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Case Initiation — Abuse and Neglect Cases

COURT / DEPARTMENT / DIVISION
District Courts

USER
Court clerks

PURPOSE
To initiate Abuse and Neglect cases

INTRODUCTION

When CYFD files the opening Petition and accompanying pleadings, they are now required to
file a Case Information Sheet. The New Mexico Supreme Court has issued an Administrative
Order, NO.14-8300-002, approving the use of new or revised Children's Court rules and forms.
The Case Information Sheet, Form 10-501A NMRA, contains vital information needed to
successfully open an abuse and neglect case. The details on the form will be used to populate
the Party Tab and the Placement Tab at case initiation.

Once all of the information from the coversheet is entered, a new event will be docketed: code:
9509 CRT: Abuse and Neglect Case Information Coversheet. This code is non-docketable and is
not included on any appellate records. Which means it does not become part of the official case
file. However, it should be scanned in or retained in some manner for use in the Data Quality
Program.

For Every Child: e Full Name For Every Respondent: e Full Name
e Date of Birth e Other Name
e Date of Placement e Address
e Type of First Placement e Date of Birth
e Special Conditions e Social Security
e Respondent that is Number
Fciﬁ:?(;ced to the Minor e Special Conditions

e Relationship to at
least one child

STEPS
1. Click Add a Case
2. Click Family
3. Click Abuse & Neglect
4. The Add a New Case dialog will appear
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® Add a New Ca

parties

9
Type Abuse & Negkct

S%e Case Type [Abuse & Neglect v
Subtype
Fie Date 72
o Securiy | Sealed Case v
Case Assignment .
Case Number System Assigned [ manual —
court =]
Date Assigned [09/07/2016
Judical Officer System Assigned [] Manual

[ create Notice for Judicl Officer

Hearing Officer Assignment

)
e e—
P — -
ose [B30720% %
‘Comment
F4

5. Navigate to the Parties tab
6. Use the Abuse and Neglect Cases — Information Sheet (form 10-51A) to enter the
parties on the case. (A blank copy of this form is shown below)

10-501A, Abuse and neglect party information sheet.

Abuse and Negleet Cases — Information Sheet
(File with Petition or Amended Petition)

Type or print responses. Required in all abuse and neglect cases.
THIS SECTION FOR OFFICIAL USE ONLY

Docket EVENT CODE 9509, CRT: Abuse & Neglect Party Information Sheet,
Scan document, but will not become part of the official record.

Case Number; Assigned Judge:

Children's Court Attorney”s Name:
Person Completing Form:

Phone Number: Email:
New petition Amended petition (enter new info only)

Enter as much of the following information as possible:

Minor Child 1

Name (F, M, L)

Type of Current
Placement®

Date of Placement
Date of Birth
Special Conditions™

Respondent’s Relation | Respondent 1 Respondent 2 Respondent 3
to Minor Child**
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Minor Child 2
Name (F,M, L)

Type of Current
Placement*

Date of Placement
Date of Birth

Special Conditions”

Respondent’s Relation | Respondent 1 Respondent 2 Respondent 3
to Minor Child**

Minor Child 3
Name (F,M, L)

Type of Current
Placement™®

Date of Placement
Date of Birth

Special Conditions”

Respondent’s Relation | Respondent 1 Respondent 2 Respondent 3
to Minor Child**

Add information for additional children as necessary.

Enter as much of the following information as possible:

Minor Child 4
Name (F, M, L)

Type of Current
Placement*

Date of Placement
Date of Birth
Special Conditions’

Respondent’s Relation | Respondent 1 Respondent 2 Respondent 3
to Minor Child**
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| Add information for additional children as necessary.

* Type of placement: relative foster care; non-relative foster care; treatment foster care;
residential treatment center; mental health facility/non-residential treatment center; juvenile
Justice facility

" Special Conditions: Indian Child Welfare Act (ICWA); Americans with Disabilities Act
(ADA)

** Relation to Minor Child: Parent, custodian, guardian, other

Respondent 1

Name (F,M L)

Other Name (aka)
Address

Address

Phone Number

Date of Birth

Social Security Number
Special Conditions’

Respondent 2

Name (F, M, L)
Other Name (aka)

Address
Address

Phone Number

Date of Birth

Social Security Number
Special Conditions’

Reszpondent 3

Name (F,M, L)

Other Name (aka)

Address

Address

Phone Number

Date of Birth

Social Security Number
Special Conditions’

Add infermation for additional Respondents as necessary.

