DC Pretrial Services Agency
PRISM User Manual
Version 2.0

4/22/2009

PRETRIAL REALTIME INFORMATION
SYSTEM MANAGER (PRISM)

PRISM

Real time information system manager

Book |1

Version 2.0 User Manual
(“PRISM 2.9 .Net Migration” SOW edited version)



DC Pretrial Services Agency
PRISM User Manual
Version 2.0

4/22/2009

RO O 1= o | SRS SPR 7
I N X O =N OSSPSR PSSP 9
00 00 T T I =Y o PSS 9
1111 Find CHENt BY NAME. .......ooiiiiiieeie ettt ettt sre e steaneesaeneas 9
1.1.1.2 Find Client By IAENTIFIEE ....coviieiie e 10
1.1.1.3 Find Client By DOCKet NUMDET .......ccoiiiiiiiicee s 12
1.1.1.4 Find Client By Case NUMDET ......ccociiiiie sttt s 12
1.1.1.5 Find Client BY Street AQAIESS.....c.vciviiieieiie ettt 13
1.1.1.6 Find Client By Birth DAte.........ccccoiiiiiiiiiiie s e et e e ae et snee 14
IO o (o I T 1 =T ) PSSR 16
2 N =SOSR 18
L.2.1 VIBW 8 NAIME ..ciiiiie ettt ettt et sttt et e et e e be e sbeeeteesabeebeesbaesteesbeestbesnbeenbeereens 18
1.2.2 AAA @ NEBW NAIME.....uietiiitiiie ettt st et te e e st e ste e e stesta et e stearaebesreenee e 19
1.3 ADDRESSES ....veuteutestestesteseateasestestestesteseessesease st et e st et et e Rt e R e Re R e Re et e a et et e st e Rt e ReeReeReetenr et et eneene e 20
1.3.1 VIEW 8N AGUIESS. .. e eviiieieitie sttt rte e ste e s e s e st te et e st eesaeesteesteesreesreesneeaneeenteereereens 20
1.3.2 Add an Address (GENETAI) ......c.oiieieiieeee ettt 21
1.3.2.1 Add A New Address (PO BOX) ...coueeieieeie ettt sttt ne e 24
1.3.2.2 Add a New Address (HOMEIESS) ......ccuorueiriiiiiiisie et 26
1.3.3 Add Address RetUrNed Mail...........cccoiviiiiieiiiece e 26
1.3.4 Add COMMUNICALIONS ......ecviieiiieiesie e see sttt sttt ettt e beesaesbesreesbesreaneenee e 28
LLA IDENTIFIERS ...teteutesiesteste ittt sttt stttk b b bbb s bbbt b e bbbt e e bt bt e bt b st b e et 30
1.4.1 View Identifier INfOrmation ... e 30
RN (o I T o (=T o ] =] SRR 31
1.5 CHARACTERISTICS ...uteuteteateatestestesteeesteseesessessessessessessessaseesessessessessessessessnssesensessessessessessensensans 32
1.5.1 View/Modify Cultural CharaCteriStiCS..........ccvveiiiiiiiiiiiii e 32
LB BIRTH/DEATH. ...t cuie i sttt ettt sttt e et et et esaeste e s e sbease e aesae e e e sbeeseenaeaseenaeneeaneenee e 34
1.6.1 View Date of Birth INfOrmation ..o 34
1.6.2 Add Date of Birth INfOrmation...........cccooeiii i 35
1.6.3 View Date of Death INfOrmation..........ccccocieeiieiiie i 35
1.6.4 Add Date of Death INformation ...........cccovieiiiiic e 36
A O 4 = N OSSR 37
1.7.1 View Citizenship/Passport or Visa Information ............cccccoeeviiiiiiiiciece e 37
1.7.2 Add New Citizenship/Passport INformation............ccccceiivriiiiie i s 38
1.7.3 Add Visa INfOrMAtioN..........coiiiie ettt e s rae e e eeere e 40
1.8 LANGUAGES ....c.veuteuietietieteste et steste b et eseeseesesseetesbesee s te e e se e st es e e s e ebeebesb et et e s e ene e s e e beebeabentete e eneene e 42
1.8.1 View Language INTOrMALION ........ccoiiiiiiiiiiieiesieee e 42
1.8.2 Add Language Information.........ccccvivoieiiiieie s 43
1.9 COMMUNICATIONS.....vettetteteetestestestesteseesseseasessessessesessessessesaaseasessessesessessesseseeseasestessessessessensans 44
1.9.1 View Communications INfOrmation ..........ccccccoeiiiiieiiiniii et 44
1.9.2 Add Communications INfOrmMation...........cccceeveeiiieiie i 45
1.10 COMMUNITY TIES ..ttettetiiititesiesiestestestes e sttt ste st e e s s s beabesbesae b et e s e ne e s e e beabenbeneete e eneene e 47



DC Pretrial Services Agency
PRISM User Manual
Version 2.0

4/22/2009

1.10.1 View/Add Community TieS INfOrMation...........ccoiriririieiniiinesee e 47
1.10.1.1 Add Lives With Information to CommuUNIty TIieS........cccvvveriiiiiiieie s 48
IR = 100y 1 T TSR 49
1.11.1 View/Add Education Summary Information ...........c.cccooveieeiieenie v 49
1.11.2 View Education INfOrMation .........ocuiiiiiiiiiie ettt ae e e s srrne e 50
1.11.3 Add a New EdUCALION RECONT........cuuiieiiiiiie ettt ettt st e e st ba e e s s b e e e s srbaee e 51
N Y, 1T 0 )7 Y 1= N TR 53
1.12.1 View Employment INfOrmation ............ccccveviiiiiiiiii e 53
1.12.1.1 View Other Support INformation ............ccccoveiiiiii i 54
1.12.2 Add a New EMployment RECOId ..........ccccoviiiiiiiiiesic e se s 54
1.12.2.1 Add Other Support Information to an Employment Record ............cccccovoviieiiiriinnnnne 56
RN 1= T 1 SR 57
1.13.1 View Health INTOrMAation ......cveeviiiiiiee ettt e e s e e s sban e e 57
1.13.2 Add a New Health RECOIT ........c.ooiiiiiiiiic ettt 58
1.14 SUBSTANCE ABUSE .....ocutiitieiteeitesitssite s steesteestaesttssttsastsabessbassbessbessatesstessbessbessbeessbessbeebessrenas 60
1.14.1 View Substance Abuse INfOrmMation ........ccceoiieiii i 60
1.14.2 Add a New Substance ADUSE RECOIT .........ccoovviiiiiiiiie et 62
SR Nl 1o V- 1 =SSR 63
1.15.1 View ASSOCIAtE INFOIMALION ......eeiiiiviiie i itiiee ettt ettt e s st e e e s sbe e e e s sabae e e s sabeeeesaes 63
1.15.2 Add New Associate INfOrmMation ..........ccviiuieiiii i 64
1.15.2.1 Add Communications Information to an ASSOCIALE............ceevvereiriricieecee e 65
1.16 CRIMINAL HISTORY ittt ittt ettt ettt sat s tee s st e s st e s s sbb e s s be e s sbee e sabe e s sabessnbeeenes 66
P O O T=T o) Al 0] (o T 66
2.1 CLIENT PHOTO QUEUE ..ot ittt ctee et st st te et teeete s svessvesanassstestessaeestessraesseesnbesnbesnbesresarenas 67
2.1.1 View the Client PROtO QUEUE .......ccuii i ciee e ee sttt te e ste e ste e ste e ste e stae s ee e sneesneeeneenneens 67
2.1.2 Delete an entry on the Client PNOt0 QUEUE ..........coiveiiieiiiiiiceneee s 68
2.2 CLIENT PHOTO VERIFICATIONS ....vviitieitieitee ettt eteeiteestesstesstesssesstssstssstesstesssasssessssesssesssesssesssenas 68
2.2.1 View Client Photo VEFITICALIONS .......ccvviieeiiiiiii ittt ettt 68
2.2.2 Add a New Photo VEFITICAION ...oveiiiieieii ettt 69
NG T O I | =1 N == [0 0 TSR 71
PR T AV ATV O 1= o d 0] (0 T 71
2.3.2 Add a Request fOr @ NEW PROTO ........coiiiiiiiiice s 72
3.0 SUPEIVISION ...ttt sttt ettt e st e e nnne e s 73
3.1 RELEASE ORDERS ...c.vviitviitieiteeiteesttssts s ste e steestessbtesbtssstsssbessbesabessaessstesstessteesbessaaesnbessbeebessrenas 125
R 0 Yo [ I 2 =Y (=T TSI O (o (=] 125

R A N a0 1=T (o I W R ] (=T T O] o (=T 130
3.1.3 Delete @ REIEASE OFUBK ...ttt b e e s eares 131
3.2 PROGRAMS ...ttt ettt sttt e sttt ea e e s bt e e ebt e e s et e s s sh b e e s ateesbe s e shbe s e ebessebeeesabesesbbessabaesbesesabasesreeesrenas 133
3.2.1 Add Program — Relase OFUEN .........ccuoiiiiiiirieieieeiee sttt 133
I Vo [0l o oo ] - o SO URSS PSS 135
I Ao LY/ =R 136
R T Yo o X1 {1V 1RSI 136



DC Pretrial Services Agency
PRISM User Manual
Version 2.0

4/22/2009

3.3.2 AsSigN SChedUIES 10 ACTIVITIES ........cveiieiiiiiiiiiie s 138
R O =02 S | N SRS 141
34 L AU @ CECK — TNttt ettt 141
3.4.2 ChecCk-INS, SPOt DIUQ TEST.....ciiiiieiiiiie e e aeete e te e sre e s e e nae e aeenneenreens 143
3.5 DRUG TESTING ...vttiteteiiesteieseeseeseesessestestestestesseseeseeseesessessessesseseesseseesseneeseasesseateseesseneenseneanens 145
3.5.1 View/Update Drug TESTING ......ccveiveeeieiiriiriesiest et 145
3.6 FTA (FAILURE TO APPEAR) LOG ...c.eiiiiiiiieiieiesiie ettt enee et sneenee e e 147
3.6.1 AQU NEW ENEIY 1.ttt sttt be s e be s re e b e te et e steataenre s 147
3.7 SUPERVISION LOG .....euiiiiiiiieiet ettt sttt e s esaesaeseebesbesnesaennessenaeneas 150
N Ao (o I LT I To =t 4 2SRRI 150
3.8 CURFEW EVENING UNIT ...oiuiiiiiieiieiisieste ettt sttt see et nassesnessesbessesseneessenennens 152
3.8.1 MaKe @ CUITEW Call.......oiieiieieiiee ettt ettt enae e 152
3.9 CURFEW OFFICER.....ceittitetesteseeseastaseaseasessessessessesseseasessassessessessessessessessessesessessessessensessessessnnens 155
3.9.1 ASSIGN CUITEW Call .....ceeiiiciece et sre s 155
3.9.2 Make @ CUITEW Call........ocuiiiiiieei e et 156
3.10 CURFEW SUPERVISOR .....ceutiuteueauiatestestestestestesseseeseesessessessessessessesessessesessessessessessensessessensasens 158
3.10.1 VIeW CUITEW CalIS ...ttt sttt see s e 158
3.10.2 Make @ CUITEW Call.........coiiiieeiee e ettt nee s 158
3.10.3 Add @ NeW CUITEW Call ......cceiieiiiiee ettt nne s 159

3. 11 APPOINTMENTS 1..tttetetetestesteseeseetessestestessestese e eseesaesaeseasessestesa et e st esseseesaeseasesbessetennessenseneas 160
3.11.1 Add NEW APPOINTMENTS......eiiiiiiiiicii ettt st re e et e esresteenaenre s 160
3.11.2 APPOINTMENT FIITEE ... et reesreesree s 162
TN =11 [0 N OSSPSR 163
TR0 7 Y [0 =11 o] o USSR 163

B LB IMIESSAGE ... ueetieteeie et ste st te et et e te ettt e st et et e st e s e e R e e Rt e R R e te st e e e Rt e Rt e ReeReeRentenrete e et et eneas 165
2.13.1 View and DeliVEr MESSAQES .......ccvevirieiieiecteeiese sttt ettt e ste st sreeaenne e 165
2.13.2 AU NEW MESSAGE ... veveeieeiteeiiesieste et ste st et et e e s te e e sbeste e beste e s e steabeessesteessesbesreensenreens 166
3.14 SANCTION & INCENTIVES ...cuiiiiiiiitiitisie sttt ettt bbbttt eneas 167
(THIS SECTION TO BE UPDATED/CHANGED IN TBD) ...oooiiiiiiiicecec e 167
B LS W ARRANTS. ...ttt sttt bbbt e st e bbbttt b et st e et e st e neeneeReebeebeneebeneeneeneeneas 167
TR Yo [0 I Y U - | SRR 167
3.16 SEAL/UNSEAL INFORMATION....c.tittitieteitestesieieaeseesaesaesessessessessessessessessesassessessessessessessessesens 169
3.16.1 Seal Client and Supervision Information...........cccccceveiiiie i 169
4.0 REPOITS .. .eeiiiiie ettt 172
4.1 FORM LETTERS. ...t ittittittitesteieee ettt sttt sb bbbt b bbbt e et et b e bbbt nn et e e eneas 173
4.1.1 AAAress VErIfICALION ........couiiiiieiiieee ettt et seeenee e 173
4.1.2 Advisement of Failure to Appear NOLICE.........cooiiiiie e 173
4.1.3 Advisement of Incarceration-Hospitalization .............cccooviviiininiie e 173
AN 1 =1 g0 = g Tol I I o SRS 174
4.1.5 BENCh WArrant NOTICE .........cooeiiiiiiiiiisie e 174
4.1.6 BenCh Warrant SUFELY .........ceoii ettt e ae et st reenneennne s 175
4.1.7 Bench Warrant Warning LEHEr ..........ooo it 175
R O [ 1=1 0L S =T ST SSRPRSS 175



DC Pretrial Services Agency
PRISM User Manual
Version 2.0

4/22/2009
4.1.9 CHENE'S RIGNTS. ..o 176
4.1.10 Clinical Service REVIEW FOIM .......cciiviiiiiic ittt ettt e s 176
4.1.11 Code 541 — Notification of INCIUSION .........cocuiiiiiiiiiiii e 176
4.1.12 Code 541(e) — Notification of EXPUNGEMENL.........cccueiiriiieiie e see e e e e siee e 177
4.1.13 Community Phase CheCKIIST ...........uo it 177
4.1.14 Compliance / Non-ComplhianCe — BW ........cooiviiiiiiiiiicice s 178
4.1.15 Confidentiality of Substance Abuse Client ReCOrdS............covveiiiiieiniiiisc e 179
4.1.16 Consent for Release of Information — APRA .........ooii i 179
4.1.17 Consent for the Use of Confidential INformation ...........cccccvevviiiiiii i 179

4.1.18 Consent for the Use of Confidential Information — Community Supervision Services..180
4.1.19 Consent to Release of Information — Criminal Justice Consent: Substance Abuse

TEEAEMENT ...ttt ettt et e bt e bt e s he e e ae e e b e e s be e sbe e nbeesbbeenbeenbeenbeens 180
4.1.20 Consent to Release of Information — General Consent: Substance Abuse Treatment...180
4.1.21 Consent to Release of Information — HIV/AIDS and Tuberculosis Treatment............... 181
4.1.22 Consent to Release of Information — Mental Health Treatment............cccccooveninenne. 181
4.1.23 Consent to Release of Information — Third Party DiSClOSUre..........ccccccvevvvevveiiesineninnns 182
4.1.24 Curfew Address VerifiCatioN...........c.oooiiiirie et 182
4.1.25 Drug Testing INSTIUCTIONS .......c.eeiiiiiiee ettt ettt enae e 183
4.1.26 Eligible / INeligible LETEr ......ccvoiiiiiceee s 183
4.1.27 Employment VEFIfICAtION ......cccviiiiie ettt 183
4.1.28 Felony Eligibility CheCKIISt .........cccveiiiiee e 184
4.1.29 Felony Placement FOMM........cvoiiiiii ettt te st e s sne e nneennne s 184
4.1.30 Grounds for Immediate EXPUISION ........ccviiiiiiiee e 185
4.1.31 Heightened Supervision Eligibility FOrm ..........cccooiiiii e 185
4.1.32 Heightened Supervision Orientation FOIM...........cccviriiiiiieneeeee s 185
4.1.33 IMPreSSION SHEEL.......oiiiicieie e sttt e s be e saesreenaenre s 186
4.1.34 Intensive Supervision Halfway House Phase Orientation..........c.ccccoevevviviieiesveiiennns 186
4.1.35 ISP EVAIUALION FOIM ..oiiiiiiiieiiiieit ettt ettt st nne s 187
4.1.36 Juvenile Contact RaNAOM LY ..........ccviiuiiieieieeee et 188
4.1.37 Memo for Referral PACKELS ............ooi it 188
4.1.38 Misdemeanor Eligibility CheckliSt............cooiiiiiiiiicie s 189
4.1.39 Misdemeanor PIACEMENT..........coiiiiiiiiiiie e 189
4.1.40 MOVEMENT SNEEL ......ooviiiiitiitiieie e bbbttt st 189
4.1.41 Notice of Participation in INteNSIVe SUPEIVISION ......cccuveiveeiieiieisee e e see e 190
4.1.42 Notification of Lack Of BEASPACE .........cveeerreiieiiii ettt 190
4.1.43 Official Release To Intensive Supervision — Community Phase ..........c.cccccovovvvnieninnnns 190
4.1.44 Orientation PACKAGE ........ccerviieieiiieiisieste ettt 191
4.1.45 Participant RUIES CONLFACT .........ccccveiiiieciece sttt e sre e sre s 191
4.1.46 PaSSPOIt NOTICE .....ecveiieiicieie ettt sttt be et e re et e be e e sresteenbenre s 192
4.1.47 ReCeipt Of DOCUMENT.......cciiii e ee e et e e be e reenneenneeas 192
4.1.48 Release Of DOCUMENT .......cc.oiiiiiiiiie ettt see s te e ste e e testeeeeseeereeaenneas 192
4.1.49 Rule 118 CertifiCALION......cuiii ettt st e e 193
4.1.50 RUIE 118 FOIWAITU......cocviiiiieiiie ettt ettt st st e be e s te e s beesbbesnaeenbeenbeea 193

