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Detention Assessment Instrument Procedures 
 
The following procedures are to be used for processing a Detention Assessment  
Instrument for a juvenile within the intake system. 
 

1. Process an intake by completing a petitioner and juvenile name search 
query or perform a query by intake case number from the Process Intake 
screen (Figure 1). 

 
 

Figure 1 – Process Intake Screen 
 

2. Once the query is complete, the system will display the Process Intake 
Information screen (Figure 2). 

 
 

Figure 2 – Process Intake Information Screen 
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Detention Assessment Instrument Procedures (continued) 

 
NOTE

 

:  Once the query is complete, the system will automatically 
populate the intake information in the Process Intake Information screen 
(Figure 2).  If necessary, complete the Open Date, Case Type Code, 
Petitioner Type and press <F10> to save the record. 

3. From the Process Intake Information screen (Figure 2), press <Page 
Down> to place the cursor in the Case Transactions data field. 

4. Press <F9> for a list of values and select DA and press <Enter> then 
<Page Down> or enter DA in the in the Case Transactions data field 
and press <Page Down> to display the Detention Assessment Instrument 
- Page 1 screen (Figure 3), with the cursor in the Is this Det Assessment 
being completed as a follow-up to and on call Intake? data field. 

 
 

Figure 3 – Detention Assessment Instrument  Page - 1 Screen 
 

5. If this a follow up to an on call Intake, enter a Y and press <Enter> or 
enter a N and press <Enter> to advance to the Score data field under 
Item 1. Most Serious Alleged Offense portion of the screen. 

6. Enter a score that corresponds to one of the Categories A through F and 
press <Enter> to advance to the Score data field under Item 2. 
Additional Charges in this Referral portion of the screen . 
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Detention Assessment Instrument Procedures (continued) 

 
7. Enter a score that corresponds to one of the Additional Charges in this 

Referral and press <Enter> to advance to the Detention Assessment 
Instrument - Page 2 screen (Figure 4), with the cursor in the Score data 
field under the Item 3. Prior Adjudications of Guilt portion of the screen. 

 
 

Figure 4 – Detention Assessment Instrument -  Page 2 Screen 
 

8. Enter a score that corresponds to one of the Prior Adjudications of 
Guilt and press <Enter> to advance to the Score data field under Item 4. 
Petitions Pending Adjudication portion of the screen. 

9. Enter a score that corresponds to one of the Petitions Pending 
Adjudication and press <Enter> to advance to the Detention 
Assessment Instrument - Page 3 screen (Figure 5), with the cursor in the 
Score data field under the Item 5. Supervision Status portion of the 
screen. 



  November 17, 2009      4 

Detention Assessment Instrument Procedures (continued) 

 

 
 

Figure 5 – Detention Assessment Instrument  - Page 3 Screen 
 

10. Enter a score that corresponds to a Supervision Status and press 
<Enter> to advance to the Score data field under Item 6. History of 
Failure to Appear portion of the screen. 

11. Enter a score that corresponds to a History of Failure to Appear and 
press <Enter> to advance to the Detention Assessment Instrument - 
Page 4 screen (Figure 6), with the cursor in the Score data field under the 
Item 7. History of Escape/Runaways portion of the screen. 

 
 

Figure 6 – Detention Assessment Instrument -  Page 4 Screen 
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Detention Assessment Instrument Procedures (continued) 

 
12. Enter a score that corresponds to a History of Escape/Runaways and 

press <Enter> to advance to the Mandatory Overrides data field. 

NOTE

 

:  After entering a value under the History of Escape/Runaways 
and pressing <Enter>, the system will automatically populate the Total 
Score and Indicated Decision data fields. 

13. In the Mandatory Overrides data field enter an X in one or more of the 
fields that apply or leave blank and press <Enter> to advance to the 
Detention Assessment Instrument - Page 5 screen (Figure 7), with the 
cursor in the Discretionary Override data field. 

NOTE:  If an X was placed in any Mandatory Override data field, enter 
any applicable override information in the Comment data field. This is 
required for Option 3. “Local Court Policy”. 

 

 
 

Figure 7 – Detention Assessment Instrument -  Page 5 Screen 
 

14. In Discretionary Override data field, enter an X in 1, 2, or 3 and press 
<F1> to display the Discretionary Override Factors screen (Figure 8). 

NOTE

 

:  The Discretionary Override Factors screen (Figure 8) will only 
appear if an X were placed in 1 or 2 only.  If an X were placed in 3, press 
<Enter> to advance to the Override Justification for Probation/Parole 
Violation data field 
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Detention Assessment Instrument Procedures (continued) 

 

 
 

Figure 8 – Discretionary Override Factors Screen 
 

15. From the Discretionary Override Factors screen (Figure 8) press <F9> to 
display the Aggravating/Mitigating Factors screen (Figure 9) with the 
cursor in the first Factors Type data field. 

 
 

Figure 9 – Aggravating/Mitigating Factors Screen 
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Detention Assessment Instrument Procedures (continued) 

 
16. From the Aggravating/Mitigating Factors screen (Figure 9), use the 

<Down Arrow> to highlight the appropriate Factors Type.  Press <F10> 
to select the code and return to return to the Discretionary Override 
Factors screen (Figure 8) displaying the factor selected. 

17. From the Discretionary Override Factors screen (Figure 8), press the 
<Down Arrow> to add another record or press <F10> to accept the 
changes. 

18. After all records have been added press <Esc> <F10> to return to the 
Detention Assessment Instrument - Page 5 screen (Figure 7), with the 
cursor in the Discretionary Override data field. 

19. From the Detention Assessment Instrument - Page 5 screen (Figure 7), 
press <Enter> until the cursor arrives at the Override Justification? data 
field. 

NOTE

 

:  Complete the Override Justification? data field only if Option 3, 
“Approved local graduated sanction for probation/parole violation” 
were selected from the Detention Assessment Instrument - Page 5 screen 
(Figure 7). 

20. Enter the information for the Override Justification if required, and press 
<Enter> to advance to the Actual Decision data field. 

21. In the Actual Decision data field, enter R for release, A for alternative, or 
S for secure detention and <F10> to save the record. 

22. To return to the Process Intake Information screen (Figure 2) from the 
Detention Assessment Instrument - Page 5 screen (Figure 7), press 
<Esc> <F10>. 
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