer and instruct him or her where to transport the youth.
5. The Intake Officer must also provide a copy of the shelter authorization
to the shelter (by fax, e-mail, or hand delivery). Along with transmission
of the shelter authorization, the Intake Officer should request that the
shelter check the youth for the same parameters laid out in Sections
II.B.2.e.2) and II.B.2.e.3).
6. The Intake Officer shall ensure a court hearing is scheduled for the
court’s next business day.
4) Detention when unable to shelter
If the Intake Officer is unable to locate a shelter bed, s/he must generate a
detention authorization and contact Detention Admissions for availability.
Detention requests will be handled in accordance with Section II.C.2. The
Intake Officer may authorize the return of the youth to their family on the next
business day without a court hearing. The Intake Officer must routinely process
the complaint to ensure the youth has the benefit of all Intake procedures.
5) Alternatives to Detention (ATD) – Community Detention (CD): If the
Intake Officer decides to place youth on CD, the Intake Officer shall contact the
youth’s parent/guardian/custodian and instruct them that the youth will be
placed on CD, according to the Community Detention (CD) Policy. For youth placed
on CD, the Intake Officer shall
a) Complete the Detention/Shelter Authorization Form in DocGen module in
ASSIST;
b) Complete the Field Services Youth Face Sheet and the Medical Consent
form found in DocGen module in ASSIST;
c) Complete the Community Detention Preliminary Consent Agreement
(Appendix 3) fax the form to the Law Enforcement Officer and request the
Law Enforcement Officer have the youth and the parent/guardian/
custodian sign the Agreement and return the signed form to the Intake
Officer;
d) Email or fax the completed Detention/Shelter Authorization Form,
Medical Consent Form and Community Detention Consent Agreement
to the Law Enforcement Officer; request the Law Enforcement Officer
provide a copy of the forms to the parent; remind the parent they must
appear in court on the scheduled court date;
e) Email the Detention/Shelter Authorization Form, Face Sheet, and the
Community Detention Preliminary Consent Agreement to the
Community Detention Command Center (CDCC) at 410-464-2435 and the
CD Worker and the CD Supervisor;
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f) Email the completed Detention/Shelter Authorization Form, Face
Sheet, Medical Consent Form and Community Detention Consent
Agreement along with the police complaint to the Court Liaison Officer,
where applicable, or the State’s Attorney’s Office.
D. INFORMATION AND DETENTION REQUESTS OUTSIDE OF R EGULAR B USINESS H OURS
(Note: This section does not apply to Baltimore City.)
1. When a Law Enforcement Officer calls the Centralized Intake Office’s telephone
number at 1-877-404-DRAI (3724), Centralized Intake Staff shall:
a) process calls in the order in which they are received;
b) if the Law Enforcement Officer leaves a message, respond to all messages within
fifteen (15) minutes; and
c) complete a Centralized Intake Tracking Form (Appendix 4) on all calls received.
2. Information Request
If the Law Enforcement Officer is calling regarding an information request, the
Centralized Intake Officer shall perform the following tasks:
a) Request the following information from the Law Enforcement Officer:
1) youth’s full name and date of birth;
2) parent’s contact information and county/jurisdiction;
3) county/jurisdiction from which the Law Enforcement Officer is calling; and
4) Law Enforcement Officer’s name and contact information to be able to call him
or her back.
b) Inform the Law Enforcement Officer of the:
1) youth’s writ or warrant status as shown in the Alert screen in ASSIST;
a. if the youth has an active writ or warrant, the Centralized Intake Officer shall
complete a DRAI (see DRAI Instruction Manual – Appendix 2);
b. if the Law Enforcement Officer has an active writ or warrant in his or her
system, and there is no active writ or warrant on the ASSIST Alert screen,
the Centralized Intake Officer shall
1. request a copy of the Law Enforcement Officer’s writ or warrant; and
2. call the Regional Director or designee(s), if necessary, to determine the
status of the writ and how to proceed regarding the custody decision;
2) youth’s current supervision, probation, and commitment status as indicated in
the Offense Summary screen in ASSIST; and
3) youth’s supervision status, including CD and GPS as indicated in active ASSIST
Folders, Contact Database, and/or Alerts.
3. Detention Request: If the Law Enforcement Officer is calling regarding a
detention request, the Centralized Intake Officer shall complete the following tasks
according to the following sequence of events:
4) Request the following information from the Law Enforcement Officer:
g) youth’s full name and date of birth;
h) parent/guardian/custodian’s contact information and county/jurisdiction;
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5)