Y I o {0 | [ I =] ] TR 194



DC Pretrial Services Agency
PRISM User Manual
Version 2.0

4/22/2009

4.1.52 RUIE 48 NOTICE. ...c.veeieeie ittt ettt ste et te st e steesaesreete e testeeseesbesseeseesseenaennens 194
4.1.53 SPOT TESE FOIM ..ttt ettt e sab e e srbe e e sbbeesnreeans 195
4.1.54 WarNING NOTICE ... .ccveiiiiciice sttt sttt e s be e e be s e et e ste e e e sreareesaenreas 195
4.1.55 Written Notice of COUrt APPEAIANCE ........ccveveeiierie e e see e e e sreesreesree s 196
4.2 CLIENT REPORTS ..t ttittteiesteseetesie et st stesee et eseesessestestesbesee e eseese et e abeabessebeseeseeneeneaneanesbeseenens 196
4.2.1 Change Of STALUS FOIM ......oiiiiiiee ettt sreenee e 196
4.2.2 CONEACT REPONT.......iiieeiie ittt bbbt b bt eenresr e nne s 197
4.2.3 Court NOTITICAtION LELEEIS .....cviieiiieiicieiie sttt 197
O N (=11 V(=T 10 SRS 198
4.2.5 Defendant SUPEIVISOIY LOQ ...ccvveieiiiiiieiiesie s steesteesteestee s e eeete e ste e e e sreesneesnae e enneenneens 198
4.2.6 Drug STAtUS REPOIT ...ttt ettt sb e sbeeanne e 199
4.2.7 Executed Releases of INfOrmation............c.oooie i 200
4.2.8 Referral t0 Program NAIME .........ccooiiiiiiiieieeesese s 200
4.2.9 Referrals I1SSUEA REPOIT .....cc.oii ettt st ste e nre s 200
4.2.10 REPOIT LOG REPOIT ..oeiiiieiiiie ettt sttt ettt e e sebeesbee e 201
4.2.11 Substance Abuse Treatment Compliance FOrm.........cccovveiieiiiiiiie s 201
4.2.12 Summary Compliance REPOIT ........cco ittt st 202
4.2.13 Treatment Referral PACKAgE .........coveiieeee e e 202
4.3 SUMMARY REPORTS. .. .eteterieteareateatestesseseeseeseaseesessassessessessessassesessessessessessessessessesessessessessensens 203
4.3.1 Agent NOIfiCation REPOIT........cccveiiiiiie ettt 203
4.3.2 Bench Warrant LiSt REPOI ..........coviiiiiieee sttt sttt nne s 203
4.3.3 Case Load ACLIVILY REPOIT ......c.iciie et ee e sre e s re et e e snaeenaeenee e 204
4.3.4 Case Load BENCh WAITANT...........ccciiiie ettt 204
4.3.5 Case Load COoUrt DAte LiSt........c.ciiiiieieeieeie sttt st enae e 204
4.3.6 Case Load SUMMANY REPOIT .......oveiiiiiiiiieieeieeee st 205
4.3.7 Case LOAU SUMMATY ...c.veiviiieie ettt e ettt et e s e s e besre e b e steeaesresraentens 205
4.3.8 Check-1n Time BreakaOWN. ... .....oviiiiiiiiiiie et 205
4.3.9 Compliance ASSESSMENt REPOIT.........cccviiiieie e see st eeenree 206
4.3.10 Court APPEAranCe REPOI ........couiiiie ittt st be b 206
4.3.11 Daily Drug TSt RESUILS ......oiuiiiiiieeiee sttt st nee s 206
4.3.12 Daily Management Reports FTAs/ Incomplete DiSPoSItion .........cccovvvvivereivscienennnns 206
4.3.13 Detailed CaselOad...........cooeiiiiiiiiiie e 207
4.3.14 Detailed Court Appearances (SUPEIVISO).......c.civiieieieaieseseesiesieseesiestaessesressaesaesnes 207
4.3.15 Detailed Court Appearances By Case Manager/Court Rep........cccevvvevvivevveneesneninens 207
4.3.16 Detailed Court CalENUAr ...........ooiiiiie ettt s nne s 208
4.3.17 Drug Status Report (BAtCh) ..........coiiiieiiee e 208
4.3.18 LOCKUDP Drug TSt RESUILS ......eveiiieiieiieiisiisie e 208
4.3.19 Sanction Callback REPOIT ..........coviieiiieee e 209
4.3.20 TEAM TASK LISt ....iiuiitiiiiiteiieieieie ettt ettt 209
4.4 REPORTS REGENERATION ....coutitiitiatesiestestestestesteseeseesessesbe st sbe b saeseeeseesessessessesbessenbensenseneeneas 209
4.4.1 REQENEIALE @ REPOIT .. oottt sb e sttt nbeenneen 209
4.5 DIAGNOSTIC REPORTS ..eiuiiuieuiatisiietestestesteeeseeseesessestessesseseeseessasessessessessessessessessasessessessessensens 210



DC Pretrial Services Agency
PRISM User Manual
Version 2.0

4/22/2009

1.0 Client

Purpose: The purpose of the Client menu is to enter, store and retrieve all the meaningful
pieces of data that describes a client. As illustrated in the figure below, the Client menu
contains the following modules:

= Find Client = Communications
= Name =  Community Ties
= Addresses = Education

= |dentifiers = Employment

= Characteristics = Health

= Birth/Death = Substance Abuse
= Citizenship = Associates

= Languages = Criminal History

Client
Menu

By Docket Mumber By Case Mumber
Brockorl Mamber Cover Masmber

You may use the Following oriteria bo reline your sesnch by selecting & checkiou below

M 0y Street Address
) Famber Hrecl Ry Blale
B Seewmidy Hard | | | 10 = | El

M by Dirth Date
Barth e
— =

Client menu
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1.1 Find Client

The Find Client module is located under the PSO/CSO, Diagnostic, and Client menus.

Purpose: The purpose of the Find Client screen is to allow the user to locate a particular
client within PRISM.

Note: In order to add a new client to PRISM, the user must first search for the client
within the system. If after the search, the client is not located, only then can the user add the
client to PRISM.

Note: The Find Client screen, shown in the figure above, is the default screen presented to
the user upon successfully logging into the application.

1.1.1 Find Client
There are six methods by which to find a client:

By Name

By Identifier

By Docket Number
By Case Number
By Street Address
By Birth Date

oo wdE

1.1.1.1 Find Client By Name

Note: If the Find Client screen is not already selected, then click once on the Find Client
module under the PSO/CSO, Diagnostic, or Client menus.

1. Select the Search type using the Search type drop down menu. This menu provides the
user with the following search type options:
a. Begins with
b. Exact
c. Sounds Like

Note: “Begins with” is the default value that initially populates the Search Type field.
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2. Type the Client’s last name in the Last Name field and/or first name in the First Name
field. If Search Type = Begins With, then only the first few letters of the Client’s Last
Name are required. If Search Type = Exact, then the Client’s entire last name must be
entered. At this time, the “Sounds like” function is not operable.

3. Click

Note: The user may further narrow his/her search by utilizing the By Street Address and/or
By Birth Date options. To utilize one or both of these options, review sections 1.1.1.5 and
1.1.1.6 explained later in this section.

4. The application will return all records that meet the specified search criteria as
illustrated below:

Mame Malden PIMD NAID Sed  Hacs  D4H0 Hedght  Sheight

Find Client Search Results
5. To select a client, hyperlink on any piece of the client’s information. If the desired
client is not on the list, then return to the Find Client screen by clicking on the Find
Client menu under the Client module and try searching using different criteria.

Note: Users should exhaust all available methods of searchinE for a client in PRISM. If it is

determined that a client needs to be added, click on the button and follow the
Add Client procedures explained later in this section.

1.1.1.2 Find Client By Identifier

10
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Note: If the Find Client screen is not already selected, then click once on the Find Client
module under the PSO/CSO, Diagnostic, or Client menus.

1. Select the type of ID from the ID Type dropdown menu as illustrated below:

Lt Saie

Search Type
[egreetng] [ [ [

Iy Bdentilier
I Type:

By Lase Mumbser
Lase Mayleer

o iy e (e ol T e oo Iy wedeoting a checkios brkom

M By Sireet Addeecs

Find Client screen

2. Enter the number in the ID Number field.

3. click EEEEEEE

4. The application will return all records that meet the specified search criteria as

illustrated in the figure below:

£ Do

B (et PRt
O Supeivaien

] Rt

O Mardenars

O Srcusity Mo

11

. T Willliam d DOl G SEfI9TH PO ¥S0-9940

Search Criberia

Total Records: 1
:_:_': Maiden PHD  BAID Sew  Race  DOB Meight  Weight

Tk, Willian d Yes it rue wmie /s/1av BT e

Find Client Search Results

ID Type
Search
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5. To select a client, hyperlink on any piece of the client’s information. If the desired client
is not on the list, then return to the find client screen by clicking on one of the Find
Client modules and try searching using different criteria.

Note: Users should exhaust all available methods of searching for a client in PRISM. If it is
determined that a client needs to be added, click on the ‘M button and follow the
Add Client procedures explained later in this section.

1.1.1.3 Find Client By Docket Number

Note: If the Find Client screen is not already selected, then click once on the Find Client
module under the PSO/CSO, Diagnostic, or Client menus.

1. Type the docket number in the Docket Number field.

Note: The value entered into the Docket Number field must be in the proper format. (Ex:
F12345-04)

2. Click IEEEEEE

3. The application will return all records that match the specified criteria

4. To select a client, hyperlink on any piece of the client’s information. If the desired client
is not on the list, then return to the find client screen by clicking on the Find Client
menu under the Client module and try searching using different criteria.

Note: Users should exhaust all available methods of searching for a client in PRISM. If it is
determined that a client needs to be added, click on the KRS hutton and follow the

Add Client procedures explained later in this section.
1.1.1.4 Find Client By Case Number

Note: If the Find Client screen is not already selected, then click once on the Find Client
module under the PSO/CSO, Diagnostic, or Client menus.

1. Type the case number in the Case Number field.

Note: The value entered into the Case Number field must be eight digits in length.

2. Click EEEEIEN

3. The application will return all records that match the specified criteria
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4. To select a client, hyperlink on any piece of the client’s information. If the desired client
is not on the list, then return to the find client screen by clicking on the Find Client
module under the Client menu and try searching using different criteria.

Note: Users should exhaust all available methods of searching for a client in PRISM. If it is
determined that a client needs to be added, click on the m button and follow the

Add Client procedures explained later in this section.

1.1.1.5 Find Client By Street Address

Note: If the Find Client screen is not already selected, then click once on the Find Client
module under the PSO/CSO, Diagnostic, or Client menus.

1. Check the By Street Address check box in the Find Client menu as illustrated in the
figure below:

[pegravan ] | I |

Dy Bdentilier
1D Trpee:

| P I |

By Street
Address
Check Box

H wy tirth Date
Birth Date

 —

Find Client

2. Enter the appropriate address information in the designated fields. Although users may
complete as many or as few fields as desired, the fewer number of fields completed will

result in a less precise search.
Click ﬁ

4. The application will return all records that meet the specified search criteria as
illustrated previously.

w
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5. To select a client, click on any piece of the client’s information. If the desired client is
not on the list, then return to the Find Client screen by clicking on the Find Client

module under the Client menu and try searching using different criteria.

Note: Users should exhaust all available methods of searching for aclient in PRISM. If itis

determined that a client needs to be added, click on the

Add Client procedures explained later in this section.

1.1.1.6 Find Client By Birth Date

button and follow the

Note: If the find client screen is not already selected, then click once on the Find Client
module under the PSO/CSO, Diagnostic, or Client menus.

1. Check the By Birth Date check box in the Find Client module as illustrated in the figure
below:

[eegravan=] | | [

By Idenlificr
DI Toype

EEET

By Decket Mumber By Case Nurmber
st ket Mumdaer Cane Mumibier

By Birth Date
Check Box

O my firth Date
iirths Dsbe

Find Client Screen

2. Enter the client’s date of birth in the Birth Date field. Although users may complete as
many or as few fields as desired, the fewer number of fields completed will result in a

less precise search.

Note: The date of birth entered must be in the proper format of MM/DD/YYYY.

14
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4. The application will return all records that meet the specified search criteria as
illustrated previously.

5. To select a client, click on any piece of the client’s information. If the desired client is
not on the list, then return to the find client screen by clicking on the Find Client
module under the Client menu and try searching using different criteria.

Note: Users should exhaust all available methods of searching for a client in PRISM. If it is
determined that a client needs to be added, click on the w button and follow the
Add Client procedures explained later in this section.

After hyperlinking on any piece of the client information in Step 4, the Client ID Profile
screen will be presented displaying snapshots of the client’s demographic data as illustrated
in the figure below. The data presented will help the user ascertain if this is the correct
client they wish to work with. This screen also presents the client’s Supervision Profile
displaying information such as Date Assigned, Function, and PSO supervising the client,
Unit, Team and Docket Number.

B psnasn

£ Drissgros tic
Chnit

O Client Phote

B Suparvision

B Reepunts

£ ETanC e
0 Sacurity Main:

Hame
[First Last el Prefiss Sl Plaiden

wilkan Tesng o

Identifiers
L] DT BATD

G

ikl [ ——
Dt oy State Coumdry 4/8/2000 Fr3R00 Py

BIEJTH LEWELE Warification 4,7 /2000 4143008 BH

Phavtn 1 nf 4
Iemngraphics
Rete SEN Theaght et
WHITE MALE £ Q. praid S8
™

Bench 'Wamant
‘Warrank Assigreed

Supervision Prolile

s ket Dhate Assigned  CS0,150 Ut Tram

- PSA Supervisian Dranch,
FOOOOZ-05 6,2/ 2004 il Mark PS4 [ 15, [ — Preleisl

: NAS
10000200 A

HIAS
FO4567-03 iy

Client ID Profile screen
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1.1.2 Add a Client

Note: If the client search does not return the client the user was trying to locate, then the
user may choose to add a client.

1. After performing an unsuccessful client search, click on the button
shown in the illustration below:

Vi, Wil os g ke WAL D0 UR/108
e
i

TERT T, WILLLAM Tes

Rk soais Add Client
Button

THOINFFE Sale WHITE 1006190 .-

Find Client Search Results

2. After clicking on the button, the Client Name form is displayed as
illustrated below:

Al T ek 1rel cormusbion

ooooooon

| |

-
Idead darrs
j. I j
s

T T —— [ 3 [Fezes B
= I
- &

[ v | cancna |
Client Name Form
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Note: Note that fields with bold face type fields and an * are mandatory fields and must be
entered in order to save the information.

3. Record the client’s name in the fields provided.
4. Record the client’s date of birth in the Date field.

5.

©ooNo

In the fields provided, record the client’s city, state, and country of birth. These fields
default to Washington, DC, United States.

Select the race of the client from the Race dropdown list.

Select the client’s heritage from the Heritage dropdown list.

Select an ID Type (most frequently a PDID number) from the dropdown list provided.
Record the client’s ID number in the field provided.

Note: If the ID number recorded in the ID Number field matches that of another client,
PRISM will not permit the user to save the information.

10. Click L=EESEM The user is returned to the Client Name list screen where the data just

17

entered is displayed as illustrated below:

Client Name list
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1.2 Name
The Name module is located under the Client menu.

Purpose: This module stores all of the names and aliases for a selected client. Client aliases
may also be added using this module.

Note: By adding a name in this module, a user is not creating a new client. A user is only
adding an additional name or alias to the existing client selected through the Find Client
function.

1.2.1 View a Name

1. Perform the Find Client function and click on the Name module under the Client menu.
The Client Name list screen is displayed as illustrated below:

Client Name list

2. Hyperlink on any of the data displayed for the desired client. The Client Name form is
displayed as illustrated below:

Client Name form
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3. Click to return to the list screen.

1.2.2 Add a New Name

1. Perform the Find Client function and click on the Name module under the Client menu.
The Client Name list screen is displayed as illustrated above.
2. Click on the IGBECEM vutton. The Client Name form is displayed as illustrated below:

Client Name form

3. Record the first and last names.
4. Record the Middle Name, Suffix, and Maiden Name as necessary.
5. Click “Yes’ or “‘No’ to indicate if this is the client’s true name.

Note: If the user elects to click on the True Name “Yes’ radio button, PRISM will
automatically change the True Name to ‘No’ for any other names associated with the client.

6. Click L=EESEH The form is updated with the , ,
, and buttons added.
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1.3 Addresses
The Addresses module is located under the Client menu.

Purpose: The purpose of the Addresses module is to record and store client residency
information.

The Address form consists of three sections and two sub lists. The Address form is divided
between Address Information, Phone Information, and Additional Address Information. The
two sub lists found on the form are the Address Returned Mail and Communications sub
lists.

1.3.1 View an Address

1. Perform the Find Client function and click on the Addresses module within the Client
menu. The Address List screen is displayed as illustrated in the figure below:

O P50sCs0
B salic:

Coart  Wenofied! Scabed) =Fw-15R
g dered  Date vl

5150 Haaski, < L] K
‘Waldoaf, M0

20755

Lrked Shabes

Address list

2. Hyperlink on any of the data for the desired address. The Address form is displayed as
illustrated in the figure below:
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Pobee Service Area Laat Stayed Date Diwnar b S1abus

MreEm r < =

Phower edormatuon

Phasrer Ssrmber

ﬁmmz e 1 imlc] Phes Humbar - ‘Wi vy Cocs: d
Soeskar Fhore =]

Aaddtional Address 1nd onmat ion
Livves With First M Lives Willhs Last Manme

I | —s [ 3
Mo (s Firud harme Hosrwe Chwerser Ll Naime sallfix Comdack Informealmn

Soasoe OF Ind st ien Drabe Brdosrveadin Provided

Faprbser O Bl

Address form
3. Click to return to the Address List screen.

1.3.2 Add an Address (General)

1. Perform the Find Client function and click on the Addresses module under the Client
menu. The Address List screen is displayed as illustrated in the figure above.

2. Click on the button. The Address form is presented as illustrated in the figure
below:
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oooooooo

Ak el fddie s s Ind oimestion
Lives Wil Niest Mo Lirves 'With Laak Mame

il In Care 0F Firsl Mame Ml In Care OF Last Rae S Hrelatmormbap

[ [ = [ |

Adddress Beturned Mol

Ciate Fadl
Retugmed

s il Type

There are ne Returned Mail records for this sddress.
Lo THT R ok i

2 alus Type sagrmibser e Ernadl

There are na Communication records for this address.

Address form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information. Several business rules in this module may also
prompt the user to record data in fields that are not denoted by the bold face type and *.

3. Select ‘Current’ or ‘Prior’ for the Status of the address. Note: ‘Current’ is the default
setting.

4. Select ‘Steadily’ or ‘Off-and-On’ for the Frequency at which the client stays at the
address. Note: ‘Off-and-On’ is the default setting.

22



DC Pretrial Services Agency
PRISM User Manual
Version 2.0

4/22/2009

Select “Yes’ or ‘No’ to indicate whether the client may receive mail at this address.
Note: “Yes’ is the default setting

Click on “Yes’ or “No’ to indicate whether or not the client has been ordered through the
court to stay at this address. Note: “No’ is the default setting.

Click on “Yes’ or ‘No’ to indicate whether or not the client has been ordered to stay
away from this address. Note: ‘No’ is the default setting.

Click on “Yes’ or ‘No’ to indicate whether or not the client resides with the complaining
witness at this address. Note: ‘No’ is the default setting.

Click on “Yes’ or ‘No’ to indicate if the homeowner has approved of the client staying at
this address under a curfew condition. Note: ‘No’ is the default setting.

Note: The Approves Curfew Calls radio button should remain on ‘No’ until PSA has
verified the address and confirmed with the homeowner that the client may stay there under
a curfew condition.

23

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.

23.

24.

25.

26.

Click on *Yes’ or ‘“No’ to indicate if the client has indicated that this address is where he
or she would reside under a curfew condition. Note: ‘No’ is the default setting.

If the address has been approved for curfew purposes, record the date on which the
address was obtained in the Date Curfew Address Obtained field.

Select the type of address from the Address Type dropdown list.

Record the length of time that the client has lived at the address in the How Long field.
If necessary, record the length of time in the How Long (Description) field.

If necessary, populate the Address Description field with the name of the building,
apartment, school, etc.

Record the Unit Number.

Record the Street Name.

Select a Type from the dropdown list.

Record the apartment, room, or suite number if applicable.

If the address does not have an apartment, room, or suite number, click on the No
Apt/Room/Suite check box. If the check box is marked, the preceding Apt/Room/Suite
field cannot be filled.

Select a quadrant from the Quadrant dropdown if the address is located within DC. This
is a mandatory field if the City and State fields are Washington and DC.

Record the city in the City field if it is other than Washington. This field will
automatically default to Washington.

Select a state from the State dropdown list if it is other than DC. This field will
automatically default to DC. This field becomes non-mandatory if the country selected
is not the United States, Canada or Mexico.

Record the zip code of the address in the Zip field. This field is not mandatory if the
country selected is not the United States.

Select the country from the Country dropdown. This field will automatically default to
United States.

If applicable, record the county of the address in the field provided.
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Note: The [ GET PSA | button is intended to allow the user to find the Patrol Service Area for
the designated address. By clicking on this button, the user is linked the DC Metropolitan
Police Department (MPDC) website. The MPDC website does not currently provide the
capability to locate a PSA.

27.

28.

29.

30.

If known, record the date on which the client last stayed at the address in the Last Stayed
Date field.

If known, select ‘Buy’, ‘Neither’, or ‘Rent’ for the client’s ownership status at the
address.

Record the client’s phone number in the Phone Number field. PRISM will format the
phone number automatically and correctly without the need to record either brackets or
hyphens.

If known, click on the features that are present on the phone number recorded using the
Features text box that permits multiple selections. To select multiple features, a user
must hold down the Ctrl button while clicking on each entry.

Note: When a phone number is recorded in the Phone Information fields, PRISM will
automatically create a new corresponding record under the Communications sub list.

31.
32.

33.

Select a status from the Status dropdown.
Record additional information related to the address in the Additional Address
Information fields.

Click . The Address form will be updated with the , 42 REMARKS |
, and buttons added to the screen.

1.3.2.1 Add A New Address (PO Box)

1.

~
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In the Client module, click on the Address tab. The Address list screen is displayed as
illustrated previously.

Click on the ICEECEM button. The Address form is displayed as illustrated previously.
Select either the *Current” or ‘Prior” Status radio button. Note: ‘Current’ is the default
setting.

Select either the *Steadily’ or *‘Off-and-On’ Frequency radio button. Note: ‘Off-and-On’
is the default setting.

Select either the “YES’ or “NO’ Can Receive Mail radio button. Note: ‘YES’ is the
default setting.

Select either the “YES’ or ‘“NO’ Court Ordered radio button. Note: ‘No’ is the default
setting.