' Special conditions: Indian Child Welfare Act (ICWA); Americans with Disabilities Act (ADA)
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7. Enter the respondents first

8. Search for existing party records for the respondent first by using the identifiers on the
cover sheet for the search. Only create a new party record if there is no existing record
for the respondent. Follow the steps described below.

Best Practice: It is a best practice to first search for a party name to see if name is
already in Odyssey and to avoid duplicates.

9. Right click on the word ”Respondent " Left cI|ck on the menu |tem Add Respondent.
% Add a New Case. A p

® Detail
|
Type Abuse & Neglect

Group By |Connecti0n Type |‘|
[Related Parties View

Part_v & Attorney Information

State of New Mexico CYFD

Pe.*izipant & Attorney Inform>* _n
e

CASA Volunteer

| Case Worker

| Foster Parent

10. The Add Party Connection dialog box will pop up with the Connection Type of
Respondent defaulted. Click on the magnifying glass icon to search for the party to see
if they already have a Party Record in Odyssey.

B ———— 3¢ ]
Add Party Connection

® configured Types () All Types
Connection |Respondent

@ party O Participant
ey Q]
Added [09/07/2016 ][*2]

Removed [ [T
Reason | |v|
Comment [ [P X
Relationship ¥ |}
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11. The Find a Party dialog will pop up. Enter the name and date of birth from the Abuse
and Neglect Cases — Party Information Sheet to begin the search.

R » 1| I
Add Party Connection
x
Find A Party

Search by Party Information W Use Soundex
® person ) Nickname (O Business
Last Name |Gonzales |

First & Middle Jose | | N
Date of Birth Zipeath | |12
Driver's License | || |‘l'|
Person ID | |

l Search I Clear I Exit I Use Advanced Search I Add Party l

Add Next Continue Exit

12. If the respondent already has a party record in Odyssey, the results of the search will
look something like this.

I Party Search Results | Records 1 - 2 of 2

@ Gonzales, Jose, Sr. DOB 11/12/1985

SSN 525-57-8966 DL NM 125344534
ma.k.a. Gonzales, Jose Jr, GONZALES, JOSE Party ID 5305059

Address Phone Description

1955 Telshor #23 Home 575-288-7048 M 5'8" 216

Las Cruces, NM 88011 Cell 575-288-4045 BLK BRO
@ GONZALES, JOSE DOB 11/12/1985

SSN 525-57-8966
ma.k.a. GONZALES, JOSE LUIS Party D 7128220

Address Phone Description
1955 Villa de Telshor Home 575-805-2090 M
APT 23

Las Cruces, NM 88001

13. Click on the record that has the most matching information. In this example, the name,
date of birth, social security number and address match so selecting the bottom record

to add to this case is the correct thing to do. (In general, three identifiers should match
to associate a record to a case.)
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14. Click on the underlined name to select the record to associate it with this case

Add Party Connection

@ Configured Types () Al Types

Connection |Resp0ndent |‘!|
® party (O Participant
Party |GonzalexJo&e:Sr_ |9q, | Mew

sdéed [o9z172016 %)
emoved ||

Reason | |‘|'|
Comment | |B’ 2

Relationship

+
- Add Next . Continue . Exit -

15. Click Continue and this is what Odyssey should look like.
@ Add a New Case. & .‘-'

Type Abuse & Neglect

Group By Connection Type n

[refated Parties View

Party & Attorney Information

| petitioner State of New Wexico CYFD
| Respondent Gonzales, Jose, Sr.

| In the Matter of Child

| CASA Volunteer

| Case Worker

| Foster Parent

16. Add the next respondent

17. Right click on the word “Respondent.” Left click on the menu item Add Respondent
%@ Add a New Case. S 4{ ;-

Type Abuse & Neglect

Group By |Connec1i0n Type |"|
[JRelated Parties View

Party & Attorney Information

| Petitioner State of New Mexico CYFD

—— |

In the

Participant & Attorney Information

| CASA Volunteer

| Case Worker

| Foster Parent
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18. The Add Party Connection dialog box will pop up with the Connection Type of

Respondent defaulted. Click on the magnifying glass icon to search for the party to see
if they already have a Party Record in Odyssey.