6)
7)
8)

i) county/jurisdiction from which the Law Enforcement Officer is calling;
j) physical location where youth is being held;
k) youth’s most serious alleged offense; and
l) Law Enforcement Officer’s name and contact information;
Ask the Law Enforcement Officer to fax or scan/e-mail completed police or
incident reports, including any required information that includes the charging
document, a narrative establishing probable cause information and any other
pertinent documents to Centralized Intake to the fax at 443-263-8730; if contact
is necessary, call 1-877-404-DRAI (3724);
Upon receipt of the completed report, initiate the Intake data entry workflow in
ASSIST per the Intake Policy standard operating procedures;
Identify the correct jurisdiction and complete the appropriate DRAI according to
the DRAI Instruction Manual (Appendix 2); and
Obtain the DRAI recommendation but do not finalize the decision. (Note:
Once the DRAI is complete and a recommendation is obtained DO NOT
FINALIZE the decision until the youth is released to the parent/guardian/
custodian or placement, or an ATD has been authorized.)
1) If the DRAI recommendation is release:
a) The Centralized Intake Officer shall:
1. call the Law Enforcement Officer back to inform him or her of the
decision to release youth, and
2. finalize the DRAI in ASSIST;
b) The Centralized Intake Officer shall also request that the Law
Enforcement Officer call the youth’s parent/guardian/custodian and
inform them of the decision to release the youth and coordinate
transferring custody of the youth; and
c) If the Centralized Intake Officer is notified by the Law Enforcement
Officer that the parent/guardian/custodian is not available or refuses to
accept custody of the youth, the Centralized Intake Officer shall
1. attempt to call the parent and if the parent still is not available or
refuses to accept custody of the youth, document the call and the
parent’s response, and,
2. if an override is needed, contact the Regional Director or designee to
determine if shelter or an alternative to detention is necessary;
3. if shelter ATD is not available or appropriate, override to Detention
and follow the procedures below for ATD or Detention pursuant to
Section II.C.3.3).
2) If the DRAI recommendation is Community Detention
a) The Centralized Intake Officer shall email the CDCC and the CD
Rapid Response Team; and:
1. complete and email the following forms to the Command Center,
Rapid Response Team, Rapid Response Team supervisors, CD
Director and CD Administrator:
a. Face Sheet;
b. CD Program Guidelines;
c. Night Intake form; and
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d. CD Authorization form (Appendix 3);
2. review the CD Program guidelines with the youth; and
3. document all contacts with the CDCC on the Centralized
Intake Tracking form (Appendix 4.)
b) The CD Rapid Response Team shall:
1. Open a CD folder in ASSIST;
2. If court is not being held the next day (Friday, Saturday and
Sunday until 8 a.m.), then a face-to-face is conducted each day
until the day of the court hearing; and
3. document all contacts with the youth in ASSIST.
3) If the DRAI recommendation is Detention, the Centralized Intake
Worker shall:
a. Receive verbal confirmation from law enforcement that the youth is
not injured or making threats to harm himself/herself;
b. If it is reported the youth is injured or making suicidal gestures,
instruct the police to take the youth to the nearest hospital to obtain
medical clearance and scan or fax the medical clearance to
Centralized Intake once completed; scan or fax the Detention
Authorization to the police station with instruction where to detain
the youth; ensure that any information given to Law Enforcement
Officials regarding transportation of youth is consistent with the
gender assignments of each of the regional facilities below:
1. Eastern Shore Region except for Cecil County detained at
LESCC (males and females);
2. Cecil County males are detained at CHHS and females at Waxter;
3. Princes Georges County males detained at Cheltenham and
females detained at Waxter;
4. Montgomery County detained at Noyes (males and females);
5. Central Region males detained at CHHS and females detained at
Waxter;
6. Southern Region males are detained at Cheltenham and females
at Waxter; or
7. Western Region males detained at WMCC and females detained
at Noyes.
c. Inform the police that the FIRRST tool will be administered by the
detention center. If the youth does not pass the screen, the
Department will not take custody of the youth until medical clearance
is received.
d. If the local detention center is over capacity, follow the daily
instruction provided by the Executives for Residential Services on
where to divert new detention cases.
e. If the youth will be placed on electronic monitoring, contact the
Rapid Response Command Center to arrange equipment hook-up.
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POLICIESREFERENCED
1.
2.