Select either the “Yes’ or ‘No’ Stay Away radio button. Note: ‘No’ is the default setting.
Select either the “YES’ or “NO’ Lives With Witness radio button. Note: ‘NO’ is the
default setting.
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9.

10.

11.
12.
13.
14.

15.

Select either the “Yes’ or *‘No’ Approves Curfew Calls radio button. Note: ‘No’ is the
default setting.

Select either the “Yes’ or ‘“No’ Curfew Address radio button. Note: ‘No’ is the default
setting.

Select ‘PO Box’ from the Address Type dropdown list.

Record the length of time from the How Long fields.

If necessary, record the length of time in the How Long (Description) field.

If necessary, populate the Address Description field with the name of the building,
apartment, school, etc.

Record the PO Box number in the PO Box field.

Note: Unit Number, Street Name, and Type are not mandatory fields if PO Box is selected
from the Address Type dropdown list. If PO Box is selected as the Address Type, PO Box is
a mandatory field.
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16.
17.

18.

19.

20.

21.
22.

23.

24.

25.

26.
27.

28.

Select a quadrant from the Quadrant dropdown if the address is located within DC.
Record the city name in the City field if it is other than Washington. This field will
automatically default to Washington.

Select a state from the State dropdown list if it is other than DC. This field will
automatically default to DC. This field becomes non-mandatory if the country selected
is not the United States, Canada or Mexico.

Record the zip code of the address in the Zip field. This field is not mandatory if the
country selected is not the United States.

Select the country from the Country dropdown list. This field will automatically default
to United States.

If known, record the county name in the County field.

If known, record the date on which the client last stayed at the address in the Last Stayed
Date field.

If known, select ‘Buy’, ‘Neither’, or ‘Rent’ for the client’s ownership status at the
address.

Record the client’s phone number in the Phone Number field. PRISM will format the
phone number automatically and correctly without the need to record either brackets or
hyphens.

If known, click on the features that are present on the phone number recorded using the
Features text box that permits multiple selections. To select multiple features, a user
must hold down the Ctrl button while clicking on each entry.

Select a status from the Status dropdown.

Record additional information related to the address in the Additional Address
Information fields.

Click L=EESEHM 1o save the information recorded. The DI Address form will be updated

with the [SEEEE F=TIEE0E ang BREEEEEEEE buttons added to the screen.
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1.3.2.2 Add a New Address (Homeless)

1.

2.
3.

4.

5.

In the Client module, click on the Address tab. The Address list screen is displayed as
previously illustrated.

Click on the IGlECEM button. The Address form is displayed as illustrated previously.
Select either the *Current” or ‘Prior” Status radio button. Note: ‘Current’ is the default
setting.

Select either the ‘Steadily’ or ‘Off-and-On’ Frequency radio button. Note: ‘Off-and-On’
is the default setting.

Select ‘Homeless’ from the Address Type dropdown list.

Note: If Homeless is selected for the Address Type, the Street Name field will automatically
be populated with the phrase “No Fixed Address”. Unit Number, Street Name, Type, Zip,
and Country are no longer mandatory fields when ‘Homeless’ is the Address Type.

6.

7.

Select a City and State from the City and State dropdown lists. These fields default to
Washington and DC respectively.

Click to save the information recorded. The DI Address form will be updated
with the , , and , buttons added to the screen.

1.3.3 Add Address Returned Mail

The Address Returned Mail function is located on the bottom of the Client Address screen
as shown in the figure below. This function allows users to log into PRISM any returned
mail from a client’s address along with the date the mail was returned, the type of mail
being returned and why the mail was returned.
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Address form

Note: New address information at the top of the Address form must first be saved before
this function may be used.

Note: To view existing returned mail information, single click on any of the records listed
under Address Returned Mail.

1. Perform the Find Client function for the client for whom PSA has received returned
mail. Click on the Addresses module under the Client menu and select the address from
which the mail was returned by hyperlinking on any of the data displayed.

2. Click on the [ € ADD | button located on the Address Returned Mail sub list illustrated
in the figure above. The Returned Mail Form will be displayed as illustrated in the
figure below:

Wi Craasy, John GOl 1072 f 1905 BOE: 110-118
EIPSOASD &% g coae
HEL -

Hetuned Mail Information

Hail Type

© [ o [ |

Returned Mail form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.

Record the date the mail was returned.

Select the type of mail returned from the dropdown list.

Select the reason returned from the dropdown list.

Click L<EESEM The information added is displayed in the Address form under the
Address Returned Mail sub list.

o gk w
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1.3.4 Add Communications

The Communications information is located on the bottom of the Address Form as
illustrated in the figure below. The Address Communication is for the user to gather all
types of communications for the client at that particular address. (i.e., Telephone, Cell
phone, Fax, Pager)

Communications

Thars are oo Brarsad =1a recorde for they sddrvas

Thees aes ou [ asimmmen oloms tutmiol foi Thin addeeri

e ]

Address form
Note: A user may not add communication information to this module until after the address
information on the Address form has been saved.

Note: To view existing Communications data, single click on any of the records that appear
under Communications.

1. Perform the Find Client function and click on the Addresses module under the Client
menu. The Address List screen is displayed as illustrated above.

2. Select the address desired by hyperlinking on any of the data displayed.

3. Click onthe button on the Communications sub list. The Communications
Form will appear as illustrated in the figure below:

Communications form
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Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.

4. Fill in the pertinent information regarding the following:
a. Current or Prior Status
b. Type
c. Number
d. Extension of Number

Note: If the user selects ‘Email’ from the Type dropdown, data may not be recorded into
either the Number or Extension fields. PRISM will format phone numbers automatically and
correctly without the need for brackets or hyphens.

5. If known, use the text box that permits multiple selections to indicate what features are
found on the communication being added.

6. Click L<EESIM The user is returned to the Address form with the saved information
displayed under the Communications sub list as illustrated in the figure below:

of: 10F2F 1965 FOD: 110-110

Meddiress Foeturned ail Communications
Status il Typar oy on - list

There are no Aeturned Hail records far this address,

Communications list
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1.4 Identifiers
The Identifiers module is located within the Client menu.
Purpose: The purpose of the Identifiers screen is to allow the user to add identifiers to the

client’s records. Acceptable identifiers to add are FBI #, PDID #, DCDC#, Temporary
Testing #, CSSID, CSS Testing #, Social File Number, and X-Ref.

1.4.1 View ldentifier Information

1. Perform the Find Client and click on the Identifiers module in the Client menu. The
Client Identifiers list is displayed as illustrated below:

DOl 10271965 POID: 11@-110
B rPsoacsn
B ringnasti:

Clienit dentifiers
Stalus IO Mumber DD Type  State  IsedngDate  Bepieation Date  Sealed/Date € AD0

Corrent 110110 PONG o | 1T coer |

Client Identifiers list

2. Click on any of the data displayed for the desired record under the Client Identifiers sub
list. The Client Identifiers form is displayed as illustrated below:
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abin o 1@z 1965 PO 110-110

Crasted by Balde on QTI0GT04 Lot upadsted by Balitaaartacancls on 37 TARA04
Bdeskilier brdormalion

Status State
e e
P& cmam [ venarrcarion [l masanks [ weas | [ o™ O canica |

Chenl Tdenliliers

Sumber 1D Type  Stabe  lssuing Date  [npirabion Date Sesled Tate Ea Lol

Currest 110118 POID o [ 3% coex |

Client Identifiers form

3. Click to return to the Client Identifiers list screen.

1.4.2 Add an ldentifier

1. Perform the Find Client function and then click on the Identifiers module under the
Client menu. The Client Identifiers list is presented as illustrated in the figure above.

2. Click on the IGMECEM vutton. The Identifiers form is presented as illustrated in the
figure below:

Man casy. John Dol 10 f2 /1965 FOEK 110-110

O Maintenance

n  Current =]
£ Securiy Maink I— I—M =
T Prioe e
Isswe Date or 1ew long? Lrpiration Date or How kg
I I E—

Lhent 1dentifiers

Stalus  IDMunsher 10 Type  Stale  Deuing Dale  Eupicalion Dale  Sealed/Date (% a0o

Current  110-110  FOID Ha [ 5% coev |

Client Identifiers form
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Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.

3. Select Current or Prior Status button (Note: Status defaults to Current)
4.  Enter the number in the ID Number field.

Note: If PDID number is the identifier being added, the value must be six characters in
length. A user is not required to record a hyphen in the middle of the digits. PRISM will not
permit a user to add a PDID number to a client who has one already on file.

5. Select the type of identifier from ID Type drop down menu.

6. Populate the remaining fields if applicable.

7. Click L<EESIM The user is returned to the Client Identifiers list screen with newly
saved information displayed under the Client Identifiers sub list.

1.5 Characteristics

The Characteristics module is located under the Client menu.

Purpose: The purpose of this form is to allow the user to enter cultural and physical
characteristic information for the client. The Characteristics Form will be launched
automatically when selected from the Client module. There are six (6) federally mandated
designations for RACE identifications, and the standard two (2) for Heritage classification.

1.5.1 View/Modify Cultural Characteristics
1. Perform the Find Client function and then click on the Characteristics module in the

Client module. The Client Characteristics form screen will appear as illustrated in the
figure below:
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Characteristics form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.

Select a race category from the Race dropdown list.

Select Non-Hispanic or Hispanic from the Heritage dropdown list.
Select Male or Female from the Gender dropdown list.

Record the client’s remaining physical characteristics.

aoprwm

Note: In the Height fields, users must either record the information in feet/inches or
meters/centimeters, not both. Likewise, in the Weight fields, users must either record the
information in pounds or kilograms, not both.

6. To save the information added, click .
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1.6 Birth/Death
The Birth/Death module is located under the Client menu.

Purpose: The purpose of this screen is to allow the user to enter and verify Date of Birth
information as well as Date of Death information.

1.6.1 View Date of Birth Information

1. Perform the Find Client function and click on the Birth/Death module under the Client
menu. The Birth/Death List screen will appear as illustrated in the figure below:

10-110

0 Psoacsn

1O Disgrastic

1O Chernt

1O Chard Phata
5 -

State  Country Veribed  SeasledDote  TrueDon ~ A A0S

gs . 1072 1S e e il Sk ~a [ m

There are e death recards Por this client

Birth/Death list

2. Hyperlink on any of the data displayed for the desired record under the Date of Birth sub
llustrated below:

DOf: LBFE S 19

Crasted by el on /102004 Laet upcishesd by IuslRepaetRsconcis on 3112004

[ & [ewmem 3 [ 3 T

Bigth Certificabe Samber [swue Date Dwperabion Cusbe T Eelil

| [ & [ & F

& pourn [ searncarnon [l nowanns [ seal | [ R san [ camen |
Birth form

3. Click to return to the Birth/Death List screen.
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1.6.2 Add Date of Birth Information

1. Perform the Find Client function and click on the Birth/Death module under the Client
menu. The Birth/Death List screen will appear as illustrated in the figure above.

2. Click on the IGEECEM hutton in the Date of Birth sub list. The Birth Form will appear
as illustrated in the figure below:

Cresuy, John Do 1O ZF1965 POOCC RAD-1 0@

[+ .t
B Dw
(+ [
B¢
O fe City
gu = =

[ I =3 & O

e e
Birth form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.

3. Populate the fields in the Birth Information screen as necessary.

4. Click . The form screen is updated with the | & DELETE I @ REMARKS |
, and buttons added to the screen.

Note: If a client has more than one Date of Birth recorded in PRISM, a user must mark the
True DOB checkbox for one of the records.

1.6.3 View Date of Death Information

1. Perform the Find Client function and then click on the Birth/Death module in the
Client menu. The Birth/Death list will appear as illustrated in the figure above.

2. Click on any of the data displayed for the desired record under the Date of Death sub
list. The Death form is displayed as illustrated below:
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Death form

3. Click to return to the Birth/Death List screen.

1.6.4 Add Date of Death Information

1. Perform the Find Client function and then click on the Birth/Death module under the
Client menu. The Birth/Death list will appear as illustrated in the figure above.
2. Click on the m button in the Date of Death sub list. The Death form will

appear as illustrated in the figure below:

hn Dol 182 f196s B0 110-110

ety Infermation

kS [urstent St [ | -I I
Death Certilicste Mamber Issue Date |Csper ko Dot
I % %
= e [ eanci |

Death form
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Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.

Note: After a date of death is added for a client, the HGlEXEM button disappears from the
Date of Death sub list. You may modify date of death information, but a client may only
have one date of death.

3. Populate the fields in the Death Information screen as necessary.

4. Click L<EESEM The user is returned to the Birth/Death List screen and the newly
added information is displayed under the Date of Death sub list.

WARNING: Once a verification record has been added to a Date of Death, the verification
cannot be changed.

Note: Users may not delete a date of death.

1.7 Citizenship

The Citizenship module is located under the Client menu.
Purpose: The purpose of this function is to add details about the client’s country of
citizenship, passport, and visa information.

1.7.1 View Citizenship/Passport or Visa Information

1. Perform the Find Client function and click on the Citizenship module under the Client
menu. The Citizenship list screen is displayed as illustrated below:

37



DC Pretrial Services Agency
PRISM User Manual
Version 2.0

4/22/2009

PO 110-0 00

0 PSOACS

Pasmper] Espiiralion Verillied Sealed/Dake — ® AGD

T
Poavport | b Dale

Wisa Lisk

Shalus Wi Salus Enpiralion Dale Werillicd TE apo

There are no visa records for this dlient.

Citizenship list

2. Click on any of the data displayed for the desired record under the Citizenship/Passport
or Visa list to enter into the Citizenship or Visa form screen. The Citizenship form

screen is displayed as illustrated below:

B Chent Phata
£ Swppevrimn

Citizenship form

3. Click to return to the Citizenship list screen.

1.7.2 Add New Citizenship/Passport Information
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Perform the Find Client function and then click on the Citizenship module under the
Client menu. The Citizenship list screen will appear as illustrated previously.

Click on the IGEECEM button on the Citizenship/Passport sub list. The Citizenship
form is displayed as illustrated in the figure below:

DoB: 10S2) B85 FOED: 11@-108

Caizenship Date Lt
E ourwt Cpror [Ubed Bates e I = o
Has Parssgsort Fasagur] Susnlarr Tisasr Dl apir all b [halr
r — [ & [ &
Pavspael Suprrmbered
Burma Lion L anr Muarmhier Surronder Dale Eriurn Dalr
3 — I | &

I s [ casca |

Citizenship form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.
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Select Current or Prior Status.

Choose the country of citizenship from the Citizen Of dropdown box.

Enter a date in the Citizenship date selector field or check “Lifetime” if client has been a
citizen since birth. Client’s date of birth is inserted in Citizenship Date if Lifetime is
checked.

If the client possesses passport, check the Has Passport box and fill in appropriate
information.

Click L=EESEM The user is returned to the Citizenship/Passport and Visa list screen
with the saved information displayed under the Citizenship/Passport sub list as
illustrated in the figure below:
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1.7.2.1 Add Passport Surrendered Information

Note: If the client must surrender his/her passport as a condition of release, make sure to
verify passport information such as number, issue date and expiration date have been
entered.

1. Perform the Find Client function and then click on the Citizenship module in the Client
menu. The Citizenship list screen will appear as illustrated previously.

2. Click on any of the data displayed for the desired record to enter into the Citizenship

form screen. The Citizenship form screen is displayed as illustrated above.

Under the Passport Surrendered sub list, choose the Jurisdiction from the dropdown

menu to which the client surrendered his/her passport.

Record Case number.

Record the surrender date.

Record the Return Date of passport was returned.

Click L=EESEHM 0 return to the Citizenship list screen.

w

No ol

1.7.3 Add Visa Information

1. Perform the Find Client function and then click on the Citizenship module under the
Client menu. The Citizenship list screen will appear as illustrated in the figure above.

2. Click on the IGSECEM button on the Visa List.
3. The Visa List form is presented as illustrated in the figure below:
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Visa form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.

Select Current or Prior Status.

Select Visa Status from the dropdown.

Enter the Visa Expiration Date if available.

Click to return to the Citizenship List screen. The information just added will
appear under Visa List as illustrated in the figure below:

Noos

Jukn DoB: 18/ 2F 1965 PO 110-110
O P50sCs0
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Visa Information

Visa list
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1.8 Languages

The Language module can be located under the Client menu.

Purpose: The purpose of the Language screen is to capture the primary language the client
speaks, and to indicate if the client is in need of any special accommodation(s) by the
Agency in regards to his/her language.

1.8.1 View Language Information

1. Perform the Find Client function and then click on the Language module under the
Client menu. The Language List screen is presented as illustrated in the figure below:

Do 10/ 21965 PRI 110110

O P50sCs0
B Dragnostic

Stetus  lsnguage  Primsry  Resde  Speaks  Seeds Inberpretes Gealed/Dnte | I8 ASH

Language list

2. Hyperlink on any of the data displayed for the desired record to enter into the Language
form screen. The Language form screen is displayed as illustrated below:
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Language form

3. Click to return to the Language List screen.

1.8.2 Add Language Information
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1.

Perform the Find Client function and then click on the Language module in the Client
menu. The Language List screen is presented as illustrated in the figure above.

Click on the IGlECEM vutton. The Language Form is presented as illustrated in the

figure below:

o 110-110

g Chant Photo
B Sup

O eports Beots  Gpesbs  heeds Inberpreter
B M erarece

£ Socwmity Mant

Language form
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Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.

Select Current or Prior Status (Note: Status is Current by default).

Select Language from Language drop down menu.

Check off the Primary, Reads, Speaks, and Needs Interpreter boxes as appropriate.
Click L=JESEH The Language List screen is presented with saved information
displayed in the list as illustrated in the figure below:

o gk w

Do 10/ 21965 PRI 110110

Ststus  Lasnquage  Primsry  Resds  Speaks  Seeds Inbespreber Soaled, Date

e v v m o e
:

Language
Information

Language list

1.9 Communications

The Communications module is located under the Client menu.

Purpose: The purpose of the Communications screen is to allow the user to input
communication information such as phone numbers for the client.

Note: Communication information related to specific addresses may also be added through

the Addresses and Diagnostic Interview modules.

1.9.1 View Communications Information
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1 Perform the Find Client function and then click on the Communications module under
the Client menu. The Communications list screen is displayed as illustrated below:
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Client Communications list

2 Hyperlink on any of the data displayed for the desired record to enter into the
Communications form screen. The Communications form screen is displayed as
illustrated below:

O Secumsy Mas

[Tetegtore-tome =] [201) 4440000
i

Related to kideess
B [S1s0w Roue Waldeet M0 207SE =

Client Communications form

3 Click to return to the Communications list screen.

1.9.2 Add Communications Information
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1. Perform the Find Client function and then click on the Communications module under
the Client menu. The Communications list screen is presented as illustrated above.

2. Click on the m button on the Contact list. The Communications form is
displayed as illustrated in the figure below:

FOED: 11@-108

Client Communications form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.

3. Fill in the pertinent information regarding the following:
Current or Prior Status

Type

Number

. Email

Extension of Number (if known)

Features

OO0 T

4. If known, use the text box that permits multiple selections to indicate what features are
found on communication being added.

5. If the communication is related to specific address (i.e., home telephone), click on the
checkbox under the Related to Address header and select the corresponding address

from the droEdown list.
6. Click . The user is returned to Communication List screen with saved

information displayed in the list as illustrated in the figure below:
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Communications

Client Communications list

1.10 Community Ties

The Community Ties module is located under the Client menu.

Purpose: The purpose of the Community Ties module is to record the client’s marital
status, area residency information, and the ties to the community in the form of relatives
residing in the area.

1.10.1 View/Add Community Ties Information

1 Perform the Find Client function and click on the Community Ties module under
the Client menu. The Community Ties form is displayed as illustrated below:
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Community Ties form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.

N

10.

Select the client’s marital status from the Marital Status dropdown list.

If applicable click on either the “Yes’ or ‘No’ Lives With Spouse radio button to
indicate if the client currently resides his or her spouse.

Click on either the “Yes’ or “No’ Has Children radio button to indicate if the client has
any children.

If the Has Children radio button is “Yes’, record the number of the children the client
has in the No. of Children field.

If the Has Children radio button is “Yes’, record the number of children residing with
the client in the No. of Children With Defendant field.

Record the length of time that the client has lived in the DC area in the D.C. Area
Resident for field. If a user selects ‘Life’ from the dropdown list, the number text box is
not required to be populated.

Select the frequency in which the client has resided in the DC area.

Record the total length of time that the client has lived in the DC area in the Total Time
in Area field. If a user selects ‘Life’ from the dropdown list, the number text box is not

required to be ;opulated.
Click . The Community Ties form is updated to reflect the newly added
information.