Add Party Connection
® Configured Types O All Types
Connection |Resp0ndent |v|
@® party (O Participant
Party | | [ new
dced
pemoved |78
Reason | |v|
Comment | |2
N
Add MNext Continue Exit

19. The Find a Party dialog will pop up. Enter the name and date of birth from the Abuse
and Neglect Cases — Party Information Sheet to begin the search.

Add Party Connection I
x
Find A Party

Search by Party Information

® person () Nickname () Business
Last Name | Martinez |

First & Middle |Josie I |

O T e I

Driver's License | | |

Il Use Soundex

M
person ID | |

l Search I Clear I Exit I Use Advanced Search I Add Party l

Add Next Continue Exit
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20. If there is no match found as indicated in the screen shot below, then click the Add

Party button to create a new Party record.
® Add a New Case. [\" 4 il
_ U

Type Abuse & Neglect
6r3u9 By | Connection Type || Party Search Results | No Data Returned
[CRefated Parties View
Party & Attorney Information

| Petitioner

Respondent

| In the Matter of Chil

Participant & Attorney Information

| CASA Volunteer

| Case Worker

| Foster Parent No Match Found

1

<< Back ext = E 3 Search

21. The Add a New Respondent dialog box will pop up. Fill in the fields with data from the
Abuse and Neglect Cases -- Party Information Sheet as shown below and click the Save
button.

Add A New Respondent

| Name |
(@) Person () Nickname (7) Business Date of Birth Date of Death I:I
we v - Y —
Fist | Josie | Ethnicity | v
Middle | |
last |Martinez |

x|

Social Security

@ Standard U.S. () Standard U.S. with Attn. () Non-Standard U.S. () Foreign  Home | | Ext| |
no. [5132 || |v| st [Creek || Trail [ [v]  work | | Ext | |
unit | v no. | | Fax | | Bxt | |
Gity |Las Cruces | State [NM [¥] ZIP code cell | | Ext | |

E-Mail | @

10
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22. The Add Party Connection dialog box will display as shown below.

Add Party Connection

® Configured Types ) All Types

Connection |Respundent |‘r|
@ Party O Participant
Party [Martinez; Josie |9 | New |

pded
emoved |

Reason | |‘r|
Cormment | |E’ X

Relationship ¥

Add Next Continue Exit

23. Click Continue and this is what Odyssey should look like.
@ Add a New Case : N :

q | [

Type Abuse & Neglect

Group By |Connec1ion Type |T|
[ ]related Parties View

Party & Attorney Information

| Petitioner State of Mew Mexico CYFD
Respondent Gonzales, Jose Jr
Martinez, Josie
| In the Matter of Child
| CASA Volunteer
| Case Worker

| Foster Parent
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Now add the In the Matter of Child parties.
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25. Search for existing party records for the children first. Use the identifiers on the cover
sheet for the search. Only create a new party record if there is no existing record for

26.

27.

28.

29.

30.

the respondent. Follow the steps described

below.

new Party Record.

Note: It is unlikely but entirely possible that the children will already have records in
Odyssey. They may have been previously entered as part of a Divorce, Child Support,
Paternity, or Juvenile Criminal case so search for them in Odyssey before making a

Right click on the words “In the Matter of Child.” Left click on the menu item Add In

the Matter of Child.

Follow the same process that was followed for adding the respondents and add all the
minor children listed on the Abuse and Neglect Cases — Party Information Sheet.
For the In the Matter of Child parties there are the following additional steps that must

be followed.

Relationship data found on the Abuse and Neglect Cases — Party Information Sheet must
be added. To do so follow these steps (this data can be added while entering the In the
Matter of Child parties or it can be added after the In the Matter of Child parties have

been added to the case).