APPENDICES
1.
2.
3.
4.

AUTHORITY
1.
2.
3.

4.

Community Detention (CD) Policy
Intake Policy
Recommendation Checklist
DRAI Instruction Manual
Community Detention Preliminary Consent Agreement
Centralized Intake Tracking Form

Maryland Rules, Rule 11-112 and Rule 11-114 b. (1) and (2)
Md. Code Ann., Human Srvcs. Article, § 9-203, § 9-204, and § 9-302
Md. Code Ann., Courts and Judicial Proceedings Article, § 3-8A-02, § 3-8A-03, § 3-8A10, § 3-8A-14 and § 3-8A-15
DJS Standards for Residential Facilities
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DEPARTMENT OF JUVENILE SERVICES
RECOMMENDATION FOR HEARING ON DETENTION/SHELTER CARE
RESPONDENT:
GENDER:
CHARGE:
PETITION#:

ADDRESS:
HOME PHONE:
RESIDES WITH (Name):
THIS PERSON(S) IS THE:

DOB:
RACE:

ASSIST#:

RELATIONSHIP:
LEGAL GUARDIAN  INFORMAL CARETAKER
OTHER______________________________________________

PARENT NAME:
PARENT ADDRESS (IF DIFFERENT THAN RESPONDENT):

THE FOLLOWING RECOMMENDATIONS ARE MADE TO THE COURT TO SUSTAIN THE
FINDINGS IN SECTIONS I, II & III.
RECOMMENDATIONS
I.
CONTINUATION: Complete items I-A or I-B.
A. Detention or Shelter not continued:
It is recommended that ___detention/ ___shelter care not be continued for the
following reason (Provide explanation, get signatures and the form is
complete)
B. Detention or Shelter continued:
It is recommended that ___detention/ ___shelter care be continued for the
following reason (Provide explanation, complete Sections II and III, get
signatures and the form is complete):
____ Such action is required to protect the child, and person and property of
others (explain).
____ The child is likely to leave the jurisdiction of the court (explain).

_____ There appears to be no parent, guardian, custodian or other person able to
provide supervision and care for the child (explain).
II.

CONTRARY TO WELFARE: Continuation of the child in the child's home is
contrary to the welfare of the child because (select and explain):
A. ____ The Respondent is a threat to him/herself because the alleged delinquent
behavior poses a physical danger to the Respondent. The behavior
entails:

1|Page

DEPARTMENT OF JUVENILE SERVICES
RECOMMENDATION FOR HEARING ON DETENTION/SHELTER CARE
B. _____ The respondent’s parent/caregivers are continually absent from the
home, or are physically or mentally unable or unwilling to care for the
Respondent because:
C. _____ The nature of the alleged offense is such that allowing the child to remain
in the community would be contrary to the welfare of the child and the
community for the following reasons:
D. ____ Other. (Explain why it is contrary to the welfare of the respondent to
return home.)
III.

REASONABLE EFFORTS Complete item III-A or III-B. Then complete item III-C.