1.10.1.1 Add Lives With Information to Community Ties

1.
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Perform the Find Client function and click on the Community Ties module under the
Client menu. The Community Ties form is displayed as illustrated above.
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2. Click on the IGHESEM button. The Relatives Residing In DC Area form is displayed as
illustrated below:

Nk Lwwd With:

[ o [ camcr

Relatives Residing in DC Area form

3. In the text boxes multiple selections are allowed. Click on all of the relationships that
apply with respect to the persons who live with and who do not live with the client.

Note: To select more than one value in a text box, hold down the CTRL button on the
keyboard when clicking on the selections.

4. Click L<EESEM The user is returned to the Community Ties and the newly added
information is listed under the Lives With and Relationship headers.

1.11 Education

The Education module is located under the Client menu.

Purpose: The purpose of the Education module is to record a client’s education
information.

1.11.1 View/Add Education Summary Information
1 Perform the Find Client function and click on the Education module under the Client

menu. The Education Summary form and Education list screen are displayed as
illustrated below:
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Education list

number of years of education that the client has reported.

3 Click L=ESEHE

1.11.2 View Education Information

50

e

2 Select the client’s education level from the Education Level dropdown list or record the

1. Perform the Find Client function and click on the Education module under the Client

menu. The Education Summary form and Education list screen are displayed as

illustrated above.

Click on any of the data displayed for the desired record to enter into the Education form
screen. The Education form screen is displayed as illustrated below:
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Education form

3. Click to return to the Education Summary and Education list screen.

1.11.3 Add a New Education Record

1. Perform the Find Client function and click on the Education module under the Client
menu. The Education Summary form and Education list screen are displayed as
illustrated above.

2. Click on the IGHIESEM button. The Education form is displayed as illustrated below:
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Education form

Note: When adding a new record altogether, users must first save the client’s Education
Summary information before being able to enter into the Education form.

Note: that fields with bold face type and an * are mandatory fields and must be entered in
order to save the information.

3. Select Current or Prior Status.

4. If the education being added was obtained with the assistance of PSA, click on the “Yes’
Obtained Trough PSA radio button.

5. Record the name of the client’s school in the School Name field.

6. Complete the remainder of the fields in form with the information provided by the
client.

Note: The City, State, and Country fields default to the following: Washington, DC, and
United States. If the user records a number in the School Phone Number field, PRISM
formats the phone number automatically and correctly without the need to record
parenthesis or hyphens.

7. Click fﬂ The Emiloiment form screen is updated with the ,

Tt ong BREEEEREEL 1httons added to the screen.
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1.12 Employment

The Employment module is located under the Client menu.

Purpose: The purpose of the Employment module is to record and store a client’s
employment information and history.

1.12.1 View Employment Information

1 Perform the Find Client function and click on the Employment module under the
Client menu. The Employment list screen is displayed as illustrated below:

bawra: Craaty, John OO0 1021965 BOE: 110-110
o FIND CLIENT

Status  Employment  PSA  EmployerMamse  Primary Means 8 Verlied! Sealed) ~mina

SRl Heferral Lupport

Employment list
2 Hyperlink on any of the data displayed for the desired record to enter into the

Employment form screen. The Employment form screen is displayed as illustrated
below:
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Employment form

3 Click to return to the Employment list screen.

1.12.1.1 View Other Support Information

1. Perform the Find Client function and click on the Employment module on the Client
menu. The Employment list screen is displayed as illustrated above.

2. Click on any of the data displayed for the desired record to enter into the Employment
form screen. The Employment form screen is displayed as illustrated above.

3. Under the Other Support Information sub list, click on any of the data displayed for the
desired record to enter into the Other Support Information form.

1.12.2 Add a New Employment Record

1. Perform the Find Client function and click on the Employment module on the Client
menu. The Employment list screen is displayed as illustrated above.
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2. Click on the IGESEM button. The Employment form is displayed as illustrated below:
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Employment form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information. Several business rules in this module may also
prompt the user to record data in fields that are not denoted by the bold face type and *.

3. Select Current or Prior Status.

4. Click on the “Yes’ Obtained Through PSA radio button if the record being added was an
employment obtained with assistance of PSA.

5. Click on Yes or No to indicate whether the client’s employer may be contacted for
reference purposes.

6. Select a status from the Employment Status dropdown list.

7. If employed, record the employment information in the remaining fields in the
Employment Information form. Upon completion of those fields, proceed to step 10.

Note: The formatting requirement of the Income field is such that the user does not need to
type in the $ symbol. Additionally, if the income amount is equal to a whole dollar amount
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(ex. $10.00 per hour), the user is not required to include the decimal point followed by two
zeros. PRISM will automatically format the amount correctly.

8. If the record being added has an Employment Status that’s other than ‘Employed’ or
‘Incarcerated’, record the length of time in the Length of Employment Status field and
proceed to the fields under the Primary Support section. If the client’s Employment
Status is homemaker, retired, or unemployed, users must select a means of support from
the Means of Support dropdown list.

Note: If the client’s Employment Status is “Incarcerated’, the record is not required to have
a primary means of support selected.

9. Complete the fields under the Primary Support section.
10. Click L=IESEH The Employment form screen is updated with the 42 REMArKS PYT

buttons added to the screen.

1.12.2.1 Add Other Support Information to an Employment Record

1. Perform the Find Client function and click on the Employment module under the
Client menu. The Employment list screen is displayed as illustrated above.

2. Hyperlink on any of the data displayed for the desired record to enter into the
Employment form screen. The Employment form screen is displayed as illustrated
previously.

3. On the Other Support Information sub list, click on the IGFCEM button. The Other
Support Information form is displayed as illustrated below:

BOR: 10FZF 1905 POIC: 110=1 100

Other Support form
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4. Select the source of the other support information from the Support dropdown list.

Record the amount of income received from that support in the Income Amount field.

6. Click L<EESIM The user is returned to the Education form screen and the newly added
information is displayed under the Other Support Information sub list.

o

1.13 Health
The Health module is located under the Client menu.
Purpose: The purpose of the Health module is to record and store a client’s health

information and history.

1.13.1 View Health Information

1 Perform the Find Client function and click on the Health module under the Client
menu. The Health list screen is displayed as illustrated below:

Name: Cresdy, John DOB: 10271965 POIC: LRO-1 00
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Health list

2 Hyperlink on any of the data displayed for the desired record to enter into the Health
form screen. The Health form screen is displayed as illustrated below:
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Health form

3 Click to return to the Health list screen.

1.13.2 Add a New Health Record
1. Perform the Find Client function and click on the Health module under the Client

menu. The Health list screen is displayed as illustrated above.
2. Click on the IGHEESEM button. The Health form is displayed as illustrated below:
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Health form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information. Several business rules in this module may also
prompt the user to record data in fields that are not denoted by the bold face type and *.

3. Select Current or Prior Status.

4. Select Physical or Emotional for the Type of condition.

5. If the client has reported the health condition, click on the ‘Yes’ Self Reported
Condition radio button. If the health condition information was provided by other
means, click on the ‘No” Self Reported Condition radio button.

6. Record the name of the condition in the Health Condition field.

7. Record the length of the condition in the Length of IlIness field.

Note: If ‘Life’ is selected from the Length of Iliness dropdown, users are not required to
record a numerical value in the other Length of IlIness field.

8. Click on either the “Yes’ or ‘No’ Treatment buttons to indicate if the client is
undergoing treatment for the condition.

Note: If the “Yes’ Treatment button is marked, users are required to select a Treatment
Status radio button and fill in the Where Treated field.

9. Complete the remaining fields with the information provided by the client.
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Note: If the “Yes’ Medication Taken button is selected, users must fill in the Name of
Medication field.

Note: The PSA Referral radio buttons pertain to the question of whether PSA referred the
client to treatment for the condition listed.

Note: The Consult PSA radio buttons pertain to the sensitivity of the condition listed. If the
condition listed is sensitive in nature (i.e., HIV positive, cancer), users must click on the
“Yes’ radio button for this field. By clicking on the “Yes’ button, any PSR generated will
not list the health condition on the report and instead will contain a banner message
directing the reader to consult with PSA for additional health information.

10. Click L=IESTH The Substance Abuse form screen is updated with the ,
42 Remarks [ VERiFIcATION IR buttons added to the screen.

1.14 Substance Abuse

The Substance Abuse module is located under the Client menu.

Purpose: The purpose of the Substance Abuse module is to record and store a client’s self-
reported substance abuse history.

1.14.1 View Substance Abuse Information

1. Perform the Find Client function and click on the Substance Abuse module under the
Client menu. The Substance Abuse list screen is displayed as illustrated below:
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POIC: 110=1 100

Substance Trestneenk Status  Verilied Dote  Seabed Tate

Substance Abuse list

2 Hyperlink on any of the data displayed for the desired record to enter into the Substance
Abuse form screen. The Substance Abuse form is displayed as illustrated below:

ki Do 107271965 BOir 140-110

Subntante Sleree Infonmation

Suhsbances

Trestment Inlonmation

Treatnernl SEales

T rag T Eprenk I |
= s o Brier
Lid ' I—:
L] ™ =
S r of Erdfirnsalion Sanunr Fane a:;zm""“""
[ o )| I b
e
| =

H
& peures [l nansars | vonsricanon | saL | [ govm S e |

Substance Abuse form

3 Click to return to the Substance Abuse list screen.
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1.14.2 Add a New Substance Abuse Record

1. Perform the Find Client function and click on the Substance Abuse module under the
Client menu. The Substance Abuse list screen is displayed as illustrated above.

2. Click on the IGMECEM vutton. The Substance Abuse form screen is displayed as
illustrated below:

1
nance
eeunly Maint

Substance Abuse form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information. Several business rules in this module may also
prompt the user to record data in fields that are not denoted by the bold face type and *.

3. Click on one of the Self Reported Information radio buttons to reflect the client’s self-
reported substance abuse information.

Note: By clicking on the *Yes’ radio button, the user is indicating that the client has
reported using a substance. By clicking on the *‘No’ radio button, the user is indicating that
self-reported substance use information was not obtained from the client. Clicking on the
‘N/I’ (None Indicated) radio button indicates that the client reported having never used any

substances.

4. Ifthe “Yes’ Self Reported Information button was marked, click on the checkboxes that
correspond with the substances reported by the client. The blank text box may be used to
record any substances not already displayed.
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5. Click on one of the Status checkboxes to indicate if the client reported current or prior
use of substances.

6. Record the Frequency and/or Last Used information as reported by the client.

7. Click on the *Yes’ or “No’ Treatment radio buttons.

Note: If the “Yes’ Treatment radio button is selected, users must select a Treatment Status,
and fill in the Where Treated and Treatment Period fields.

8. Click L=IESEH The Substance Abuse form screen is updated with the O DELETE |
|42 REMARKS | , and buttons added to the screen.

1.15 Associates

The Associates module is located under the Client menu.

Purpose: The purpose of the Associates module is to store information pertaining to clients’
associates and references.

1.15.1 View Associate Information

1 Perform the Find Client function and click on the Associates module under the Client
menu. The Associations list screen is displayed as illustrated below:

o
O
[+ 1=
-+
[+ 1
0

gs

Associates list

2 Hyperlink on any of the data displayed for the desired associate to enter into the
Associates Information form screen.

3 To view the Communications information for a given associate, click on any of the data
displayed under the Communications sub list.
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4

Click to return to the Associates list screen.

1.15.2 Add New Associate Information

1

2

Perform the Find Client function and click on the Associates module under the Client
menu. The Associations list screen is displayed as illustrated above.

Click on the IGlECEM button. The Associates Information form is displayed as
illustrated below:

=l -
£

Somaroe Agrees To Be Contaced

There are no Commianication recards,

Associates form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.

64

3

ol

Select the source of the Associate information from the Source of Associate dropdown
list. The default value in this field is Defendant.

Select the source method from the Source Method dropdown list.

Click on either the “Yes’ or “‘No’ Can Contact radio buttons to indicate whether the
associate may be contacted for verification purposes.

If known, click on either the “Yes’ or ‘No’ Source Agrees To Be Contacted radio
buttons to indicate if the associate agrees to be contacted for verification purposes.
Record the first and last name of the associate in the First Name and Last Name fields.
Record the remainder of the associate’s information in the fields provided.



DC Pretrial Services Agency
PRISM User Manual
Version 2.0

4/22/2009

Note: If the user records the associate’s Communication Type and Number on the Associate
Information form, that information will be added to the Communications form when the

information is saved.

9 Click L=EESEH The Associates Information form screen is updated with the
and buttons added to the screen.

1.15.2.1 Add Communications Information to an Associate

1. Perform the Find Client function and click on the Associates module under the Client

menu. The Associations list screen is displayed as illustrated previously.

2. Hyperlink on any of the data displayed for the desired associate to enter into the
Associates Information form screen.

3. Under the Communications sub list, click on the IR button. The
Communications form is displayed as illustrated below:

et Creasy, John D0 10271965 POID: 100-1100
FIND CLITNT

E3 S reandty Maink

Client Communications form

4. Select the type of communication from the Type dropdown list.

Note: If ‘Email’ is the Type of Communication selected, users may not fill in either the
Number or Extension fields.

5. Record the communication information in the fields provided.
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6. Click . The user is returned to the Associates Information form screen and the
newly added information is displayed under the Communications sub list.

1.16 Criminal Histor
[Intentionally Removed — 04/22/2009dkc]

2.0 Client Photo

Purpose: The Client Photo menu permits users to record and store photographs of clients
and is used by PSA in the identification process of clients reporting to the agency. As
illustrated in the figure below, the Client Photo menu contains the following modules:
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Client Photo Queue
Client Photo Verifications
Client Photos

Client Photo
menu

iy Dnckost umnber
Docket Mumber

Yol may use the Follawing orfteria bo refine your sesnch by selecting & checkBaon belon

B iy Street Aubdeeas
Fsmber Street Oty State

[ I I dl | | 2

M oy Dith Date
Barth e

Client Photo menu
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2.1 Client Photo Queue

The Client Photo Queue module is located under the Client Photo menu.

Purpose: This module displays any clients who a case manager has requested that a new
photograph taken. Clients who appear in the queue have been added through the Client
Photos module by a user.

Note: Once a client’s photo has been taken, his or her name is removed automatically from
the queue.

2.1.1 View the Client Photo Queue

1. Click on the Client Photo Queue module under the Client Photo menu. The queue is
displayed as illustrated below:

T

et (Date  Tine
Mane uiised

crvas, b 2001 13034 (OiHE | Fuono Fuono beb [(ETOE

. AR 1132121 " y
Creasy, Jobn i 10155 | PLIOLIO PILOILD belds

Gueiuber [N Rac e Filni iy PT"""E"' r'{_:"l’l'j" (i Hy

Client Photo Queue

2. The list displayed will reflect all clients who are in the queue. To select a specific
location where the user has requested the photo be taken, select the desired location and

click on the il

button.

Note: Users may not add any clients to the queue in this module but may delete existing
requests. To add a client to the queue, see section 2.3, Client Photos.
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2.1.2 Delete an entry on the Client Photo Queue

1. Click on the button for the desired client. The user is transported to the
Client Photo Queue Deletion Reason screen as illustrated below:

Client Photo Queue Deletion Reason

2. Select a reason for the deletion from the dropdown list.

3. Click on the L<EESEH putton. A pop-up message is displayed requesting that the user
confirm that the record is to be deleted. Click Ok. The user is returned to the Client
Photo Queue.

2.2 Client Photo Verifications

The Client Photo Verifications module is located under the Client Photo menu.

Purpose: This module is used to record and store photo verifications of clients.

2.2.1 View Client Photo Verifications

1. Perform the Find Client function and click on the Client Photo Verifications under the
Client Photo menu. The Photo Verification list is displayed as illustrated below:
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Phot o Ferifi alion Lt

2 . Ihste Of Phata —
Vewilication Level e 0o Type Person ] T soo

Lewel | werification 47/ 7000 £4300 I Preoten < Apprarasoe  Rine [0S cowr |

Photo Verification list

1. Click on any of data displayed for the desired verification. The Client Photo form is
displayed as illustrated below:

Y 1, William d DO &6 71976 MOD: FUE-PUE
B FS0ACSm - TRt
b L

Crantad by on - Lit upeated by o0

Werilication Level [Lewel 1 verficanon 'I

Date of werilication AP0 84300 B4

werification Mt hod [ =

£ Supssvicion

& Repoits
Hartrndmon

61 Sncanity Maini

=
i
[

Client Photo form

2. Click to return to the Photo Verification list.

2.2.2 Add a New Photo Verification

1. Perform the Find Client function and click on the Client Photo Verifications under the
Client Photo menu. The Photo Verification list is displayed as illustrated above.
2. Click on the IGEECEM vutton. The Client Photo form is displayed as illustrated below:
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70

Noor~w

wrm: Testing, William d DO &6 71976 MOD: FUE-PUE

Ll "
ftw FinD ELTERT

Crantad by on - Lit upeated by o0
Werilication Level Ilm-'l.‘i 1 werfication ‘I

Date of werilication

werilication FHiethod I =

Client Photo form

Select a Verification Level from the dropdown list.
Record the Verification Date.
Select a Verification Method from the dropdown list.

Record_ané comments as needed.
Click . The user is returned to the Photo Verification list and the newly added
verification is displayed.
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2.3. Client Photos

The Client Photos module is located under the Client Photo menu.

Purpose: The Client Photos module is used to store photographs of PSA clients and to add
requests for a new photograph to be taken.

2.3.1 View Client Photos

1 Perform the Find Client function and click on the Client Photos module under the
Client Photo menu. Any photos of the selected client currently in PRISM are displayed
as illustrated below:

46,/ 7000 15100 M

Client Photos

2 For specific details about each listing, click on an individual photo and the Client
Photo form is displayed as illustrated below:
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_ Client Photo form
3 Click to return to the Client Photo screen.

2.3.2 Add a Request for a New Photo

1 Perform the Find Client function and click on the Client Photos module under the
Client Photo menu. Any photos of the selected client currently in PRISM are displayed
as illustrated above.

2 Click on the IGEECEM vutton. The Client Photo form is displayed as illustrated below:

Client Photo form

Select the location where the photo is to be collected from the Location dropdown list.
Select a reason for the photo collection request.
Record any comments as needed.

Click L=ESEH

o ukw

72



DC Pretrial Services Agency
PRISM User Manual
Version 2.0

4/22/2009

3.0 Supervision

Purpose: The purpose of the Supervision menu is to record the supervisory activities for clients. As
illustrated in the figure below, the Supervision menu contains the following modules:

= Release Orders = Curfew Officer

=  Programs = Curfew Supervisor

= Activities = Appointments

= Check-in = Sessions

= Drug Testing = Messages

= FTALog = Sanctions & Incentives
= Supervision Log =  Warrants

= Curfew Evening Unit = Seal/Unseal Information

[begmwin =] [ [ [

By Idenitillier
I Type

Supervision menu

iy Ducket Mmnber Hy Lase Manber

Docket Sumber Case Bumber
o= [

Wiz iy e bhe Following orfteria bo reline yeur sesrch by selecting o checkboy below

I iy Street Auldness

poit, Fumiber  Streed
ainbenance
Sacurdy Maint

L.

M By Birth Date
Birth Date o

Supervision menu
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3.1 Release Orders

The Release Orders module is located under the Supervision menu.

Purpose: This function is used to enter a release order and assign release conditions to the

client’s docket.

3.1.1 Add Release Orders

125

O FLIUTSO

1. Perform the Find Client function and click on the Release Order module under the
Supervision menu. The Release Order List is presented as illustrated in the figure
below:

Nama: Creasy, Joha boB: 102/ 1965 PO 110-110

Filter Rebesse Deders By Function: 7 Pratrial [ Probution [ Paecle
Filter Rebeanee Orders By Canes [ Open G [T Ol G

Pretrial

Dackrls MISHN-0F  hudge: Hom  File Dabes 1710/ Canes Sl (PEN

Reteae Order Type Reteave Drder Date Statws  Remarks S TPECRRG

FSA 5L Genersl Supervision /10,2004 Curent o =
Dacket: TO1GE L0  hadge: Hion.  File Date: 575,700 Coue Shatus: 0PN

Saealed
Dusbe

Helesse Drder Trpe Belease Order Date Sralws  Hemarks

There are mo sttive rebease srders fer this case in Pretrial
Dockel: FOMET-83 hudee: Hon.  File Dabes 127/ 1903 Case Stalw (hosed-Cmp

e abed
Ohabe

Relesae Order Type Release Ovder Dabe Saten  Remswios

There are mo #ttive release erders fer this case in Pretrial

Release Order List

A list of all active court cases is displayed under the Pretrial function heading. The filter
automatically defaults to Pretrial on the Release Order List screen.

