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I. 
BACKGROUND
The Juvenile Warrant & Records Unit consists of one Clerk III assigned to juvenile warrants.  The unit is responsible for the data input of juvenile warrants into MoRIS  as  well as coordination with Family Court for active, recalled or served warrants daily.  The unit controls access to the locked and secured records filing room separate from adult warrants records.  The juvenile warrant intake person is responsible for liaison between Family Court, Probation Department, Youth Services Section and departmental units/sections regarding juvenile issues.

The unit receives juvenile fingerprints and completes and mails fingerprint cards to the State as well as data entry of fingerprint response summary information into MoRIS.

The unit is also responsible for and the scheduling entry of attendance or non-attendance of the Juvenile Crime Seminar; data and scanned entry of Juvenile Contact Forms and Incident Reports into MoRIS; receipt, data and scanned entry, and forwarding of all juvenile arrest packages.
The unit receives all juvenile dispositions, enters data into MoRIS and seals files in accordance with the law; the unit also is responsible for sealing juvenile bookings in RMS and MoRIS.
II. POLICY

A. Juvenile warrants are physically brought to us by Family Court personnel.  The warrants are hand delivered to City Records via the Customer Services Counter and are given to the Juvenile Warrant Unit for processing.  Juvenile warrants are entered and deleted from MoRIS by the Warrant Unit.
B. The juvenile warrant intake clerk is responsible for receiving the Juvenile Crime Seminar attendance notices and entering the attendance results in MORIS. and for notifying respondents, family and victims of the crime seminar.

C. The juvenile warrant intake clerk also serves as the liaison between Probation, Family Court, and officers victims and respondent regarding juvenile issues court actions and final dispositions.

III. PROCEDURES 

Family Court personnel delivers the juvenile warrant to City Records Service Counter where TSS personnel receives them.  The juvenile warrants clerk then enters them into MoRIS.  The juvenile warrant intake person then begins to fill out the juvenile contact record form (JCR) GO 435.  The JCR is then attached to the warrant and ID number is written on the warrant and the warrant is filed in the accordion folder to be served. The warrant tracker is distributed to the Youth Services Unit Coordinator for distribution to the appropriate School Resource Officer.
1. When the juvenile warrant has been served, the officer completes the JCR provides it a case record number  and returns it to City Records. City Records then gives it to the Juvenile Intake Clerk who accepts and retains the fully completed juvenile contact form detached from the warrant.

2. The clerk immediately deletes the warrant from MoRIS, marking the juvenile contact form as such, with date and initials.  The warrant is then returned to Family Court.

3. Any concerns with the warrant can be handled by calling Family Court at 371-3495.Presentment at 428-5890 and speak with Charlotte.

A. Juvenile warrant trips are coordinated for those involving juvenile delinquent warrants with serious offense related charges.  Coordination is done with the TSS sergeant secretary and Patrol Division during regular business hours.  In the event a juvenile is picked up on a warrant during regular business hours and Family Court is in session, the supervisor needs to contact Family Court at 428-3498 371-3495 and speak with Suzzy Brusen to make arrangements to have the respondent seen in Family Court.

· Airport assistance – In the event we are notified of a respondent returning in an airplane, arrangements have to be made by TSS secretary or supervisor with Patrol Division to have officers respond to the airport an hour before the arrival of the plane.  A supervisor has to call the MCSO at the airport for assistance.  A supervisor can call 464-0592 and ask for a supervisor or have one paged at 464-6001.  The MCSO sergeant will ask for the flight information and will request that a copy of the warrant be faxed to them at 464-68-7.  When the respondent is in custody, officers can take the respondent directly to Family Court if in session.  Otherwise, arrangements have to be made with the shelter if the warrant is a juvenile delinquent and not a PINS.

B. The Juvenile Warrant Intake Clerk obtains referral names from officers, Probation and FACIT for the Juvenile Crime Seminar.  The seminars are held every second Tuesday of the month from 7:00 – 9:00 pm.  The seminar itself is structured by FACIT and held at the County Public Safety in Part 1 of City Court.  The juvenile clerk also notifies the respondent, family and victims of the seminar.
C. The juvenile warrant intake clerk also serves as the liaison between Probation, Family Court, and officers, victims and respondent regarding court actions and final dispositions.
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