A. _____ The following reasonable efforts were made prior to the placement to
prevent or eliminate the need for removal of the child (select):
____
substance abuse treatment for _________________
____
individual counseling for ___________
____
family counseling
____
supervision by a probation officer
____
wrap around services provided by ____________________
____
community detention
____
other community services (describe services provided):

B.____ Removal of the child from the child's home is reasonable under the
circumstances due to an alleged emergency situation and in order to
provide for the safety of the child because: (Note: The child’s involvement
in serious offenses also puts the child in immediate risk of harm.
Describe emergency).
C. ____ Appropriate reasonable efforts are being made to return the child to the
child's home (describe efforts).
Additional Information:
CMS SIGNATURE: _____________________________________________ DATE: __________________________
SUPERVISOR SIGNATURE: ____________________________________ DATE: ___________________________
2|Page

Detention Risk Assessment Instrument (DRAI)

MARYLAND DEPARTMENT OF JUVENILE SERVICES

DRAI
Instruction Manual
The purpose of this document is to provide DJS frontline staff with
instructions for completing the Detention Risk Assessment Instrument
(DRAI) in the ASSIST Application.

Table of Contents
-

When to Complete the DRAI
Creating a Client Profile
Completing the DRAI
Intake Detention Risk Assessment Instrument
Decisions and Overrides
Intake Detention RAI Follow UP
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When to Complete the DRAI
The DRAI should be completed, where possible, to guide all juvenile detention admission decisions.
When a youth is detained without guidance from a DRAI, the tool should be completed within one
business day after the fact, in order to capture the circumstances resulting in the detention. Specific
examples of when the DRAI should be completed can be found in the Detention Risk
Assessment, Alternatives to Detention & Detention Procedures Manual. The DRAI should
not be completed when a detained youth is being transferred between detention facilities.

Creating a Client Profile in ASSIST
If the youth has no prior record you will need to create a client profile. A client profile is
created by entering a youth’s personal information on the Person View Screen and either
opening a folder or completing an Intake Referral.
Complete the following steps to create a client profile.
1. Complete a Person Search by entering the youth’s first and last name on the Person
Search Screen.
File

Edit

.[;lose

Folder

Person

Help

[]ear Search

Windows

H. ew Person

Person View

Eind Person by Address

---=
~earch

~

Linked e,ddresses

g

Last

First

Suffix

Relationship

Exhaustive search has found no match in the database for the name Elmer Fudd ,

OK

2. You can also search by using other available information (DOB, ASSIST PID, or case
number) to ensure that you do an exhaustive search.
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File

Edit

Folder

Person

Help

Windows

C)ear Search

!::lose

):J_ ew Person

2_earch

Person View

Eind Person by Address

••
•

---

---

Linked e,ddresses

CJ [Result l
0

g
M_erge Client PIDs

Suffix

The “Type” field defaults to
ASSIST PID when a
“Reference ID” is entered,
unless you choose another
type of ID, such as SSN.

DOB

Additional fields to search by

SSN
, -~...........................................,................,..................• BPN
- ~··········································;................,..................• STI
PCN

3.

If the youth has a client profile proceed to Completing the DRAI . When a youth has a
client profile the Person View screen will look like screen print 3.1 below, with all the client
menu bar options (Client Folder List, Physical Attributes, Offense Summary, Client
Relations, and Client Events). Screen print 3.2 is an example of how the Person View
screen appears for individuals that have not been created as clients in ASSIST.

Screen Print 3.1
@ ASSIST - [Person View 2463533 - Doe, John James]

File

Edit

Person Type

Help

2_ave

Windows

Client Eolder List

Physical Attributes

0 ffense Summary

Client Relations

Client Events

Person Information

Last

First

Middle

Person Type

Suffix

IJames
IDoe
IJohn
DOB (mm/dd/yyyy) DOD (mm/dd/yyyy) Age
Sex
r No DOB I01-01-1995
I13yrs 3mos IMale

'

IClient
Race/Ethnicity*
.:] IUnknown

Screen Print 3.2
@ ASSIST - [Person View 2463552 - Fudd, Elmer]

File

Edit

Person Type

Help

Windows

!::reate Client Type

Create I.[ ser Type

Person Information

Last

Middle

First

IElmer

Suffix

'