Click on the
is presented as illustrated in the figure below:

button for the appropriate court case. The Release Orders Form
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FED: 11n-110

Release Orders Form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.
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4.

5.

© © N

10.
11.

12.

The docket number of the court case selected on the list screen should be pre-populated
in the Docket field. If not, record it here.

Select the releasing judicial officer from the dropdown.

Enter the date of the release order the Release Order Date field. The Release Order Date
field will default to the present date, but may be changed as needed.

Select the type of release order from the Release Order Type dropdown

Choose the release type from the Release Type (Bond) dropdown list.

If the release order type is financial, enter a numerical value into the Bond Amount
field.

If known, enter the date on which the financial bond was posted.

If the PSO completing the post release interview is known, select the individual from the
dropdown.

Click L<EESEM The Release Order Detail Form is presented as illustrated in the
figure below:
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Release Order Detail form

13. Select the appropriate release conditions on the detail form. The Release Order Detail
form is presented as illustrated in the figure below:
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Release Order
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14.

15.
16.

17.
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Release Order Detail Form

All of the release conditions appropriate for this type of release order will appear on the

bottom portion of the screen.

Each of the release conditions will be marked initially as Current = “No”.

To make a release condition applicable to this release order, click on it and change the
status from “No” to “Yes” by clicking on the Current Checkbox.

If the condition requires any customization (e.g. client curfew address and telephone
number), a series of text fields and/or dropdown lists will be displayed. Make selections
and entries as appropriate to save the condition with the customized portion. Any text in

RED is customizable.
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18. Click to enter the release condition on the release order. The Release Order
Detail Form is refreshed with newly entered condition. The new customized variables

will be in RED.

19. If a condition is not found on the list, click on the [ € ApD | button at the bottom of the
screen. The Edit Release Conditions form is presented in the middle of the Release

Order Detail form as illustrated in the figure below:

Mame: Creasy, John O 1OFZF 1965

g?'._il'l il'_l. % FIRD CLIENT

Eilit Releass Condition

outer Contrions: [

SCurent  MFor Appearsnce M For Safety

O Sty Mand

7
g
:

paarl it gl i ol PSA

specily) [Varisble Teut 1] [List]

FzF zar
a
=

H

oumpewy  Comly with  curfew imgused

20. Make entry in the Other Conditions field.

21. Click on appropriate box to indicate whether the condition is For Safety or For

FOID: 100-100

Repaort b 0. Predrial Servicoes Agency, Feom C-230 oe: [List | Maint ain

REPORTE Beport Lo Frobselion Difoer [LE ] (BT Obheer, specilty ) [ Yorkabile Test 1] [List]
REPORT Report to Parole Officer [List ] (If Other, specilyle [ VariableTest ] ] [List]
BLPORTS Report bo 0. Prebrial Services Agency [List] (IF Other

Stay away from and have no contact with: [MameText]
METOUEDED  Mest due back cn [Datel ] i Cowtroon [Rooeaum et ] st [ Tinsel]

Bond Stacies s [List] In the amoknt of: [Money1] IF Deposk, Parcentage
Bordlnls o ired: % [Percentage] Dond posted date: [Gated]

e e PR P, [ | R, T e

Edit Release Conditions form

Appearance. The Current box will be checked automatically.
22. Click to enter the release condition on the release order. The Release Order
Detail Form is refreshed with the new customized variable. The entered condition will

be in RED as displayed in the figure below:

Edit Release
Conditions
form
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Ware: Cready, baln OOl 10F2F 1908 POiGe 1 10=110
O PS0ACSH e PR ELTERT s
] Disgnoste B - Release
B Chent
O Chant Phata Order
O Supesvision
OR HY
8 Womtenonce Condition
u Gatamity Maint Duwrent Dende Heleaie Condition . RED
Horgacart oy DL Prostraal Seervices Agency, Hessen 320 GeerbrmT T it sin In
Yes GEORUGSL R tion Bt Pk
Yes Other Diteer CondRions: dont do drugs or drink slosked font.
o ATATE Stay aveay froms [AddressTent]
o STATY Stay aveay frem the comgdaining wikness: [SameTent]
Mo ADDRISSL Live at [AddressTent] , phone manber [Phone Tent]
o ADDRSYRIY  Yerily your address with OC Pretrial Services waithin 24 hours.
Mo ROPDRTZ Rt to Probation Offcer [List] (0f Other, specily)s [YariableTeat 1] [List]
Mo HIPINET Haegeoat bo Parole Officer [Liet] (0T Dthar, specify): [varishleTest 1] [List]
Regoat bo DL Pretrial Secvices Agency [List] (N 0ther
= REPORTE reerily) [VarlableTest 1] [List]
L STAFL Stay sy fremn and have no contact with: [NameTesut ]
L MATDUEBKL  Nedt doe back on [Dake | ] in Courtresen [RoomsumTest ] t [Timel ]
o Bondbnio Bond Status isz [List] I the amount e [Money] ] 1 Depesit, Percentage
Rrgpared: %6 [Preoemt age ] Bond poated date: [Baten ]
o CURTFEWL E‘m with a curfew imposed

ext] Phone [PhoneTest] from [ Tineei ] to [Time2]

Iiéleaée Order-ID_etaiI Forfn

Note: As the condition is turned on/activated, it will float to the top of the list of conditions.
All current release conditions will be sorted to the top of the Release Condition List.

3.1.2 Amend a Release Order

Note: Use this if there is a need to add or remove a condition, and the release order type

does not change.

1. Perform the Find Client function and click on the Release Orders module under the

Supervision Case menu.

2. Choose the appropriate court case from the list by hyperlinking on it. The Release Order

Detail Form is presented.

3. Alist of all active court cases is displayed under the Pretrial function heading. The filter
automatically defaults to Pretrial on the Release Order List screen.

4. Click on the
is presented.

button on the appropriate court case. The Release Orders Form

Note: The Docket, and Release Order Type are not available for update.

5. Select the releasing judicial officer from the dropdown.

6. Enter the date of the release order the Release Order Date field. The Release Order Date
field will default to the present date.

7. Select a release type from the dropdown in the Release Type field.
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8. Click L<EESEH The Release Order Detail Form is presented

Note: At least one value from the Release Order Detail form must be changed/updated to
proceed forward and add/delete release conditions as desired.

9. At the bottom portion of the screen, all of the previously activated release conditions are
listed in addition to all of the release conditions appropriate for this type of release
order.

10. Select the conditions as required. To deactivate a previously selected condition, click on
the condition and uncheck to Current Checkbox.

11. Click L=EESEHM 10 either remove or add the release condition from the release order.
The Release Order Detail form is refreshed with the newly selected or deselected release
condition. _

12. Click to return to the Release Order List screen. The case that was amended
will present a new release order with a current status with the previous version listed as
amended as displayed in the figure below:

boara: Craney, John OOl 102 1S FOE: 1A0-100
#n FIND CLIERT

HE"IIHI'I:I Filter Release Drders By Function: = pretra [ pr r
Suprrvinmn e
& Neports Filter Refease Drders By Casez [ Open Cases [ Oioss Cases
Masnnnanie
3 S ecumiy Wawd,

Pretrial

Docket: MUNMN-0Z  hedge: Mon.  File Date: 9107004 Case Statue (N

Beleave Order Type Helease Drder Date Stalis Bemarks If‘:‘:‘“-" T aBb

PSA S0 General Supervision 9/13,2004 Current L [ aminn |
PSR S0 General Supervision 97132004 Amended Ho
A SE Geoneral Sapervision a1 2004 Areanded i

Docket: TOLFEI-00 Jadge Hone Tl Dabes b/25/2000 Case Stabus: DFLN

Releawe Order Type Welease Order Date Stalis  Bemarks I?:‘:_"“-" T ABD

There are no active release orders for this case in Pretrial
Dockel: FODDB1-B3 Judge: Hem.  File Date: 1/27/1983 Cave Status: Closed-Cmp
wpalkel

Release Order Type Release Order Date Status  Remarks o0

There are na active release arders for this case in Pretrial

Release Orders List

3.1.3 Delete a Release Order

1. Perform the Find Client function and click on the Release Orders module under the
Supervision menu.
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2.

Hyperlink on the Release Order to be deleted. The Release Order Detail form is
displayed as illustrated below:

Delete
Button

oooooooo

3.

=
—
[
[
——
—
3

W Curere. T Priee

Currerd  Code Helrase Comidion
Mot Lo DL Pretrial Services Aaesdy, R 220 for: (Lt | Maintan

- [EESEE

click IEEEEE

Note: A message is displayed stating, “Click Ok to confirm delete or Cancel”.
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4,
5.

Click the OK button.
The Release Order list screen is presented with the deleted release order removed from

the list.
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3.2 Programs

The Programs module is located within the Supervision menu.
Purpose: The purpose of this function is to assign the client to the appropriate program.

Note: Before a Program can be added; a Court Case and a Release Order must be entered.

3.2.1 Add Program — Release Order

Note: Use this function to assign the client to an appropriate release program (GSU, ISP,
etc.).

1. Perform the Find Client function and then click on the Programs module under the
Supervision menu. The Program List screen is presented as illustrated in the figure
below:

[ Schedizad Sdmtam Sesbed =Tl
Slarted  Dislw Bassdl - Dias

Program list

2. Click on the IGEESEM button. The Program and Activities Form is presented as
illustrated in the figure below:
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e Lt il e til

Program and Activities Form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.

3. Select Parole, Probation or Pretrial from the Function drop down menu. The default
setting is Pretrial.

4. Select a docket number from the Docket dropdown.

5. Select the program type from the Program Type dropdown.

Note: The appropriate Program Names for the program selected will appear in the Program
Names dropdown list.

6. Select the Program Name from the dropdown list.
7. Enter a Start Date.
8. Enter a Scheduled End Date.

Note: The default date in the Start Date field is the present date. The default date in the
Scheduled End Date field is one year from the present date.

9. Enter the name of a Secondary Program Manager, if applicable (For example: If the
client is being enrolled in HIDTA and you would like to capture the Treatment Officers
name).

10. Add Third Party Contact Information, if applicable.

11. Click lﬂ to return to the Program List. The program just added will appear in
the Program L.ist.
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3.2.2 Add Program

Note: Use this function to assign the client to a release program or referral program.
Release Programs are related to the Client’s Release Order and carry the same name as the
Release Order Type. Referral Programs refer to the hundreds of organizations a client
might be referred to for treatment or counseling.

1.

2.
3.

4.
5.

Perform the Find client function and click on the Programs module under the
Supervision menu.

Click on the IGlECEM bution. The Program Form is presented as illustrated above
Select Parole, Probation or Pretrial from the Function drop down menu. The default
setting is Pretrial.

Select a docket number from the Docket dropdown.

Select the Program Type from the dropdown list.

Note: For PSA purposes, the user will mainly choose PSA release order program or PSA
referral order program.

6.

B2 oo N

The appropriate program names (the program that will be supervising the client) for the
program type you selected will appear in the Program Names dropdown list.

Enter a Start Date.

Enter a Scheduled End Date.

Enter a name of a Secondary Program Manager if applicable.

. Add Third Party Contact information, if applicable.
. Click L=IESEH 0 return to the Program List. The program just added will appear on

the list.

Note: Once a release order is added defining the program the client will be in, the user will
choose programs associated with the release order. i.e. GSU (release order), GSU (release
program), PSA (release or referral program), Program Name, Unit (program that will be
supervising the client).
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3.3 Activities
The Activities module can be located under the Supervision menu.

Purpose: The Activities function allows the user to assign the four client release order-
related activities of check-ins, drug testing, curfew calls and sessions.

Note: The client MUST first be enrolled in a program before activities can be assigned.
PRISM will not allow you to add an activity without a program. Each program has a default
set of activities assigned to it.

3.3.1 Add Activities

Note: Make sure client is enrolled in a program by clicking on the Programs module
option under the Supervision menu. If the message states “There are no program records
for this client”, create a program. See Program Section 1.3 for instructions.

1. Perform the Find client function and click on the Activities module under the
Supervision menu. The Activities screen is presented as illustrated in the figure below:

Ware: Craagy, John B0 1021965 BOE: 110-110
A FIRD CLEINT

Activities

L iy ¥ ot Dabe Eod Dale Desket Aalivily Progeam S il

P54 5E
pretrial  SPECIR g0 0004 9/10/2005 M10000-02 InPerson General . T e |

F&i
-~ _ Curfem
Protrisl  Curfew 90105004 90105008 Mino-0z General  orwrhesss [SEEEITY

|§

F&A 50

OruaTest o0 onng /002008 M1A000-0F Fvakiation General m
Supervision

bretrial g osiuation

Activities Screen
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2. The list of all the activities and related programs associated with your client are
displayed. Click on the button. The Activities form is presented as
illustrated in the figure below:

O w5l
B D=
=]
[+ ]
=]
[#]
(5]
B %e

Activities Form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.

1. Select Juvenile, Parole, Pretrial or Probation from the Function dropdown menu. The
default value is Pretrial.

2. Select the program name from the Program dropdown menu.

3. Select the activity to be added from the Activity dropdown list.

Note: Only activities associated with the program selected will appear in dropdown.

4. Select the appropriate docket number this activity is associated to from the Docket
dropdown list.

Note: All active docket numbers will appear in dropdown.

5. Select source from the Fund Source dropdown, if applicable to the activity you are
choosing.

6. Click the Court Ordered checkbox if this is a court ordered activity.

7. Click to return to the Activity list. The activity just added will appear on the
list as illustrated in the figure below:
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DOE- IOfF/ 1985 POD: 110-010

B Chewt Phote
O Sspervimn
£ Reponts Start Date [ndDaste Docket  Activity  Program  Schedule
O Wsntonance Homa

3 Sacunity Wosind

¥ aoc

PSASD
W04 9 1I/P00E MISH0-02 InPerson  Gemeral [N co |
S

Fia s
Check- M o i0/2004 971372004 MIBENO-02 InPerson General FIES o |

oA

Pretrial  Curless /0003004 8/10/2005 MIB00-02 C0T  Generd  MiwThiSats [ISEEEER]

PSA ST
Dy sl
Prerial o WINI004 9102005 MISM00-02 Evakistion Cemeral [N cow |

Activities List

3.3.2 Assign Schedules to Activities
Note: This function is used to assign the proper schedule to the client’s activities.

1. Perform the Find Client function and click on the Activities module under the
Supervision menu.

Note: The activities to which the client is assigned are listed. The default schedule is also
displayed. If the default schedule is correct, there is no need to modify the activity

schedule.

2. Click on the activity. The Scheduling Form is presented as illustrated in the figure
below:

138



DC Pretrial Services Agency
PRISM User Manual
Version 2.0

4/22/2009

eaxy, John Col: LDSZ 1965 FOID: B1@-01@

Ritivity Dnformation

Funcbisn

Lm0
Prarisd Chadk- [ Pardas [n Partan [ Hpon-oc b L L]

SupeTviron
Revies Date Suspemnd Sart Date Suspend Cnd Date
Frmm | & Fome @ | By % T @
Bckbvlly Azsigramend Lok Derdered

' pegsign This iativiy  © Do hiok Aasign This adnity 1T

Activiy Schedule I8

‘Week Dury Start Time

[T Mendsy
T Tuestay
[ wedriday
T Thareday
I Fray
[ Ssturdey
[ ey

Drug Profile

" WA

Coc

—.
,
:
.

Schedule Form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.
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3.

4.

The default schedule is presented. The default setting will have the “Assign this
Activity” radio button marked.

Choose the activity schedule from Activity Schedule dropdown list.

Click on the appropriate week day check boxes and enter the Start and End time for the
chosen days OR enter a number in the Number of Times field and choose an option
from the Per Period dropdown.

Click L=EESEM The Activities list is presented with the added schedule under the
schedule column as illustrated in the figure below:
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Supervision
S SE .
Pretrial  DTUTTES o c0i2004 9/10/2005 M10000-02 Evalustion General | T car | 7 mghts per
eV

week curfew

Activities List, Schedule Column

Note: The user may assign an activity by choosing a day and time of the week, OR number

of times per day, week or month. For example, if the schedule of the activity is every

Monday, Wednesday and Friday at 1:00pm, the schedule under the Schedule column in the
Activities List will display “MWF”. If the user schedules the activity for two times per day,

the Schedule column will display “D2”.

Note: Scheduling an activity automatically creates an expected Check-in for the defendant

that the user will access and record (“satisfy”) when the defendant complies.
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3.4 Check-In
The Check-In module is located under the Supervision menu.
Purpose: This function will allow the user to check-in a client, or to schedule a spot drug
test.
3.4.1 Add a Check — In
1. Perform the Find Client function and click on the Check-In module under the

Supervision menu. The Check-In screen is presented listing all of the client’s
scheduled Check-ins as illustrated in the figure below:

Check-In Screen

2. To create a new unscheduled check-in, click on the ICFCEM bution. This will present
the Check-In form as illustrated in the figure below:
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Oheck-In Infarmsstion
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M anberar e
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Addresses
Bt lveml?  Camreceivemad?  Werilied?  Acknowledge
21 inkon Station Way , Weshingbon, DC 20001, US [ R ] i

Mrxt Courl Appranasr Dabe
Appearance Dele  Tawe  Appearance Type  Judge Dllicer  Deckel Ciaarl Room
S0 S0am  Satus Desudin, Druce  HEDOOO-0E  TLE I

Cmpdoyment

Umplayer

Upomnieng Agerry Appoirdmcis And Aclivilees Revicmed

Function

o, ApTe ae St
e, = I St

Chai. - In In Parson.
Curtew Cal

Crag Task Dvaluscion
Chack - I In Pargen

B z=E=

Uirug Tesbing

Tunction u.ng"_"’;‘:'d Cac Amp Pep Opi mhmi.lk;x |m‘l.uw.plu'“’"

Check-In Form

Note: If the defendant is reporting as required for an in-person check-in, drug test, or
calling for a telephone check-in, you should look for that check-in on the Check-in list
screen and hyperlink on that scheduled check-in to complete the function.

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.

3. Select a Function. The default value that will be checked is Pretrial.

4. Choose the check-in type from the Check-In Type dropdown menu.

5. The date of the check-in is defaulted to the date the auto-scheduler created the check-in
record. The scheduled check-in date can be over-written with the actual check-in date.
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10.

11.
12.
13.

14.

15.

The time of the check-in is defaulted to the time the auto-scheduler created the check -
in record. The scheduled check-in time can be over-written with the actual check-in
time.

On the check-in form, there are several items, which must be used to process the check-
in: Next court appearance date, Current address(es), and Current employment.

When completing a check —in, at least one acknowledgement check box must be
populated.

Also displayed are all upcoming agency appointments. Any other check-ins scheduled
for the coming week will appear on this list, and the client may be advised of any
upcoming commitments.

To give the client credit for this check-in, choose “Yes” from the Compliance dropdown
box. If the client is a Face-to-Face (FTF) check-in and/or must see his Case Manager to
be given credit, the receptionist checking him in should simply check off the
"ACKNOWLEDGED" boxes, but should not mark the client compliant. That way, in
the event the client leaves after checking in with the receptionist and before seeing his
case manager, he will NOT be given credit for a check-in.

After making updates to the form, click L=IECEH 6 return to the list.

If the check-in was marked compliant, it will now be noted on the list.

If the record was not marked compliant, any changes will be saved to the record (i.e.,
the receptionist checks off the "ACKNOWLEDGED" boxes), and will be visible the
next time the record is opened.

If the client fulfills his check-in commitment, the record will be satisfied when the client
is checked-in.

If the client does NOT fulfill his check-in commitment, the auto-scheduler will mark the
client NON COMPLIANT at the time next week's check-in records are created.

3.4.2 Check-Ins, Spot Drug Test

Note: Use this function to check-in the client, or to schedule spot drug tests. In order to
create a spot drug test, the user must first create a check-in record, which will advise the
drug unit to expect the client.

1.

N
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Perform the Find Client function and click on the Check-In module under the
Supervision menu.

From the Check-In List, click on the m button to launch the Check-In Form.
Select the appropriate function (Pretrial, Probation, or Parole). The default value will be
Pretrial.

Choose “Drug Test (Spot)” from the Check-In Type dropdown.

The date and time will default to the current time. Change if necessary.
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6. Click on at least one acknowledgement box.
7. Choose “Yes” from Compliance check box.