At the bottom of the Add Party Connection or the Modify Party Connection dialog click

on the + sign opposite the label “Relationshi
x
Add Party Connection
® Configured Types () Al Types
Connection ||n the Matter of Child |"|
® party O Participant
Party |Gonzales, Fredernco |OQ, | New |
Added [09/0772016 ][77]
ot [
Reason | |1'|
Comment | |f_? X
Relationship ¥ '
Add Next Continue Exit

Ip ”

|| Gonzales, Patrig

Style

[ Do Not Send N
[] Always Send 1

Type Inth
Added 09/0

| Modify Case Partv Detaie

X
Modify Party Connection

® Configured Types () All Types

(¢ l:fads | BlIn the Matter of Child) u

® party O Participant
Party Gonzales, Patricia

st [726 ][

ddress
Address

ddress
1dence Address

Removed l:“?ij

Reason | v

omwert | P&

Relationship

31. The Add Relationship dialog will pop up. Using the data provided on the Abuse and
Neglect Cases — Party Information Sheet click on the picker box to select one of the
respondents that has been recorded as having a relationship with the child.

12
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Add Party Connection

(® Configured Types (O All Types

Connection |In the Matter of Child |T|

x
Add Relationship

Party Gonzales, Frederico
Connection |In the Matter of Child |T|

R

e}

Related to |Gnnzales. Jose Jr

! connection

Add Mext Continue Exit

32. Then click the Continue button.

Add Party Connection

® Configured Types (O All Types

Connection |In the Matter of Child |‘r|
® party (O Participant
Party |Gnnzales. Frederico |Q-‘\, | Mew |

Reason | |‘r|
Comment | |E’-"_? e

Relationship ¥

| Respondent Gonzales, Jose Jr |

Add Next Continue Exit

13
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33. If the child has relationships with more than one respondent repeat this process for
each respondent.

Add Party Connection Add Party Connection

@® Configured Types ) All Types ® Configured Types O All Types
Connection [In the Matter of Child Iv| Connection |In the Matter of Child [v|
* ® party O Particpant
Party |Gunzales. Frederico R | New |

party Gonzales, Frederico Added @

Re{ " connection {In the Matter of Child v Removed I:I@

i Refted to [Mattinez, Josie | Reason | M
v
€ Connection |Respondent |!| LI | |E? ke
e — Relationship +
Respondent Gonzales, Jose Jr Respondent Gonzales, Jose Jr
Respondent Martinez, Josie
Add Next Continue Exit Add Next Continue Exit

34. Repeat this entire process for each of the In the Matter of Child parties.

35. Next indicate the In the Matter of Child parties are restricted parties by adding the
Caution flag ** Restricted Party ** on their global Party record. Navigate to the
Additional tab of the In the Matter of Child party’s global Party record, click the + sign

Modify Party
L. General YT Employment | Relationships Cases Hearings Jaiings ¥
Gonzales, Frederloo DOB: 08/29/2004 -
O Registered Sex Offender
e — 1
' Hospital |
eI
: : ay | ]
stte |__[v|
' N
caution Flags + ) S
|:|Needs Interpreter E] Citizenship l:E
' d Complexion l:E Il

14
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next to the label Caution Flags and click on the check box aligned with the ** Restricted

Party ** flag. Then click Continue.

Modify Party

Caution Flags

Description |

|Code|

[15how Selected Codes Only

Description Code

Sort |De5{:ripticm |1'|

1 ** Restricted Party ** RPTY
2. [] Background Investigation - Hold BIHOLD
3. [ Conditional Discharge, Dismissal of Charges CcDDIS
4. [] Conditional Discharge, Pending CDPND
5. [ Escort Required ESCORT |
6. [] Free Filing Limited FLTD
1. [ Restricted Filer RESF
8. [] See Person Notes SPN
| GetAll Codes | | selectal | 8 Results - Page 1 of 1

Hey;t =

Exit

Continue .

36.

Party |D 9340241

Check the Abuse and Neglect Cases — Party Information Sheet to see if Special

Conditions have been indicated for both the Respondents and the In the Matter of Child
parties and enter any Special Condition flags on the appropriate global party record.
Click the + sign near the label Special Conditions. Pull down the Special Condition menu
and select the appropriate special condition. The most common will be Indian Child
Welfare Act and American with Disabilities Act Accommodation Approved. Then click

Continue.

Modify Party

*® General Cases

Additional Employment
DOB: 10/15/2007 w

Relationships Hearings

P Incendo, Jorge

: L ' [ Registered Sex Offender

Date Last Regktered | |[7%)

: N

BrthRecod e # [ |

ml L

‘ : oy ]

sate [ v]

‘ e .