~
s...ex_______..... Race/Ethnicity*
1
- ------ 1
Male
.:J ~IW-h-it_e _o_r _C_a~u-ca_s_i_an_ _ _ _ _ _ _ _ _ _ ,

DOB (mm/dd/yyyy) DOD (mm/dd/yyyy) Age

r;;-

No DOB

I07-04-1776

1

4. To create a client profile complete data entry for all the fields on the Person View Screen as
listed below.
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Name (Last, First, Middle Initial)
DOB
Sex
Race/Ethnicity
Address
Contact Information (Including the name and number for the parent/guardian)
Reference IDs
Alias/Maiden Names

5. Click the Create Client Type Radio Button at the top of the Person View Screen.
~~

( I[Create Client Jype IJIICreate 1[ser Type I

Person Information
Last

First

Middle

11 1John

1m

Suffix

1D

IJ

DOB (mm/ddfy'ffl) DOD (mm/ddfy'ffl) Age
jJ No DOB I 02-02-1993 11
II I 15yrs 1mos

I

I

Race/Ethnicity*
White or Caucasian

Sex

II

IFI I

Male

* PERSON VIEW SCREEN *

•Address
Number
11 1Main St SW
I 207

-=

II

Aprt#
I

II

City

I Glen Burnie

I MD

II

Type

I Home

I

•Alias/Maiden Names

~

El

ID
211211211

................... >·············

I

ontact Information
First

Last
Jack

SSN

/

21061-

.

II

*Type

~ -

County I Anne Arundel

Location I

Alia s

N *Type
"= ···

Street 2 I

N

Reference IDs

~

II

II

Middle

s

N

John

H'

*Type

Data

DescriptI

Home Phone

240-222-1111

Mr. and Mrs. De

Ce llular Phone

240-222-2222

Father - Mr. Doi

:111111! ~

!Ir

6. This will bring you to the Folder List in ASSIST. If the detention request is a New Field
Intake then an Intake Referral should be completed. In order to complete an Intake
Referral click on Event from the menu bar, then click Referral  Intake . For further
instructions for completing an Intake Referral, reference the Intake Referral Instruction

Manual.
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0, ASSIST - [Folder List for PIO 2451575 - Doe, John J]

File

Edit

J

Event

Help

Windows
~

Folder

Folder Event List
Intake

Folder ID

Status

Folder Type

Business Unit

Worker

Current Worker

Folder Open Folder

7. If the detention request involves a youth with a writ or warrant in another state, an escape
from a juvenile facility in another state, or any other situation where there is no existing
ASSIST folder then an Administrative Folder should be opened. To open an
Administrative Folder follow the steps below:
 From the Folder List screen, click Event, and then click Folder  Folder Open .
0

l!i~ [t3

ASSIST - [Folder List for PID 2266610 - Doe, John J]

Folder Event .!:ist
Folder Type

Status

Business Unit

Worker

Current Worker

Folder Open Folder Close

 Complete data entry into the Open Date, Folder Type, and Notes Fields on the

Folder Open Screen.

= ASSIST - [Folder Open - ]

'ile

Edit

Event Info

Help

;

- 1:1

Windows

Busine ss Unit

Worker PIO Assigned Folder Owner

IMaryland Dept of Juvenile Services

.:]

Select Worker ! 1934172
Location

IBradley E Roth

I

Headquarters

G

Folder Information - - - - - - - - - - - - - - - - - - - - - - - - ,
Open Date

Time

1o4-12-2oo s

15:09 PM

Folder Type

@IHOUM®tli

Select Administrative
from the drop down
menu.

Right click in the
date field for the
calendar.

 Click Finalize and choose whether to assign the folder to yourself or someone else.
This will take you to the Folder Event List in the Administrative Folder.
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Business Unit

Worker PIO As signed Folder Owner
Select Worker

Maryland Dept of Juvenile Service s

9341 72
Location

I

Bradley E Roth

.t;_=:_=:_=:_=:_=:_=:_=:_=:_=:_=:_=:_=:_=:_=:_=:_=:_=:_=:_=:_=:_=:_=:_=:_=:,.~

I

Headquarters

Folder Information = ~- - - - - - - - -~---_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-~---,
Open Date

l__________~

Time

03- 10-2008

FolderType ...