8. Click L=IESIH The Drug Testing form is presented as illustrated in the figure below:
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Drug Test Form

9. Select Spot from Drug Test Type dropdown menu.

10. Blank out the Compliance field.

11. Click I=ESEHE

12. The Drug Testing Screen is presented with the entry displayed under the Drug Testing

sub list as illustrated in the figure below:

Uvuy Pty
| s tian Bt Tirag Nt Rygr
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Drug Testing Screen

Note: The Spot Test Check-In also creates a drug test record. To view the drug test portion
of this function, click on the Drug Testing module under the Supervision menu to launch
the Drug Test Form.

3.5 Drug Testing

The Drug Testing module is located under the Supervision menu.

Purpose: This function is used to view the results of previous drug tests, or to make
changes to an upcoming pre-scheduled drug test. Drug tests will normally be scheduled
automatically using the Activities function. Spot Drug Tests are scheduled by first creating a
Drug Test Check-In.

3.5.1 View/Update Drug Testing

1. Perform the Find Client function and click on the Drug Testing module under the
Supervision menu. The Drug Testing screen is presented as illustrated in the figure
below:

boB: 102/ 1965 PO 11B-118

Lod Amg Pip g Meth Mai &k Crea Resull Sabus Compl

B Secunity W

Drug Testing Screen
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The Drug Testing screen will list both upcoming and completed drug tests, the drugs
tested for (drug profile), and the results of those completed tests.

Click on a drug test record to view the details. After clicking on the record, the Drug
Testing Form is presented as illustrated in the figure below:

P [ feckaton [ pyois
™) =}
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Drug Testing Form

Choose the appropriate drug test type from the Drug Test Type dropdown.

Check the correct function, if not already checked.

The Default Drug Profile will be displayed, with check marks in the appropriate
substance boxes.

The lab populates compliance once results become available. For example, if the test
results are Eositive, the compliance should be “No”.

Click to return to the Drug Testing screen.
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3.6 FTA (Failure to Appear) Log

The FTA Log module is located under the Supervision menu.

Purpose: This function is used to process FTA investigations or to view information about
an FTA.

Note: To complete FTA and Bench Warrant Investigations, users should utilize the Bench
Warrant Investigation section located in the Criminal History module under the Client
menu.

3.6.1 Add New Entry

1. Perform the Find Client function and click on the FTA Log module under the
Supervision menu. The FTA Log List is presented as illustrated in the figure below:

008: 102/ 1965 FHD: 110-118

FTA Date FTA Log Type FTA Reason TP aoo

There are ne FTA Log records for this client

oooooooo

FTA Log List Screen

2. Click on the IGHEESEM vutton. The FTA Log Form is presented as illustrated in the
figure below:
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FTA Log Form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.
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10.

11.

12.

The Pretrial Function checkbox should be marked. If not, check it now.

Record the FTA Date and FTA Time in the fields provided.

Select a FTA Log Type from the dropdown provided.

Select the Docket Number and Appearance Date from the dropdown lists.

Select a FTA Reason from the dropdown list.

If as part of the investigation the Presiding Judge and courtroom are notified of the
matter, click on the Court Notified checkbox.

If the court is notified, fill in the Notification Date, Notification Time, and Notification
Method fields.

If a bench warrant is issued as a result of the client’s failure to appear, mark the Bench
Warrant Issued checkbox.

If the PSA Program to which the client is assigned has been notified, mark the Program
Notified checkbox.

Record the name, the relationship to the client, and the phone number of the caller in the
Source Recipient, Relationship to Client, and Callers Phone Number fields.
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13. Record the date on which the investigation was started in the Investigation Start Date
field.

14. When applicable, record the date when the investigation was finished in the
Investigation End Date field.

15. Select a result from the Investigation Results dropdown.

16. Record any comments as needed in the Comments text box.

17. Click @ after the information is entered. The FTA Log List screen is presented
displaying the newly added information as illustrated in the figure below:

FTA Log List
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3.7 Supervision Log

The Supervision Log module is located under the Supervision menu.

Purpose: This function is used to enter Compliance, Drug Testing, Release Condition,
Social Service, Supervisory Action, and Treatment information.

3.7.1 Add New Log Entry
1. Perform the Find Client function and click on the Supervision Log module under the

Supervision menu. The Supervision Log screen is presented as illustrated in the figure
below:

||||| BOR: 10FZF 1905 POIC: 110=1 100

oDoooonn
P = :

Supervision Log Screen

2. Click on the IGHEECEM vutton. The Supervision Log form is presented as illustrated in
the figure below:
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F pratridl [T Probtion [T Parcle

Supervision Log form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.

3. Check the correct Function check box. The default value is Pretrial.

4. The date and time of the event is defaulted to the present date and time. The Event Date

and Event Time may be overwritten as needed.
Choose the type of log entry remark being entered from the Type dropdown.
Choose the sub-category of log entry remark form the Subtype dropdown.

o o

7. Choose a title from the Title dropdown. When a title is selected, an unformatted remark

will appear in the Comments box as illustrated in the figures below:
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Supervision Log Form

Dropdown menus
corresponding to
bracketed
remarks.

8. Each [bracketed] remark has a corresponding box on the bottom portion of the screen.
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9. Make an appropriate selection from one of the dropdown boxes on the bottom portion of
the screen and click LM The bracketed entry will be replaced by the dropdown
choice.

10. You may change any part of the remark manually by clicking inside the Comments box
and making appropriate changes.

11. When satisfied with the comments, click LEECl The Supervision Log list is
presented displaying the newly added entry.

3.8 Curfew Evening Unit

The Curfew Evening Unit module is located under the Supervision menu.

Purpose: The purpose of this function is to queue up the scheduled curfew calls for the
particular PSO for the evening.

Note: A Client must have an active docket number with a current release order associated
with it. The release order must contain a curfew condition with the correct curfew address
and telephone number noted and that same address must be present in the Addresses
module. The client must be enrolled in a PSA Release Program and have been assigned a
Curfew Call activity. This function is designed for the Evening Unit.

3.8.1 Make a Curfew Call

1. Click on the Curfew Evening Unit module under the Supervision menu. The Officer
Curfew Call Form is presented as illustrated in the figure below:
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Officer Curfew Call Form

The Client's name will appear in the header record.

The curfew details box contains the telephone number at the curfew address, the curfew
address itself, the curfew period, and the function (what Agency is supervising the
client) to which this curfew call applies.

If the current time is earlier than the curfew start time, the evening officer would make
NO ENTRIES on the screen and click to advance to the next call in queue.
To process the call, choose the appropriate disposition from the Disposition dropdown.
The curfew caller will ONLY choose from the Compliance dropdown (YES, NO, N/A)
if he/she plans to complete the call.
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7.

a. The caller will choose COMPLIANCE = YES, if he/she has verified the client is at
home.

b. The caller will choose COMPLIANCE = NO, if the client is not home and the
curfew start time has passed.

c. COMPLIANCE = N/A should not be chosen for this screen.

d. Click L=IESEH 1o complete the call and remove it from the queue.

If the caller gets a busy signal and wants to put the client back into the queue, the user
would choose the appropriate response (LINE BUSY) from the dropdown, click

, and the call will be returned to the queue.

Note: When the caller wishes to place the client back into the queue as explained above,
he/she must not select a compliance for the entry. To do so would result in the removal of
the call from the queue.

8.

11.

12.

13.

154

If the caller re-processes a call, he/she can learn the disposition(s) of the other call(s) by
clicking on the CLICK HERE FOR DETAILS area. All of the previous dispositions of

the call will be displayed.

The caller may enter any appropriate comments regarding the call in the Comments box.

. PRISM will display the next court appearance date, the client's current address and

employer, and any upcoming agency appointments (including check - ins and drug tests)
— the caller should use this information to verify the identity of the client.

If this information is not sufficient for verification purposes, the caller may leave this
screen and check any other screen — he/she is now operating in the context of one client.
To return to the client the caller was processing, click on the Curfew Evening Unit

module again - that entry will remain on the caller’s machine until the caller has clicked
@ or lﬂ

Callers will see a message "THERE ARE NO CURFEW CALLS SCHEDULED" when
all calls in the queue have been processed as illustrated in the figure below:

Thprs ars o carfem @ o b b duied

Officer Curfew Call Form
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3.9 Curfew Officer

The Curfew Officer module is located under the Supervision menu.

Purpose: The Curfew Officer screen will allow the user to view the curfew call list and the
compliance status of the calls. Users may also assign additional curfew call using this
module as well as complete previously scheduled calls.

3.9.1 Assign Curfew Call

1. Perform the Find Client function and click on the Curfew Officer module under the
Supervision menu. The Curfew Call List is presented as illustrated in the figure below:

Mare: Cready, John Dol 102/ 1905 FOICE 110-110
O PsOsCs0 e 'FinD CatEnT

3 Diiaarens tic -
B Chara

B (Jerd Phado
B Supervision
B Nepoirts

B Hainlenance
B Secudy Hanl

Officer Complisncs @ 100

Curfew Calls List
2. Click on the m button. The Curfew Calls Screen with the title “Click on

Record to Schedule a Curfew Call for the Client” appears as illustrated in the figure
below:
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Curfew Calls Screen

3 Hyperlink on a client’s record. The Curfew Call List is presented and the curfew call is
displayed among the list as illustrated in the figure below:

13 Bo8: 107271965 POR: 110-118

Cuwfew Call Lisk

Actiwly
Function St
From: 000 T
FTS pafafmees  SOERE & o |
FT/ D9/ 14/2004 [ on SEEH T =

Curfew Calls List

3.9.2 Make a Curfew Call

1. Perform the Find Client function and click on the Curfew Officer module on the
Supervision menu. The Curfew Call List is presented.

2. Click on a scheduled curfew call from the list. The Officer Curfew Call Form is
presented as illustrated in the figure below:
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Officer Curfew Call Form

A HEBOOD-IG

Emprboryer Address

L FIa Leg Coll Comerring an FTA

Complete the call to the client, and then select a disposition from the Disposition

dropdown.
Select a compliance from the Compliance dropdown.
Enter your comments, if any, in the Comments field.

Click L=EESEM The curfew Call list is presented and the Disposition and Compliance

of the call just made are displayed.
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3.10 Curfew Supervisor

The Curfew Supervisor module is located under the Supervision menu.

Purpose: The Curfew Supervisor screen allows the Supervisor to view all of the scheduled
curfew calls, make a curfew call and to force add a curfew call. Only the Curfew
Supervisor designee will have access to this function.

3.10.1 View Curfew Calls

1. Perform the Find Client function and click on the Curfew Supervisor module under the
Supervision menu. The Supervisor Curfew Call List is presented displaying all of the
curfew calls scheduled for that day as illustrated in the figure below:

.
g
B

e Cawany, buba POl i paiin

[
WM Diwswy, behe FDSD LEREID brts

Supervisor Curfew Call List

Note: The Curfew Supervisor List displays ALL of the scheduled curfew calls. Although
you may have initially selected a particular client while working with the application, note
that once in the Curfew Supervisor List screen, the names of ALL of the clients with a
scheduled curfew call will appear.

3.10.2 Make a Curfew Call

1. Click on the Curfew Supervisor module under the Supervision menu. The Supervisor
Curfew Call List is presented displaying all of the curfew calls scheduled for that day.
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2. Click on a scheduled curfew call from the list. The Officer Curfew Call Form is
presented as illustrated in the figure above.

Select a disposition from the Disposition dropdown.

Select a compliance from the Compliance dropdown.

Enter comments, if any, in the Comments field.

Click L=EESEl The Supervisor Curfew Call List is presented and the curfew call is
removed from the list.

o gk w

3.10.3 Add a New Curfew Call
1. Click on the Curfew Supervisor module under the Supervision menu. The Supervisor
Curfew Call List is presented displaying all of the curfew calls scheduled for that day as

illustrated in the figure below:

[
L N e T Crvamy, ke PO ROLRD e
AT Ceeaay, belw PR DT ER il

Supervisor Curfew Call List

2. Click on the IGEECEM vutton. The Supervisor Curfew Call List Form is presented as
illustrated in the figure below:

Supervisor Curfew Call List Form
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To search for a client by PDID, click on the PDID button and enter the client’s PDID
number in the appropriate field.

To search by Last Name, click on the Last Name button and enter the Client’s Last
Name in the appropriate field.

Click -ﬁ

A list of clients meeting the criterion (a) entered will be presented as illustrated in the
figure below:

e Juka boB: 102/ 1965 PO 110-110
|||||

Lk i Betord To Sdbedule & Corfem Call For The e

et
Function 1D Rame  Toiephens Dl Time

PO HIZ A
I bh?:h 2282 Frowms 0P Tas S00A 21 Union Station Way M

Supervisor Curfew Call List

7. Hyperlink on the appropriate client to schedule a call.
8. The Supervisor Curfew Call List is presented and the new curfew call is displayed as the

first entry on the list.

3.11 Appointments

The Appointments module is located under the Supervision menu.

Purpose: This function will allow the user to view a list of all the client’s appointments,
with a capacity of 100.

3.11.1 Add New Appointments
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1. Perform the Find Client function and click on the Appointments module under the

Supervision menu. The Appointments screen is presented as illustrated in the figure
below:
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Appoinloents
Function Date Tinie Type Lompliance T ADD

There are no appointment records for this client

Appointments Screen

2. Click on the IGHEECEM vutton under the Appointment sub list. The Appointment form
is presented as illustrated in the figure below:
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Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.

Click the appropriate function box. The default value for the field is Pretrial.
Today’s date is auto-populated in the Date field by default.

Record the time of the appointment in the Time field.

Select type from the Type dropdown list.

Select a value from the Compliant dropdown.

If there are comments, add them to the Comments field.

Click L<ESEH The Appointment screen is presented with the new appointment
under the Appointment sub list as illustrated in the figure below:

© ooNo kW

ot Cready, bahn OOfi: 10771905 PO 110110
O PSOUCS W Tk ELERT
& Diagnoshc .

[+ (="
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& Martenance
B Setnmity Maint

Appointment with Case
LR ERr “am Fibptr

Appointments Screen

3.11.2 Appointment Filter
The appointment filter is used to view client appointments with certain criteria.

1. Perform the Find Client function and click on the Appointments module on the
Supervision menu. The Appointment screen is presented as illustrated in the figure

below:
Filter
/ Function
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Appointments
matching filter
criteria.

Add Filter Screen

2. Select the appropriate function from the dropdown menu. The default value in the
dropdown is Pretrial.

Record a date in the Start Date field.

Record a date in the End date field.

5. Click IEETEGEE The appointments matching the selected criteria in the filter section

are presented in the bottom half of the screen under the Appointments sub list as
illustrated in the figure above.

~ow

3.12 Sessions
The Sessions module is located under the Supervision menu.

Purpose: This function is used to schedule a client for sessions such as Alcoholics or
Narcotics Anonymous, or any type of session for which compliance is being measured.

3.12.1 Add Session

1. Perform the Find Client function and click on the Sessions module under the Supervision
menu. The Sessions List is presented as illustrated in the figure below:
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Sessions List

3. Click on the IGHECEM vutton. The Sessions Form is presented as illustrated in the
figure below:

e Creasy, John L] POID: 11D-000

Filmdr CLIENT

F peatrid [ Protstion [ Pacie
Enance
curdy b aant L4 2004 L

Sessions Form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.
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4. Click on the appropriate Function. The default value is Pretrial.

5. Enter a date in the Session Date field. The default value will be the current day.

6. Enter atime in the Session Time field. The default value will be the current time.

7. Select type from the Session Type dropdown.

8. Check the Attended check box.

9. Select compliance from Compliance dropdown.

10. Click lﬁ The Sessions List is presented with newly added session displayed in

list.

3.13 Message

The Message module is located under the Supervision menu.

Purpose: This function is used to enter and view messages for or about the client. Once
the message is viewed and the client is notified of the message, the user must check the
delivered box to notify other users of the status of the message.

2.13.1 View and Deliver Messages

1. Perform the Find Client function and click on the Message menu under the Supervision
module. The Client Messages Screen is presented as illustrated in the figure below:

s Creasy, John Dol 10FEF 1965 PO LIS-100

Client Messages Screen
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Note: Both delivered and undelivered messages will disEIay. If there are undelivered

messages associated with this client, the letter icon on the header record will be
highlighted YELLOW. You may also click on the icon from anywhere in PRISM to be
taken directly to the Messages List.

2. Click on the message to be viewed and delivered. The Client Message Form is
presented as illustrated in the figure below:

b rinating
B Suprvizan
3 Nieparts F pretrisl [ Probason T Fance

Delivered [m—r— |
Check Box 3
=

1= savi QI canca |

Client Message Form

3. Ifthe n]_essage has been delivered, click on the Delivered check box.
4. Click . The Messages List Screen is presented with “Yes” under the
Delivered column.

Note: After all outstanding messages have been delivered; the letter icon in the upper right
corner of the screen goes back to gray. This will alert any users that there are NO
undelivered messages for or about the client. After all messages have been delivered, users
cannot use the icon to jump to the Messages screen. To view previously delivered
messages, you must choose and click on Messages module in the Supervision menu.

2.13.2 Add New Message
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1. Perform the Find Client function and click on the Messages module under the

Supervision menu.

The Client Messages Screen is presented.

Click on the IGEECEM vutton and the Client Message Form is presented.

Check off the appropriate Function check box. The check boxes default to Pretrial only.

Select type from the Message Type dropdown.

Type in the message in the Message box.

Check of the Delivered check box ONLY IF the message has already been delivered.

Otherwise, leave blank.

8. Click L<ESEH The Messages List is presented displaying the new message on the
list.

NogakowN

3.14 Sanction & Incentives
(This section to be updated/changed in TBD)

3.15 Warrants
The Warrants module is located under the Supervision menu.

Purpose: This function is used to enter and view warrant information for a client.
3.15.1 Add a Warrant

1. Perform the Find Client function and click on the Warrants module under the
Supervision menu. The Warrants List is presented as illustrated below:
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Warrants list

2. Click on the IGHEESEM button and the Warrant form is presented as illustrated below:

Hame: Lreasy, John Cog: 10 ZF 1965 FLID: 110=110
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Eel

Warrant Form

Note: Note that fields with bold face type and an * are mandatory fields and must be
entered in order to save the information.
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12.
13.

Check off the appropriate function box. The default value is Pretrial.

Select type from the Warrant Type dropdown.

From the dropdown, select the docket number for the case in which the warrant was
issued.

If applicable, select a date from the Appearance Date dropdown.

Select the court that issued the warrant from the Court dropdown.

Enter the date that the warrant was issued using the Calendar Selector.

From the dropdown, select a reason for the issuance of the warrant.

. If the warrant has been resolved, enter the date that the warrant was disposed and select

a disposition from the dropdown.

. If the warrant was the result of a sanction hearing, select the appropriate sanction from

the dropdown and select the date on which the infraction occurred.
Record the date on which the sanction occurred in the Occurrence Dates field.
Click on the lﬂ button.

3.16 Seal/Unseal Information

The Seal/Unseal Information module is located under the Supervision menu.

Purpose: This function is used to seal client information. Users may seal Client and Court
Case information using this module. Users may seal all of the client’s information or select
individual modules within the Client and Supervision Case menus.

Under the Client options, users may seal the following: Name, Address, Education,
Employment, Health, Substance Abuse, Associates, and Diagnostic Interview. Under the
Court Case options, users may seal the following: Court Case, Release Orders, and

Programs.

3.16.1 Seal Client and Supervision Information
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1.

Perform the Find Client function and click on the Seal Case module under the
Supervision menu. The Seal Case Form is presented as illustrated in the figure below:
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Seal Case List

2. Toseal all of the client’s information, click on the Seal All Information check box.
Click and the screen will be updated as illustrated in the figure below:
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Seal Case

3. To seal_onlé client information, click on the Seal All Client Information check box and
click . To only seal the client’s court cases and release orders, click on the
Seal All Supervision Information check box and click [ save |
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Note: In selecting to seal information at the menu level, the user is sealing all of the
information in all of the modules listed. To seal individual modules or specific entries in an
individual module, users must click on the desired module on the Seal Case List screen.

4. To seal individual client or supervision modules, click on the preferred hyperlink. The
entries available for seal are displayed as illustrated in the figure below:

D08 10/ /1965 FOID: 110110
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Howe Ldten] Tslery

Seal Case, Seal Address Form
5. To seal all of the addresses displayed, click on the Seal All Addresses check box. Click on
the individual check boxes to seal specific addresses listed. The Seal Case List screen will
be updated to reflect that some information has been sealed as illustrated in the figure
below:

he DO 10241965 PO L 1@-110
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Seal Case List Screen
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Note: After any client information has been sealed, the box is displayed on the screen in
the upper right hand corner of the screen next to the Message box.