Special Conditic 15 ¥ county [ ]
Miscellaneous

cteenshp | V]

] Needs Interpreter [T

]
:

15
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Modify Party

L | *® General Additional Employment  Relationships

| »

P Incendio, Jorge DOB: 10/15/2007

% State ID " FBI Number ¥ Sex Offender Registration
1= - ' [ Registered Sex Offender

e i

L | Add Special Condition Flag |

p—— |

Obsolete Date
Scars, Marks and T American with Disabilities Act Accomodation Approved

' Add Next Cr.}m.pentlency issues
Ne nto Immigration |ssues
|Indian Child Welfare Act

- Inter-State Placement Compact
Caution Flags " Juvenile Justice issues #
** Restricted Party * | '
Ctzenship | ||
s meepreer (1 e —

m

Party ID 8147840

37. When all the Caution Flags and Special Condition Flags have been entered, save the
global party record. If the party has both a Caution Flag and a Special Condition Flag,
the name on the parties tab will have both an orange and a green flag associated with it

as shown below.
@ Add a New Case.

*® Detail Parties

9 1TMO: Gonzales, Frederico, et. al. and Concerning: Jose Gonzales, Sr., et. al.
Type Abuse & Neglect

Group By Connection Type n

|:| Related Parties View

Party & Attorney Information

| Petitioner State of New Mexico CYFD

Respondent Gonzales, Jose, SrC

=rtinez Josie

9 ® GonMMles, Frederl
9 Gonzles, Patrici

The orange flags indicate
Caution Flags and the green flags
| indicate Special Condition flags

In the Matter of Child

Participant & Attorney Information
| CASA Volunteer

| case Worker

| Foster Parent

38. Do NOT add a Cause of Action to an Abuse and Neglect case.

16
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39. Save the case. The Case Filed dialog box will pop up. Click on the Edit Case hyperlink.

D-307-JQ-2016-00025
family

®
Case Fied

Abuse & Meglect
Filed On 09/07/2016

Gonzales, 5r., et. al.

assignment

ITMO: Gonzales, Frederico, et. al. and Concerning: Jose

» Print Label

add another case

b Same Type
» Same Party
» Mew Type

3rd District
Beyer, Marci

Done

40. The case W|II Display

@a

ITMO: Gonzales, Frederico, et. al. and Concerning: Jose Gonzales, Sr., et. al.

Most Recent Events & Hearings
09/07/2016 MTN: EX PARTE CUSTODY

nancial arrani

Case Summan:

09/07/2016 MTN: TO APPOINT ATTORNEY

ocumen

Status  Pending
Fled 09/07/2016
Type Abuse & Neglect

Judicil District  3rd District
Judicial Officer  Beyer, Mardi
Hearing Officer
Financial Balnce  0.00
Time Standards

Forms MSave/Copyl Save M Exic

flags & actions due

09/07/2016 NTC: OF HEARING

09/07/2016 OPN: ABUSE / NEGLECT PEITI'[ON
Against: Respondent Gonzales, Jose, S.; Respondent Martinez, Josi
Regarding: In the Matter of CFild Gnnza\es Frederico; In the Vetter o Chid Gonzales, Patrica

41. Navigate to the Placements tab

42. The Abuse and Neglect Information Sheet should have an initial placement for each
child on it. Enter the initial placement by following the steps below.

43. Click the + sign. The Add Interim Placement dialog box will pop up. Use the picker box
to select the name of the child. Enter the case file date in the field labeled Order Date.
Enter the Date of Placement from the Abuse and Neglect Information Sheet and select
the Type of Placement which will also be found on the Abuse and Neglect Information
Sheet. If this information is not provided, the clerk must obtain the information from

CYFD.

17
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Add Interim Placement

=

Placement of |Gonzales. Frederico

orce e
st a7

M

Type |Treatment Foster Care

Location | |
Comment

@ X%

44. Be sure to enter an |n|t|aI pIacement for each of the In the Matter of parties in the case.
: : - L b ]

® D-307-3Q- 2016—00

i ary
m 9 ITMO: Gonzales, Frederico, et. al. and Concerning: Jose Gonzales, Sr., et. al.

Type Abuse & Neglect
View olacerents on all cases

16
16

Interim Placements
Gonzales, Frederico
09/06/2016 - present 2
Days counted as out of home on case

Treatment Foster Care

16
16

Gonzales, Patricia
09/06/2016 - present
Days counted as out of home on case

Treatment Foster Care

18