3: 49 PM

Administrative

I&§

Can You Save a Step?

Click “No” to
assign the folder
to yourself or
“Yes” to assign to
someone else.

?

Do you intend to do a 'Folder Reassign' immediately after completing this folder open
event?
Yes

No

Notes
Active WriWVarrant in Washington DC.

The youth has now been created as a client in ASSIST.

Completing the DRAI
1. Left click on the Client Events Radio Button. Client Events can be accessed from any
folder or the Person View Screen.

Client Eolder List

Physical Attributes

First

0 ffense Summary

Person Type

Middle
J

1 1John

Client

DOB (mmldd/yffl) DOD (mmldd/yffl) Age
02- 02- 199 3

Client Relations

Sex

1 Syrs 1mos

Race/Ethnicity*

Male

~

White or Caucasian

2. From the Client Events Screen click Event from the menu bar. From the dropdown menu
click Request Detention .
= A55l5T - [ Client Event List for 2455065 - Doe, John]

=ile

Edit ~ Detail

.Close

h#G@Ma

Help

;

Windows

Detention

ary

Event Transfer

6

)

Review Summary

Person View

Detention Risk Assessment Instrument (DRAI)
You are now in the Request for Detention screen. There are three tabs within the Risk
Assessment browser (as displayed on the screen print below): Intake Detention Risk
Assessment Instrument, Decisions and Overrides, and Intake Detention RAI Follow UP.

Intake Detention Risk Assessment Instrument

This tab shows the risk level of the youth based on their ASSIST history. It is all completed
automatically, with the exception of selecting the county of Jurisdiction, and indicating when the
DRAI is being completed. (Note that this screen may take a moment to refresh.)
Ris kAssessment ]

Intake Det ention Risk Ass es sment Instrument 11 Rational Check l ist 11 Decisions and Overrides 11 Intake Detention RA.IFollow UP ]
V

County of j urisdiction : I Select one

Intake Detention Ris k Assessment Instrument

-•

W hen Co mplete{! : 0 Pre-Detention O Post-Detention
1_ Most Serious New A ll eged Offense (spec ify):
0 Category I
0 Category II

-

@ Category Ill
0 Category IV
O CategoryV
0 NO New Charge
IROB
2 _Add it ional A ll eged Offenses : Inc lude Charges Pe nd ing, Adiudication and Charges Pe nd ing at Intake
(Inc lud ing Current Com plaint)
O Two or more additional Category I or II Offenses

..=.J

0nP. ,irlrlitinn,il C:;itP.nnrv I nr II OffP.nsP.

Print Complet ed ORAi

I

Risk Category:

!High Risk -> Detain!

Risk Score =

!16

3. Select the County of Jurisdiction from the dropdown menu. For cases involving a new
offense or Interstate Hold select the jurisdiction where the youth is being held by law
enforcement. For cases involving an active Writ or Warrant choose the originating
jurisdiction.
4. Indicate when the DRAI was completed. Most DRAIs should be done prior to the detention
admission (the tool is designed to guide this decision), and Pre-Detention should be
selected. But there are some cases where the tool must be filled out after the fact, in which
case Post-Detention should be selected.
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5. The resulting Risk Category shows the decision that the tool recommends, and the Risk
Score resulting from the ASSIST history. If there are no reasons to override this decision,
then it should be followed on the next tabs.
6. Review your answers, then click on the Decisions and Overrides tab.

Rationale Checklist
This tab records the reason for making the detention decision in the first place.
7. Choose all of the factors that led to the need for a detention decision. Select all that apply.
8. The Indicated DRAI Decision will now reflect the recommended detention decision,
taking into account the risk score from the first tab, and any policies relating to the factors
you selected on this tab that require a hold. These reasons (if they apply) will be listed in the
Mandatory Hold Reason field. (Note that this screen may take a moment to reflect your
selections.)
RiskAssessment

I

Intake Detention Risk Assessment Instrument

II Rational Check List II Decisions and Overrides II Intake Detention RAJ Follow UP I

-·B

County of jurisd ict ion: l cano ll County

...