4.0 Reports

The Reports menu, as illustrated in the figure below consists of the following five modules:

Client Reports

Form Letters
Summary Reports
Reports Regeneration
Diagnostic Reports
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10 Type
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Wy Dachoel Manber
Docket Mumber

Iy Case humber
L e Mariber

B By Birlh Dk
Birth Dake
H

Reports Menu

Purpose: The purpose of the Reports Menu is to allow the user to run different reports or
letters such as client reports, form letters, summary reports and diagnostic reports.
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4.1 Form Letters

The Form Letters module is located under the Reports menu.

4.1.1 Address Verification

Purpose: This form is used to generate an address verification letter to be mailed to a given
client.

The following fields are contained in the Address Verification Letter form:

= Docket Number (the case in which the client has the verification requirement)

= Address (the address to which the user wishes the letter to be mailed)

= Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)

4.1.2 Advisement of Failure to Appear Notice

Purpose: This letter is prepared to advise the court that a client will not appear for a
scheduled court date.

The following fields are contained in the Advisement of Failure to Appear Notice form:

Active Docket Numbers (the case(s) in which the defendant will fail to appear)

FTA Date (the scheduled court appearance date in which the defendant will fail to appear)
US Attorney’s Office (the Assistant US Attorney assigned to the failure to appear case)
Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)

4.1.3 Advisement of Incarceration-Hospitalization

Purpose: This letter is prepared to advise the court that a client will not appear for a
scheduled court date due to incarceration or hospitalization.

The following fields are contained in the Advisement of Incarceration-Hospitalization Letter
form:
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Client’s Name (pre-populated with the name of the client previously selected)

Report Header (buttons the user selects to indicate whether the client is incarcerated or
hospitalized)

Docket Number (the case in which the defendant will fail to appear)

Comments (free text field where the user may add any necessary comments)

Court Date (the scheduled court appearance date in which the defendant will fail to
appear)

Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)

4.1.4 Attendance Log

Purpose: This letter provides a record of client’s attendance at each court required
treatment program session.

The following fields are contained in the Attendance Log form:

Docket Numbers (the case(s) for which the defendant’s attendance is being recorded)
Letter Content (two fields, one a dropdown list of programs to which the client has been
assigned, and two a free text field for the user to indicate the frequency that the client
needs to provide the sheet to his or her case manager)

Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)

4.1.5 Bench Warrant Notice

Purpose: The purpose for the Bench Warrant Notice letter is to confirm that a client has
been arrested and is currently being incarcerated in another jurisdiction.

The following fields are contained in the Attendance Log form:
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Docket Number (the case for which the incarceration concerns)

Inmate Number (the number under which the client is being incarcerated)

Incarceration Date (the date on which the client was incarcerated)

Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)
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4.1.6 Bench Warrant Surety

Purpose: The purpose for the Bench Warrant Surety letter is to inform the court of a client
surrendering on a bench warrant in a surety bond case.

The following fields are contained in the Bench Warrant Surety form:

= Docket Numbers (the case under which the client is surrendering)

= Judge Name (the name of the Judge to whom the client is surrendering)

= Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)

4.1.7 Bench Warrant Warning Letter

Purpose: This letter is used to notify a client of his or her failure to appear and the issuance
of a bench warrant for that failure to appear.

The following fields are contained in the Bench Warrant Warning Letter form:

Docket Number (the case in which the bench warrant was issued)

Warrant Date (the date on which the bench warrant was issued)

Address (the client address where the letter is to be sent)

Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)

4.1.8 Client Sheet

Purpose: This form provides information on a client’s court case, supervision, and
treatment condition.

The following are contained in the Client Sheet form:
= Halfway House (the facility in which the client is being housed)
= Date of Defendant Arrived at the Facility (the date on which the client arrived into the

facility)
= Docket Number (the case in which the client has been incarcerated)
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Employer (the name of the client’s employer)

Work Phone (the number of the client’s work place)

Drug(s) of Choice (the substances that the client has historically used)

Treatment Location (the location at which the client undergoes treatment)

Counselor (the name of the client’s counselor)

Address (the client’s address)

Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)

4.1.9 Client’s Rights

Purpose: This letter lists the rights a client is entitled to under court ordered PSA
supervision.

The following fields are contained in the Client Rights form:

= Docket Number (the docket number under which the client is being supervised)

= Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.10 Clinical Service Review Form

Purpose: This letter provides a means of documenting and evaluating treatment provided to
the client.

Note: There are no fields to enter in this document. The form is pre-populated with the
selected client’s PDID number and defaults to the current date.
4.1.11 Code 541 — Notification of Inclusion

Purpose: This letter notifies the court that in accordance with 33 D.C. Code 541, PSA is
forwarding the listed cases to be included in the court’s non-public records.

The following fields are included in the Code 541 — Notification of Inclusion Form

= Name (the person to whom the letter is addressed)
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Title (the title of the person to whom the letter is addressed)

Division (the division within the court system to which the letter is addressed)

Building (the building of the person to whom the letter is addressed)

Address 1 (the address of the person to whom the letter is addressed)

Address 2 (continuation of address 1)

Docket Numbers (case to which the notification pertains)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.12 Code 541(e) — Notification of Expungement

Purpose: This letter notifies the court that in accordance with 33 D.C. Code 541(e), the
cases listed in the letter have been deleted from PSA files, and that the documents have been
shredded.

The following fields are included in the Code 541(e) — Notification of Expungement Form

Name (the person to whom the letter is addressed)

Title (the title of the person to whom the letter is addressed)

Division (the division within the court system to which the letter is addressed)

Building (the building of the person to whom the letter is addressed)

Address 1 (the address of the person to whom the letter is addressed)

Address 2 (continuation of address 1)

Docket Numbers (case to which the notification pertains)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.13 Community Phase Checklist

Purpose: The Intensive Supervision Program uses this form to ensure all of the necessary
steps are taken prior to releasing a client from the restricted movement phase to the
community phase.

The following fields are included in the Community Phase Checklist

= Docket Number (the case in which the client is being considered for community release)

= DTMS (checkbox)
=  TARN (checkbox)
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= NCIC (checkbox)

= Parole (checkbox)

Jail (checkbox)

Superior Court (checkbox)

PRISM (checkbox)

Curfew Log (checkbox)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.14 Compliance / Non-Compliance — BW

Purpose: This is the standard report used by PSOs to report a client’s compliance to the
court.

The following fields are included in the Compliance/Non-Compliance-BW Report:

= From (pre-populated with the user’s name)

= RE: (pre-populated with the selected client’s name)

= Client AKA (dropdown list)

= Docket Numbers (dropdown box that permits multiple selections for the cases which the report
addresses)

= Recipient (radio buttons-Judge [includes dropdown box], Department of Corrections,
Corporation Counsel)

= Report Type (dropdown list that details the type of report)

= Report Title (dropdown list that details the report title)

= FTA Reason (dropdown list)

= Release Conditions (pre-populated dropdown box that lists the release conditions addressed in
the report-allows for multiple selections)

= Attached Reports (dropdown box listing reports that accompany this report-allows for multiple
selections)

= Comments (free text field)

= Recommendations (dropdown list of recommendations to the court for further action-related to
drug treatment)

= Actions Taken (dropdown list of actions taken against the client)

= |nclude Additional Statements (check box)

= | og Report
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4.1.15 Confidentiality of Substance Abuse Client Records

Purpose: This report notifies clients’ of their rights with respect to their substance abuse
records.

The following fields are contained in the Confidentiality of Substance Abuse Client Records
letter:

= Docket number (dropdown box)
= | og Report (a record of the report will be recorded in the Supervision Log module if this box
is checked)

4.1.16 Consent for Release of Information — APRA

Purpose: This form is used to by PSA to obtain substance abuse treatment information from
APRA for an individual client.

The following fields are contained in the Consent for Release of Information-APRA form:

= QOther event/Condition (free text field to record any special conditions that result in the
discontinuation of the consent)

= Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.17 Consent for the Use of Confidential Information

Purpose: This form is used by PSA to provide substance abuse testing and treatment
information to the Department of Corrections.

The following fields are contained in the Consent for the Use of Confidential Information
form:

= Docket Numbers (the case in which the consent is being used)
= Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)
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4.1.18 Consent for the Use of Confidential Information — Community Supervision Services

Purpose: This form is used by PSA to provide substance abuse testing and treatment
information to CSOSA.

The following fields are contained in the Consent for the Use of Confidential Information-
Community Supervision Services form:

= DCDC Number (the client’s Department of Corrections number)

= Execution Date (the date that the consent form is completed)

= Expiration Date (the date that consent for information expires)

= Docket Numbers (the case in which the consent is being used)

= Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.19 Consent to Release of Information — Criminal Justice Consent: Substance Abuse Treatment

Purpose: This form gives the client’s consent to verbal and written communications
between a substance abuse treatment program and PSA.

The following fields are contained in the Consent to Release of Information- Criminal
Justice Consent: Substance Abuse Treatment form:

= Docket Numbers (the case(s) in which the consent is being used)

= Program Type (the name of the program from which the consent is being granted)

= QOther event/Condition (free text field used to add remarks regarding the consent and its
revocation)

= Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.20 Consent to Release of Information — General Consent: Substance Abuse Treatment

Purpose: This report gives the client’s consent to verbal and written communication
between a substance abuse treatment program and PSA.

The following fields are contained in the Consent to Release of Information- General
Consent: Substance Abuse Treatment:
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Docket Numbers (the case(s) in which the consent is being used)

Program Type (the name of the program from which the consent is being granted)

Other event/Condition for Expiration (free text field used to add remarks regarding the consent
and its revocation)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.21 Consent to Release of Information — HIV/AIDS and Tuberculosis Treatment

Purpose: This report gives the client’s consent to verbal and written communication
between a treatment program and PSA.

The

following fields are contained in the Consent to Release of Information-HIV/AIDS and

Tuberculosis Treatment:

4.1.

Docket Numbers (the case(s) in which the consent is being used)

Program Type (the name of the program from which the consent is being granted)

Other event/Condition (free text field used to add remarks regarding the consent and its
revocation)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

22 Consent to Release of Information — Mental Health Treatment

Purpose: This report gives the client’s consent to verbal and written communication
between a treatment program and PSA.

The following fields are contained in the Consent to Release of Information-Mental Health

Tre
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Docket Numbers (the case in which the consent is being used)

Program Type (the name of the program from which the consent is being granted)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)
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4.1.23 Consent to Release of Information — Third Party Disclosure

Purpose: This report gives the client’s consent to verbal and written communication
between a substance abuse treatment program and PSA.

The following fields are contained in the Consent to Release of Information-Third Party
Disclosure form:

= Docket Numbers (the case in which the consent is being used)

=  Program Type (the name of the program from which the consent is being granted)

= |nformation Disclosed (text box of release conditions [drug test results, curfew results, session
attendance results] that permits the user to make multiple selections)

= Other Event/Condition (free text field used to add remarks regarding the consent and its
revocation)

= Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.24 Curfew Address Verification

Purpose: This form is generated when an address requires verification prior to a client’s
placement on a curfew.

The following fields are contained in the Curfew Address Verification form:

= Pretrial Services Officer (the PSO requesting the verification)

= Docket Number (the case in which the client is being evaluated

= Name of Home Owner (the homeowner of the address being verified)

= Relationship to Defendant (relationship of the homeowner to the client)

= Address 1 (address of location being verified)

= Address 2 (continuation of the address being verified)

= Telephone (phone number at the address being verified)

= Hours they can be reached (time at which the homeowner may be reached)

= Address Verified (yes or no radio buttons)

= Explanation (free text field to add remarks if address is not verified)

= Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)
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4.1.25 Drug Testing Instructions

Purpose: This form is given to clients who have been placed in testing with PSA. The form
details the rules and regulations that are required of an individual testing with PSA.

The following fields are contained in the Drug Testing Instructions form:

= Docket Number (the case in which the client is being placed in testing)
= Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.26 Eligible / Ineligible Letter

Purpose: This letter details the defendant’s eligibility or ineligibility for a PSA specialty
program.

The following fields are contained in the Eligible/Ineligible Letter:

Letter Type (radio buttons, Eligible Letter or Ineligible Letter)

Docket Numbers (dropdown list in which the client was evaluated)

Judge Name (the Judge to whom the letter is addressed)

Unit (dropdown list, the program to which the client’s eligibility is being determined)

US Attorney’s Office (free text field)

Defense Counsel (free text field)

Comments (free text field)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.27 Employment Verification

Purpose: This report verifies that a client is employed and as a result allows them to sign-in
and sign-out according to their work schedule.

The following fields are contained in the Employment Verification form:
= Docket Numbers (the case in which the verification involves)

= Date of Request (calendar field, the date on which the form is being submitted)
= Employer (name of client’s employer)
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Employer’s Address 1 (employer’s address)

Employer’s Address 2 (continuation of employer’s address)

Phone Number (employer’s phone number)

Site Information (worksite location information)

Supervisor (supervisor’s name)

Schedule Information (information pertaining to the client’s work schedule)
Days of Work (client’s work days)

Sign Out Time (time at which the client may be signed out of the facility)

Sign In Time (time at which the client is expected to sign back into the facility)
Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.28 Felony Eligibility Checklist

Purpose: This report provides a checklist for determining a client’s felony eligibility for
Drug Court.

The following fields are contained in the Felony Eligibility Checklist form:

= Questions (4 check boxes that are checked as a client’s eligibility is determined)

= | og Report (a record of the report will be recorded in the Supervision Log module if this box
is checked)

4.1.29 Felony Placement Form

Purpose: This form is completed by the Drug Court staff and is used as a supplement to a
motion to certify a felony case from a felony calendar to the Drug Court calendar.

The following fields are contained in the Felony Placement form:
= Docket Numbers (the case in which the client is being placed)
= Questions (checkboxes that verify the client’s eligibility)

= Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)
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4.1.30 Grounds for Immediate Expulsion
Purpose: This form is a list of grounds for a client’s immediate expulsion from a program.
The following fields are contained in the Grounds for Immediate Expulsion form:

= Docket Number (the docket number in which the client was in drug treatment)
= Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.31 Heightened Supervision Eligibility Form

Purpose: This form is completed when a client is being evaluated for placement in the
Heightened Supervision Program

The following fields are contained in the Heightened Supervision Evaluation form:

Client’s Name (pre-populated based the selected client)

Evaluated By (dropdown list of PSA staff members)

Defendant Charged (check box indicating the client has an eligible charge)

High Risk Supervision Category (check box indicating that the client does not have

disqualifying charges)

= Current Drug Court Participant (check box indicating that the client is not currently a Drug
Court participant)

= Defendant Lives With (check box indicating that the client currently lives within 50 miles of DC

and has an operating telephone)

Verifier’s Name (free text field, name of the person to be verifying the client’s address)

Relationship (free text field, relationship to the client)

Address (free text field, the address where the client will reside under curfew)

Telephone (free text field, the telephone number at the curfew address)

Address Verified (check box)

Comments (free text field)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is

checked)

4.1.32 Heightened Supervision Orientation Form
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Purpose: This form is provided to clients who are placed in the Heightened Supervision
Program. The form details the reporting, drug testing, and curfew requirements for a client
placed in the program.

The following fields are contained in the Heightened Supervision Orientation form:

Sanction (radio button to be checked if the client is placed as a sanction-based client)

Non-Sanction (radio button to be checked if the client is not placed as a sanction-based client)

Docket Numbers (dropdown list)

Report Interval (dropdown list that details the client’s reporting requirements)

Report Day 1 (dropdown list that details the day of the week that the client is scheduled to report

each week)

= Report Day 2 (dropdown list that details the second day of the week that the client is scheduled
to report each week)

= Report from Time (free text field where a PSO would indicate the beginning of the client’s
reporting window)

= Report to Time (free text field where a PSO would indicate the end of the client’s reporting
window)

= Curfew Address (free text field)

= Drug Testing Schedule Day 1 (dropdown list that indicates the day of the week that the client is
scheduled to report for testing)

= Drug Testing Schedule Day 2 (dropdown list that indicates the second day of the week that the
client is scheduled to report for testing)

= Comments (free text field)

= Log Report (a record of the report will be recorded in the Supervision Log module if this box is

checked)

4.1.33 Impression Sheet

Note: This form is not currently in use.

4.1.34 Intensive Supervision Halfway House Phase Orientation

Purpose: Clients placed into the Intensive Supervision Program are provided this form that
details the rules and requirements while in the halfway house phase of the program.

The following fields are contained in the Intensive Supervision Halfway House Phase
Orientation form:
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Docket Numbers (the case in which the client has been placed)

Case Manager (the client’s case manager)

Address (client’s address)

Remarks (free text box)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.35 ISP Evaluation Form

Purpose: This form is completed when a client is being evaluated for placement in the
Intensive Supervision Program.

The following fields are contained in the ISP Evaluation Form:

Docket Numbers (the case in which the client is being evaluated)
Date (date field)

Evaluator’s Name (dropdown list of PSA employees)

ABA DABA/PRISM (free text field)

Defendant Charged (check box)

Defendant Not in High Risk (check box)

Not Drug Court Participant (check box)

Defendant lives w/in 50 miles (check box)

Name of Homeowner (the homeowner’s name at the client’s potential curfew address)
Relationship (relationship of the homeowner to the client)
Address (address where the client will reside under the curfew)
Telephone # (client’s phone number at curfew address)

Address verified (check box)

Comments (free text field)

QARN/QNUM (free text field)

NCIC (free text field)

Jail Records (free text field)

DTMS (free text field)

Parole Probation (free text field)

Superior Court (free text field)

Eligible (check box)

Reason(s) (free text field where the user would complete if the client was found ineligible for
placement)
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4.1,

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

36 Juvenile Contact Random Letter

Purpose: The Drug Testing and Compliance Unit uses this letter when a client is placed in testing
for a juvenile matter.

The following fields are contained in the Juvenile Contact Random Letter form:

4.1.

To Name (addressed to the client)

Address 1 (the address of the client)

Address 2 (the address of the client)

Social File (client’s social file number)

Petition (client’s petition #)

Judge (Judge assigned to client’s case)

Probation Officer (client’s probation officer)

Social Worker (client’s social worker)

Next Appearance Date (calendar field)

Content (several free text boxes to indicate who, where, and when the client is to report)
Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

37 Memo for Referral Packets

Purpose: This report is used to refer a client to treatment.

The following fields are contained in the Memo for Referral Packets form:
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To Name (person to whom the client is being referred for treatment)

Docket Numbers (the case(s) in which the client is being referred)

Treatment Modality (dropdown list of the type of treatment)

Treatment Provider (the program to which the client is being referred)

Comments (free text field)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)
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4.1.38 Misdemeanor Eligibility Checklist

Purpose: This form provides a checklist to determine a misdemeanor client’s eligibility for
placement in Drug Court.

The following fields are contained in the Misdemeanor Eligibility Checklist form:

= Questions (4 check boxes that are checked as a client’s eligibility is determined)
= | og Report (a record of the report will be recorded in the Supervision Log module if this box
is checked)

4.1.39 Misdemeanor Placement

Purpose: This form is completed by the Drug Court staff and is used as a supplement to a
motion to certify a misdemeanor case from a misdemeanor calendar to the Drug Court
calendar.

The following fields are contained in the Misdemeanor Placement form:

Diversion and Non-Diversion (radio buttons to indicate if client is diversion eligible)

Docket Number (the case in which the client is being placed)

Questions (checkboxes confirming client’s eligibility)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.40 Movement Sheet

Purpose: The Intensive Supervision Program uses this form to notify the Department of
Corrections of a client’s permitted movement outside of the halfway house for verified
purposes.

The following fields are contained in the Movement Sheet form:

=  Appointment Details (five calendar fields and location text boxes to record the client’s schedule)
= Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)
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4.1.41 Notice of Participation in Intensive Supervision

Purpose: This report notified the Department of Corrections that the client has violated
conditions of his or her release and as a result is to return to the halfway house.

The following fields are contained in the Notice of Participation in Intensive Supervision
form:

= Docket Number (the case in which the client has been participating in Intensive Supervision)

= Community Phase Start Date (field to record the date on which the client was initially released
to the community)

= Halfway House Return Date (field to record the date on which the client returned to the halfway
house)

= Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.42 Notification of Lack of Bedspace

Purpose: This report is used to inform the court that the Intensive Supervision Program is
unable to remand the client to the Department of Corrections halfway house due to lack of
bedspace.

