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1.0 POLICY

It is the policy of the Montana Judicial Branch to provide information about juvenile records to those entities entitled to the information while also ensuring the confidentiality of these records when required. This policy specifies the manner in which Youth Court records are disseminated to school districts in accordance with state law 

This policy outlines the reporting process between Youth Courts and school districts including the standard reporting forms.   

2.0 DEFINITIONS

“Formal youth court cases” are cases in which a county attorney has filed a petition alleging specific charges.  Formal records are maintained in each Clerk of the District Court’s office in each county and are open to public inspection.     

“Informal youth court cases” are those cases in which the referral was handled by the Youth Court juvenile probation officer and a formal petition was not filed. Informal records are maintained by Youth Court probation staff and are considered confidential with some exceptions defined in statute.
3.0
PROCEDURE

A. In formal Youth Court cases, the Chief Juvenile Probation Officer (CJPO) or a designee must notify the school district the youth is presently attending or has applied to attend of any allegation of a violation of any section in Title 45, Chapter 5 (Crimes Against Persons), when a petition is filed with the Clerk of Court or if the youth is transferred to District Court.
B. In informal Youth Court cases, the CJPO or a designee must notify the school district the youth is presently attending or has applied to attend of a youth’s past or current drug use or criminal activity when after an investigation, the youth admitted allegations that involve any offense in which another youth was the alleged victim and the admitted activity has a bearing on the safety of children.  
C. In accordance with statute, notification to the school district must be provided to:
i. the school district superintendent or the superintendent's designee in districts that employ a superintendent;
ii. the building principal or the principal's designee in school districts where the building principal is the only administrator; or
iii. the county superintendent in school districts that do not employ an administrator.
D. Designees must be established in writing by the appropriate school district official listed in section C. The CJPO shall maintain a written list of designees established by school district officials. Absent a written notice designating another school official as the point of contact, the officials in section C shall receive the required reports. 
3.1 REPORTING PROCEDURES 
A. Once a youth has either admitted to a charge(s) or a petition has been filed pursuant to 3.0, the CJPO or a designee shall notify the youth’s parents or guardian that the school district must be notified of the offense(s).
B. The CJPO or a designee will send the “Notification Letter” (Addendum A) to the appropriate school district official, along with an “Acknowledgement of Receipt Letter” (Addendum B).  Both templates shall be utilized and sent on the Youth Court letterhead. 
C. A signed copy of the notification letter shall be uploaded to the Juvenile Court Assessment and Tracking System (JCATS) and if a petition was filed, a copy of the letter shall be forwarded to the county attorney.  
D. The CJPO or a designee will contact the school official if the acknowledgment letter is not returned within ten (10) working days.
E. Upon receipt of the signed acknowledgement from the school district, the form shall be uploaded in JCATS and a copy shall be forwarded to the county attorney if a petition has been filed.
F. Reporting obligations cease when the juvenile is no longer under the supervision of the Youth Court. 
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