-

Factors influen cing the Detention Dec ision (Chec k ALL th at apply )

D
D
D
0
D
D
D
D
D

I

Rationa l Check List

New Co mplaint
V iolat ion of Pro bation / Violation of Co mmitment
Pre-Adjud icated ATD V iolat ion
VP I GPS V iolat ion
Post -Dispos ition AID V iolat ion (No New Offense )
ATD V iolation with Detention Language in Court Order (Detain at First Infract ion )

-

W rit or W arrant
Adu lt Court Involvement
Court-Ordered Dete ntion at Hearing (include Co mmitted Youth Held for Court Hearing)

r, '

'

II

I

l

..

~

' '

Print Provi sion al ORAi

I

'

~

, "

Indicated ORAi decision:!Detain

I

Mandatory Hold Reasons: 1

9.

Risk Score

7TI
I

Review your answers, then click on the Decisions and Overrides tab.

Decisions and Overrides
This tab is where you record your actual detention decision, and any override reasons if your
decision does not match the recommendation.
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10. Record your decision under Actual Decision . If Detention Alternative is selected, then
choose which program in the drop down menu below. If Release To is selected, then you
will need to indicate to whom the youth was released, on the dropdown menu below. Note
that this should only be chosen when a youth is released without Community Detention or
other detention alternative supervision.
11. If your decision does not match the recommended decision from the previous tab, you are
required to select the reason for the override. These would be Aggravating factors for
overrides up, or Mitigating for overrides down. Select all that apply. A Supervisor must
approve all such overrides.
Ris kAssessment ]

Intake Detention Risk Ass es sment Instrument I Rational Check List .II Decisions and Overrides

County of jurisd iction :
Actual Decision :

ICarro ll County - G

II Intake Detention RA.I Foil ow UP I

Decisions and Overrides

0
0

...

-

O Detain
Detention Alternative:
Re lease to:

Ise lect one

G

-

Please chec k ALL aggravating and mitigating factors below that impact y our dec ision to override.
Override UP to ATD or Secure Detention Reason

D Parent refusal
D Parent unavailable
D Juven ile h-as a history of violence in the home or victi m resides in the home
D AT D or Shelter Refusal
D Shella unavailable
..

Finalize Decision
Print Provisional ORAi

~

-

I
I

--------

-----

Indicated DRAI decision:![)
.
'etam

I

Risk Score

7TI

M~ncfatorv Holct R~~~n m::

12. Thoroughly review all of the information you entered on the Decisions and Overrides tab,
select the Actual Decision, then click Finalize Decision.
Finalize Decision

Intake Detention RAI Follow UP
In cases where there is a DJS Intake authorized detention or detention alternative, then the youth
returns to court on the next day juvenile court is in session. This could be the next business day or
several days after the initial decision, depending on the jurisdiction. After the youth goes to court
the Intake Detention RAI Follow UP should be completed by following the steps outlined below.
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Detention Risk Assessment Instrument (DRAI)
1. Enter the Request for Detention event from the Client Events screen.
2. Click on the Intake Detention RAI Follow UP.
Ris k As ses sment

I

Intake Detention Risk Ass es sment Instrument

II Rational Check List II Decisions and Overrides II Intake Detention RAI Follow UP I

County of j urisdiction : l c arroll County

-

G

Intake Detention RAI Follow UP

-•

Current Detention Status (prior to Court action )

0
0
0

Detained
Detention Alternative:
Released

ISelect one

V

DJ S Re commendat ion t o Court
O Detain

0
0

Detention Alternative:

-

Released to:

ISelect one

V

Court Detention De cis ion
O Detain
nPtPntinn Altprn;itivp·

n

L=.J
-----

I

Print Provis ional ORAi

---------

---------

I

-

Risk Score =

~

3. Complete all of the fields, starting with Current Detention Status. If Detention
Alternative is selected, then choose which program in the dropdown menu below. If
Released is selected you must choose the appropriate selection from the dropdown menu
below.
4. Next enter the DJS Recommendation to Court. If Detention Alternative is selected,
then choose which program in the drop down menu below. If Release is selected you must
choose the appropriate selection from the dropdown menu below.
5. Enter the Court Detention Decision . If Detention Alternative is selected, then choose
which program in the drop down menu below. If Release To is selected you must choose
the appropriate selection from the dropdown menu below.
6. Enter the Special Circumstances Affecting Detention Decision.
7. After thoroughly checking your work, click Finalize Court Decision.