The following fields are contained in the Notification of Lack of Bedspace form:

Docket Number (the case in which the client is participating in Intensive Supervision)

Date (the date of memorandum)

Violation Text 1 (text field where the violation information is recorded)

Violation Text 2 (text field where the violation information is recorded)

Log Report (a record of the report will be recorded in the Supervision Log module if this box
is checked)

4.1.43 Official Release To Intensive Supervision — Community Phase

Purpose: This form is provided to Intensive Supervision Program clients who are being
released from the Restricted Movement phase to the Community phase. The form details the
rules, regulations, and requirements of the client while participating in the community phase
of the program.
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The following fields are contained in the Official Release to Intensive Supervision —
Community Phase form:

Docket Number (the case(s) in which the client has been participating in Intensive Supervision)
Release Date (date on which the client will be released to the Community phase)

Judge Name (dropdown list of the judge assigned to client’s case)

Court Order Date (date on which the client was placed into the program)

Report Days (days of the week the client is scheduled to report to his or her case manager)
Report Date (the first day on which the client is scheduled to report)

Client Address (dropdown list, address where the client will reside while in the program)
Home Owner (homeowner’s name)

Telephone Number (phone number at client’s curfew address)

Supervisor Name (name of the PSO who will supervise the client)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.44 Orientation Package

Purpose: This form provides information to clients on the confidentiality of their substance
abuse records.

The following fields are contained in the Orientation Package form:
= Docket Number (the case in which the client is being orientated)
=  Treatment Phase (the phase of treatment in which the client is participating)

= Times Per Week (free text field)

Note: This form is not currently in use.

4.1.45 Participant Rules Contract

Purpose: This form is a contract provided to a client participating in treatment. It provides
the rules and regulations of treatment.

The following fields are contained in the Participant Rules Contract:
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Docket Number (the case in which the client in treatment)
Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.46 Passport Notice

Purpose: This report notifies the proper authorities that the defendant is not to apply for an
issuance of a passport while the action is pending.

The following fields are contained in the Passport Notice form:

Select Type of Notice (radio buttons used to select the type of notice being sent)

From (PSO who is sending the notice)

SSN (client’s social security number)

Passport Received From (the name of the person who surrendered the passport)

Docket Number (the case in which the client was ordered to not apply for a passport)

Passport Number (client’s passport number)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.47 Receipt of Document

Purpose: This form is used to acknowledge PSA’s receipt of either a passport or driver’s
license that the Court has ordered the client to surrender to PSA.

The following fields are contained in the Receipt of Document form:

Documents (text box that permits multiple selections used to indicate the document received)
Docket Numbers (the case in which the client has been ordered to surrender documents)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.48 Release of Document

Purpose: This form is used to serve as official notice of the return of a passport or driver’s
license to a client.
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The following fields are contained in the Release of Document form:

Documents (text box that permits multiple selections used to indicate the document received)
Surrender Date (the date on which the document was surrendered)

Docket Numbers (the case in which the document was surrendered)

Court Document Review (source that provided case disposition information that permits return
of the document)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.49 Rule 118 Certification

Purpose: This report certifies that all document in the PSA files (including computerized
records) relating to the arrest of the client have been eliminated pursuant to Rule 118.

The following fields are contained in the Rule 118 Certification form:

Name (the person to whom the letter is addressed)

Prefix (addressee’s name prefix)

Title (addressee’s title)

Division (addressee’s division)

Building (addressee’s building name)

Address 1 (addressee’s address)

Address 2 (continuation of addressee’s address)

Docket Number (case in which the information has been eliminated from PSA records)
SSN# (client’s social security number)

Arrest Date (client’s arrest date)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.50 Rule 118 Forward

Purpose: This form notifies the proper authorities that in response to a Rule 118
Certification request, there is no interview file or report on the case(s) cited. Further, no
record of the arrests exists in the agency computer banks.

The following fields are contained in the Rule 118 Forward form:
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Name (the person to whom the letter is addressed)

Title (addressee’s title)

Division (addressee’s division)

Building (addressee’s building name)

Address 1 (addressee’s address)

Address 2 (continuation of addressee’s address)

Docket Number (the case in which the request was made)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.51 Rule 40 Letter
Purpose: This report verifies the transfer of a client from one district to another.
The following fields are contained in the Rule 40 Letter form:

Docket Number (DC case number)

Name (name of letter recipient)

Agency Name (hame of agency receiving the client)

District Name (hame of the federal district receiving the client)

Address 1 (address to which the letter is being sent)

Address 2 (address to which the letter is being sent)

Address 3 (address to which the letter is being sent)

Conversation Date (date where initial phone contact was made with the receiving agency)
SSN# (client’s social security number)

Other District Docket# (docket number assigned by the receiving federal district)

Bail Report Date (date on which PSA produced a report for the client)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.52 Rule 46 Notice

Purpose: This report documents that a client has failed to post bond and as a result remains
confined in the D.C. Jail.

The following fields are contained in the Rule 46 Notice form:
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Docket Number (the case in which the client is being held)

Judge (Judge to which the letter is addressed)

Comments (free text field)

Cc (free text field)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.53 Spot Test Form

Purpose: This form is used to refer a client to the Drug Testing and Compliance Unit for a
spot drug test.

The following fields are contained in the Spot Test Form:

Alias (client’s alias)

Docket Number (the case(s) in which the client is being referred)

Test Type (random test or spot check options)

Remarks (free text field)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.1.54 Warning Notice

Purpose: This letter is used to warn a client regarding his or her failure to comply with
release conditions.

The following fields are contained in the Warning Notice form:
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Docket Number (the case in which the client is in violation)

Release Condition (text box that permits multiple selections, list of conditions of release that this
notice is addressing)

Address (client’s address)

Comments (free text field)

Cc (free text field)

Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)
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4.1.55 Written Notice of Court Appearance

Purpose: This report verifies that the client is aware of his or her court appearance and next
scheduled appointment with PSA.

The following fields are contained in the Written Notice of Court Appearance form:
= Docket Number (the case in which the client is being reminded)
= Appointment Date (date of the client’ appointment)

= Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.2 Client Reports

The Client Reports module is located under the Reports menu.

4.2.1 Change of Status Form

Purpose: The Change of Status Form provides a report indicating a change to a client’s
treatment program status. A copy of the report is sent to the COTR to ensure that billing for
the treatment program is adjusted accordingly.

The following fields are contained in the Change of Status Form:

Program Name (the name of the program to which the client is participating)
Case Manager’s Name (client’s case manager’s name)
COTR (the name of the COTR)
Defendant’s Name (client’s name)
AKA (client aliases)
Docket Numbers (the case in which the client is participating in treatment)
Reason for Status Change (free text box)
User Comments for Reason for Status Change (free text box)
Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)
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4.2.2 Contact Report

Purpose: The Contact Report provides a summary listing of a client’s Check-in contacts
over a specific period of time.

The following fields are contained in the Contact Report form:

= Date Range (the range of dates that the user requests to be displayed in the report)

= Client AKA (client’s aliases)

= Associate (a dropdown list of individuals to whom the report is to be forwarded, i.e.,
Judge, Probation Officer, Defense Attorney, Prosecutor)

= Name (field that the user enters the name of the intended recipient)

Note: If the associate chosen is a judge, the Name field will be a dropdown list of Judges
names associated with defendant cases. If any other associate is chosen, Name remains a
free text field.

= Primary Docket Numbers (the case for which the report is being generated)

= Associated Docket Numbers (open cases that the user selects to display on the report)

= Comments (user may add any necessary comments)

= Release of Information (check box to indicate that a release of information has been
completed)

= Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)

4.2.3 Court Notification Letters

Purpose: These letters are generated and sent to defendants prior to a scheduled court
appearance date to inform defendants of their upcoming court dates and any changes in their
court dates.

Users may send single notices to individual clients or generate batch reports for every client
with an upcoming court appearance date. The default value for the batch reports is 20 days
lead-time but users may change the amount of advance notice as needed.

The following fields are contained in the Court Notification Letters form:

= Run a (radio buttons to indicate if a single letter is to be generated or a batch job)
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Lead Time in days (must be a value of 1 through 20)

Date Range (read-only field automatically updated according to the lead time selected)
Client Docket Numbers (open cases with pending appearance dates)

Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)

Note: Subsequent reports may be generated in situations wherein a client’s court date has
been changed.

4.2.4 Curfew Report

Purpose: This report will serve as a complete chronological history of a client’s
performance with respect to the curfew condition. The report illustrates when a client is
both compliant and non-compliant with the curfew release condition.

The following fields are contained in the Curfew Report form:

Date Range (the range of dates that the user requests to be displayed in the report)
Client AKA (client aliases)

Associate (a dropdown list of individuals to whom the report is to be forwarded, i.e.,
Judge, Probation Officer, Defense Attorney, Prosecutor)

Name (field that the user enters the name of the intended recipient)

Note: If the associate chosen is a judge, the Name field will be a dropdown list of Judges
names associated with defendant cases. If any other associate is chosen, Name remains a
free text field.

Primary Docket Numbers (the case for which the report is being generated)

Associated Docket Numbers (open cases that the user selects to display on the report)
Comments (free text field that the user may add any necessary comments)

Release of Information (checkbox to indicate if a release of information has been
completed)

Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)

4.2.5 Defendant Supervisory Log
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Purpose: This report illustrates a chronological history of all supervision remarks, drug test
results, and contacts the defendant has had with PSA. The report is displayed in
chronological order and may be filtered by the activity type.

The following fields are contained in the Defendant Supervisory Log form:

= Date Range (the range of dates that the user requests to be displayed in the report)

= Activity Type (allows the user to filter the information that will be displayed on the
report, i.e., only supervisory logs, only drug test results, etc.)

= Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)

Note: This report is for internal supervision and management, and for internal distribution
only.

4.2.6 Drug Status Report

Purpose: This report provides a compete history of a client’s performance under a drug
testing release condition. The report illustrates when a client is both compliant and non-
compliant.

The following fields are contained in the Drug Report form:

= Date Range (the range of dates that the user requests to be displayed in the report)

= Client AKA (client aliases

= Associate (a dropdown list of individuals to whom the report is to be forwarded, i.e.,
Judge, Probation Officer, Defense Attorney, Prosecutor)

= Name (field that the user enters the name of the intended recipient)

Note: If the associate chosen is a judge, the Name field will be a dropdown list of Judges
names associated with defendant cases. If any other associate is chosen, Name remains a
free text field.

=  Primary Docket Numbers (the case for which the report is being generated)

= Associated Docket Numbers (a list of additional open cases that the user selects to display
on the report)

= PSA, CSOSA Check boxes (check boxes where the user may choose to display PSA test
results, CSOSA test results, or both)
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= Comments (free text field that the user may add any necessary comments)

= Release of Information (checkbox to indicate that a release of information has been
completed)

= Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)

4.2.7 Executed Releases of Information

Purpose: This report provides a summary all releases of information executed over a
selected date range for a given defendant.

The following fields are contained in the Executed Releases of Information form:

= Date Range (the range of dates that the user requests to be displayed in the report)
= Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)

4.2.8 Referral to Program Name
Purpose: This form is used to refer a client to treatment program.
The following fields are contained in the Referral to Program Name form:

= Alias (client aliases)

= Docket Number (case(s) for which the client is being referred)
= Agency Name (the name of the treatment provider)

= Appointment Date (date on which the client is to report)
Appointment Time (the time at which the client is to report)
Address (client’s address)

Include Substance Abuse History (checkbox)

Alcohol and Substance Abuse (checkbox)

Mental Health (checkbox)

Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)

4.2.9 Referrals Issued Report
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Purpose: This report provides a summary of all treatment referrals, over a selected date
range for a given client.

The following fields are contained in the Referrals Issued Report form:

= Date Range (the range of dates that the user requests to be displayed in the report)
= Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)

4.2.10 Report Log Report

Purpose: This report provides a summary all logged reports run over a selected date range
for a given defendant.

The following fields are contained in the Report Log Report form:

= Date Range (the range of dates that the user requests to be displayed in the report)
= Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)

4.2.11 Substance Abuse Treatment Compliance Form

Purpose: This report requests compliance information from a substance abuse treatment,
mental health treatment, or social service provider.

The following fields are contained in the Substance Abuse Treatment Compliance Form:

Date Range (the range of dates that the user requests to be displayed in the report)
Program Name (the name of the program that information is being requested)

Program Official’s Name (name of the person from whom information is being requested)
Client AKA (client aliases)

Docket Numbers (the case(s) in which the client is participating in treatment)

Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)
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4.2.12 Summary Compliance Report

Purpose: This report contains a summary of a defendant’s compliance with release conditions for
an open case(s).

The following fields are contained in the Summary Compliance Report form:

= Date Range (the range of dates that the user requests to be displayed in the report)

= Docket Numbers (the case(s) for which the report is being generated)

= Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)

4.2.13 Treatment Referral Package

Purpose: This document is prepared to identify all requisite information submitted to the
Treatment Program Analyst/COTR to refer a defendant to a treatment program. Without
this completed document, the defendant cannot be processed for referral to a treatment
center.

The following fields are contained in the Treatment Referral Package form:

To (the COTR to whom the user is sending the packet)

Client AKA (client aliases

Docket Numbers (the cases for which the client is being referred)

Treatment Modality (the modality recommended based upon the client’s ASI)

Treatment Provider (agency providing the treatment

Comments (free text field where the user may add any necessary comments)

Items included the packet (check boxes that indicate that the required documentation is
accompanying the request form)

= Log Report (a record of the report will be recorded in the Supervision Log module if this
box is checked)
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4.3 Summary Reports

The Summary Reports module is located under the Reports menu.

4.3.1 Agent Notification Report

Purpose: This report contains a summary of all of the agent-generated notices sent to a
given supervision unit during a given time period.

The following fields are contained in the Agent Notification Report form:
= Date Range (calendar fields)
= Unit (supervision unit for which the report is being generated)

= Log Report (a record of the report will be recorded in the Supervision Log module if this box is
checked)

4.3.2 Bench Warrant List Report
Purpose: This report contains a list of open bench warrants during a specified time period.
The following fields are contained in the Bench Warrant List Report form:

= Report Type (dropdown list, select open, closed or all)
= From Date (bench warrants issued from this date)
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= To Date (bench warrants issued to this date)

4.3.3 Case Load Activity Report

Purpose: This report contains a summary of a case manager’s caseload for a specified date
range.

The following fields are contained the Case Load Activity Report form:

= Date Range (range of dates the report to display)

= Unit (unit to which the case manager is assigned)

= Unit Case Managers (text box that permits multiple selections that is pre-populated with the list
of case managers for the selected unit])

4.3.4 Case Load Bench Warrant

Purpose: This report contains a summary of bench warrant information for a specific case
manager’s caseload curing a specified date range.

The following fields are contained in the Case Load Bench Warrant Report form:

= Date Range (range of dates the report to display)

= Unit (unit to which the case manager is assigned)

= Unit Case Managers (text box that permits multiple selections that is pre-populated with the list

of case managers for the selected unit])
= Warrant Status (radio buttons, Both, Outstanding, and Closed are the options)

4.3.5 Case Load Court Date List

Purpose: This report contains a summary of court dates for a case manager’s caseload
during a specified date range.

The following fields are contained in the Case Load Court Date List form:

= Date Range (range of dates the report to display)
= Unit (unit to which the case manager is assigned)
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= Unit Case Managers (text box that permits multiple selections that is pre-populated with the list
of case managers for the selected unit])
4.3.6 Case Load Summary Report

Purpose: This reports contains a summary of client information, release conditions, and
appearance dates for a specific case manager’s caseload.

The following fields are contained in the Case Load Summary Report form:
= Unit (unit to which the case manager is assigned)
= Unit Case Manager (dropdown list pre-populated with the case manager’s for the selected unit)

= Include Release Conditions (check box used to indicate whether to list the release conditions on
the report)

4.3.7 Case Load Summary

Purpose: This report displays the current caseload status for each case manager in a given
supervision unit. The report displays the number of cases supervised, the number of clients
supervised, the number of active bench warrant cases and clients, and the total unit
numbers.

Note: This report does not have any fields to enter. The report is automatically generated
based upon the user’s (a supervisor) unit.

4.3.8 Check-In Time Breakdown

Purpose: This report contains a summary list that breaks down the number of check-ins for
a specific drug testing location broken down by time.

The following fields are contained in the Check-In Time Breakdown form:

= Date Range (range of dates the report to display)
= Unit (unit to which the case manager is assigned)
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4.3.9 Compliance Assessment Report

Purpose: This report lists the clients for a specific unit, broken down by case manager, and
date that their next compliance assessment is due.

The following fields are contained in the Compliance Assessment Report form:
= Date Range (range of dates the report to display)

= Unit (unit to which the case manager is assigned)

4.3.10 Court Appearance Report

Purpose: This report contains a list of all of the clients scheduled to appear in a specific
courtroom on a specified date.

The following fields are contained in the Court Appearance Report form:

= Court Type (dropdown list of court assignments)
= Court Date (date on which the report is to reflect)

4.3.11 Daily Drug Test Results

Purpose: This report contains a summary listing of all drug test results by unit on a specific
date.

The following fields are contained in the Daily Drug Test Results form:

Test Date (drug testing date)

PSA, CSOSA, All radio buttons (select the desired filter)
Unit (unit for which the report is to display test results)
Team (team for which the report is to display test results)

4.3.12 Daily Management Reports FTAs/ Incomplete Disposition

Purpose: This report lists all clients (broken down by unit) who failed to appear for a
scheduled drug test or have incomplete dispositions.
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The following fields are contained in the Daily Management Report FTAs/Incomplete
Dispositions form:

Drug Test Date (testing date to be reflected on the report)

Unit Team Report, Program Report radio buttons

PSA, CSOSA radio buttons

Unit (unit for which the report is to display FTA clients)

Team (team for which the report is to display FTA clients)

Output Option (radio buttons, Both, FTA only, Incomplete disposition only)

4.3.13 Detailed Caseload

Purpose: This reports lists a summary of all of the clients assigned to a specific PSO in a
specific unit.

The following fields are contained in the Detailed Caseload form:
= Select PSO (case manager for which the report is being generated)
= Display Release Conditions (yes or no radio buttons)

4.3.14 Detailed Court Appearances (Supervisor)

Purpose: This report lists all of the court appearances for a specific date range for a specific
unit.

The following fields are contained in the Detailed Court Appearances (Supervisor) form:

= Start Date (calendar field)
= End Date (calendar field)
= Display Release Conditions (yes or no radio buttons)

4.3.15 Detailed Court Appearances By Case Manager/Court Rep

Purpose: This report lists all of the court appearances for a specific date range for a specific
case manager or court representative.
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The following fields are contained in the Detailed Court Appearances By Case
Manager/Court Rep form:

Start Date (calendar field)

End Date (calendar field)

Case Manager/Court Rep (radio buttons with corresponding dropdown lists)
Display Release Conditions (yes or no radio buttons)

4.3.16 Detailed Court Calendar

Purpose: This report contains a summary listing of all court appearances for a specific unit
by a specified date range and calendar.

The following fields are contained in the Detailed Court Calendar form:

Start Date (calendar field)
End Date (calendar field)
Calendar (dropdown list)
Display Release Conditions (yes or no radio button)

4.3.17 Drug Status Report (Batch)
Purpose: By a date range, this function provides a batch of drug status reports.
The following fields are contained in the Drug Status Report (Batch) form:

= Date Range (calendar fields)

4.3.18 Lockup Drug Test Results
Purpose: This report lists all of the lockup drug test results for a specified date.
The following fields are contained in the Lockup Drug Test Results form:

= Drug Test Date (calendar field)
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4.3.19 Sanction Callback Report

Purpose: This report contains a summary of defendants’ drug test results and sanctions for
a specific date, broken down by unit.

The following fields are contained in the Sanction Callback Report form:
= Drug Test Date (calendar field)

= Unit Team Report and Program Report radio buttons

= PSA and CSOSA radio buttons

= Unit (dropdown list)

= Team (dropdown list)

= All, Complete, and Incomplete radio buttons

4.3.20 Team Task List

Purpose: This report provides a summary of the tasks for each PSO within a given unit.

Note: There is no Team Task List form. When the user (a supervisor) clicks on the Team
Task List module, the report is automatically generated and is displayed in the new window.

4.4 Reports Regeneration

The Reports Regeneration module is located under the Reports menu.
Purpose: This function is designed to allow the user to regenerate reports were printed for a

client on a specific date without having to re-enter the parameters.

4.4.1 Regenerate a Report

1. Perform the Find Client function and click on the Reports Regeneration module on the
Reports menu. The Reports Regeneration form is presented as illustrated below:
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Reports Regeneration form

2. Using the radio buttons presented, select the basis for the regeneration.
3. Enter the date of the report to be regenerated.

4. The Reports Regeneration form is updated with a list of reports that were generated on

that date as illustrated below:
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Reports Regeneration form

5. Click on the report to be regenerated. Enter comments as needed and click
i RN acfont

6. The regenerated report will be presented for viewing and/or printing.

4.5 Diagnostic Reports
[Intentionally Removed — 04/22/2009dkc]

210