You have completed the DRAI.

7/19/15 JEI

10

)

STATE OF MARYLAND
COMMUNITY DETENTION PROGRAM / PRELIMINARY CONSENT AGREEMENT

DEPARTMENT OF JUVENILE SERVICES
Larry Hogan

Sam Abed
Secretary

Boyd K. Rutherford

Governor

Lt. Governor

INTAKE
We the undersigned do hereby mutually and severally agree and consent to the temporary placement of
in the care and custody of _____________________________________
Until such times as a Community Detention worker can meet with all parties to negotiate a final contract for a
program of intensive supervision to be known as the Community Detention Program.
During this temporary period, we the undersigned do also hereby mutually and severally further agree that
shall comply with the rules and conditions set forth below.
We the undersigned sign this agreement with full knowledge and consent that ______________________
may be removed from the community and placed in a secure detention facility should a successful contract not
be negotiated or at any time such action is deemed necessary.
Threats in any form, implied, written or verbal, will constitute a Violation of Community Detention, and
must be reported to the proper authorities.

A.

JUVENILE DETAINEE AGREES TO:
1)
2)
3)
4)
5)
6)
7)

B.

Obey house arrest agreement;
Use no drugs or alcohol;
Attend school and / or seek employment;
Keep all appointments;
Obey all laws;
Appear for scheduled court hearings;
__________________________________

PARENT / GUARDIAN AGREE TO: (Youth on Electronic Monitoring)
Remove all special telephone services from your phone.

_______________________________________
Parent / Guardian Signature

Juvenile Detainee Signature

________________________________
Intake Officer / Community Detention Liaison

__________
Date

If the child is not attending school or working, they must remain at home until the Community Detention Worker
makes contact with them. DO NOT LEAVE WITHOUT FIRST CONTACTING THE CD
WORKER. Contact will be made within 24 hours of being placed on Community Detention.

_________

_________________________________

DET FAC

Case Manager

________________________
DJJ (I) - 326

_______________________
LEVEL OF CD

ASSIST#:

Electronic Monitoring Operations Center
721 Woodbourne Avenue, Baltimore, Md. 21212 / (410) 464-2427 / (800) 260-4075 / Fax (410) 464-2435

MARYLAND
Department of
Juvenile Services
Successful Youth • Strong Leaders • Safer Communities

CENTRALIZED INTAKE
TRACKING FORM
DATE: __________

Info Call: ______

Detention Request: ________

Time initial call received: ____________ Jurisdiction: ________________________
Precinct: __________________
Officer Name:_______________________
Phone number:_____________________ Referral Offense:_____________________
Time Police Report/Incident Report received: ______________________________
YOUTH NAME:__________________________________ PID:______________
DOB: ___________________

GENDER/RACE: _________________

DRAI Recommendation (circle): DETAIN
ATD
DRAI Score: _________________________

RELEASE

Time of contact with Command Center: _____________________
Estimated Response Time of Rapid Response: ______________ (max 90 mins)
Time of response to officer: ______________________
Time of response from Rapid Response: ____________________
Actual DRAI Decision (circle): DETAIN

ATD

RELEASE

Override Authorized (circle): YES or NO
Name of Approving Supervisor: __________________________________________
DRAI Finalized (circle): Yes or No

Finalizing Intake CMS: __________________

COMMENTS:______________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________
Intake CMS (PRINT): ____________________________________________________

Phone: 410-230-3333

Toll Free: 1-888-639-7499

TDD: 1-800-735-2258

