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Overview

This policy provides procedures for staff to properly provide court hearing notice to parents whose whereabouts are unknown, by way of publication.  Proper notice will avoid unnecessary continuances and will allow children to achieve legal permanency in a timely manner.
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Version Summary




This policy guide was reformatted from the 12/01/10 version, as part of the Clerical Policy Redesign.  It has been updated with the titles and contacts for the newspapers currently in use; reference to the DCFS Materials Management section has replaced DCFS Procurement and; sections of the previous policy that do not pertain specifically to regional staff have been removed.  It clarifies that the tasks covered in this policy may be assigned to any staff in the Typist Clerical Group Classification.  
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[bookmark: Task_Assignment]Task Assignment

The tasks covered in this policy may be assigned to any staff in the Typist Clerical Group Classification.

Assignments will be made according to office needs as designated by the office head or appropriate designee.


[bookmark: Publication_Services]Publication Services for Absent Birth Parents for WIC 366.26 Court Hearings

The Daily Journal News Corporation is the designated newspaper publication vendor for publication services to publish citations for absent birth parents pursuant to the termination of parental rights (WIC 366.26 Court Hearing).  Unless otherwise ordered by the Court, citations are published in English in the Daily Commerce through the Daily Journal News Corporation.  If the Court orders the citation to be published in a Spanish language periodical, the citation is published in Pace News through the Daily Journal News Corporation.  Requests for publications in other foreign language periodicals, out of county, and out of state publications must be made through the Materials Management Section.

Foreign language newspapers and/or specialized periodicals (out-of-county, state or country) may be used only when court-ordered and/or when the absent parent is out of county, state or country.  If the Court orders a citation to be published in a foreign language, in a periodical outside the United States, or in a specialized periodical, the requests for publication are processed by the Materials Management Section.  In the event that the Court orders a citation published in a foreign language, citations must be published both in English in Pace News and in the court-ordered foreign language (resulting in two separate publications).

[bookmark: _GoBack]Submission for publication through The Daily Journal News Corporation will be through the following website:  https://adtech.dailyjournal.com/.  Access to this website is provided to designated Regional Publication Clerks in the regional offices.

This policy provides the procedures for publishing citations through The Daily Journal News Corporation and through the Materials Management Section.
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These publications will be made in English unless otherwise specified by the court.

[bookmark: Clerk_Responsibilities]Regional Publication Clerk Responsibilities

1. Receive from the CSW copies of the DCFS 4378 and DCFS 4379.  Ensure the following:
a. The DCFS 4378 has been signed by a judge; and,
b. The court date, department number and CWS/CMS 19-digit case number are annotated on either the DCFS 4378 or DCFS 4379.
c. The court date is far enough in advance to allow the citations to be published weekly for four consecutive weeks; and
d. At the end of the four weeks, there are at least 30 calendar days remaining prior to the scheduled hearing.
e. If request is for an Out-of-County or Out-of-State publication, ensure that a minute order has been attached to the request.

2. If any of a. – e. above are not met, return documents to CSW for corrections.

3. Annotate the following information on the Publication of Citation Log:
a. Date the DCFS 4378 and DCFS 4379 are received
b. Name of the absent parent
c. The CWS/CMS 19-digit case number
d. CSW’s name and file number

4. Annotate the following information on the case Document Tracking Page:
a. Court date
b. Date the DCFS 4378 and DCFS 4379 is received
c. Access The Daily Journal News Corporation web site at:  https://adtech.dailyjournal.com/ and transmit the information from the DCFS 4378.

5. Select the appropriate paper: The Daily Commerce or Pace News.

6. Select the appropriate copy source, (i.e. the publication for the mother, father or both in either the Monterey Park Court or the Antelope Valley Court).

7. Complete the requested information, including the name of the child, name of parent, relation of that parent (mother or father), Department number, hearing date, court/case number, citation date (this is the date the judge signed the order), and Deputy Name.

8. Within one hour, confirmation of the order can be located under the Recent Order Tab on the Web site.

9. If a confirmation document is not received within one business day on the web site, telephone or email:  Ari Gutierrez with the Daily Journal News Corporation at:  213-229-5530 or Ari_Gutierrez@DailyJournal.com to confirm receipt of the publication request information.  If necessary, retransmit the information from the DCFS 4378.

10. Annotate the date of re-transmission on the case Document Tracking Page and the Publication of Citation Log.

11. Return the DCFS 4378 and DCFS 4379 to the CSW.

12. Upon receipt of the Daily Journal News Corporation confirmation document, annotate the date the website confirmation document was received on the case Document Tracking Page and the Publication of Citation Log.

13. Forward the confirmation document to the CSW.
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1. Receive from the CSW copies of the DCFS 250, DCFS 4378, DCFS 4379, and minute order.  Ensure the following:
a. A judge has signed the DCFS 4378.
b. The court date, department number and CWS/CMS 19-digit case number are annotated on either the DCFS 4378 or DCFS 4379.
c. The DCFS 250 is complete with Regional Administrator signature and Regional Office Code.
d. The court date is far enough in advance to allow:
· 30 days for Procurement to process the request
· The citations to be published weekly for four consecutive weeks, and
· At the end of the four weeks, there are at least 30 calendar days remaining prior to the schedule hearing.

2. If a. – d. are not met, return to the CSW.

3. E-mail scanned DCFS 250, DCFS 4378, DCFS 4379 and minute order to the Materials Management Section:  DCFS250REQBUDGET@dcfs.lacounty.gov

4. Annotate the following information on the Publication of Citation Log:
a. Date the DCFS 4378 and DCFS 4379 are received.
b. Name of the absent parent.
c. The 19-digit case number.
d. CSW’s name and file number.

5. Annotate the following information on the case Document Tracking Page:
a. Court date.
b. Date the DCFS 4378 and DCFS 4379 are received.

6. Telephone the newspaper’s legal/government advertising section and obtain the following information:
a. Name of the contact person at the legal department;
b. Address, telephone number and fax number (if CSW did not provide this information);
c. Publishing days;
d. Form of payment required.

7. Return the DCFS 4378, DCFS 4379, DCFS 250 and the confirmation document to the CSW.

8. Give copy of DCFS 250 and Purchase Order number to designated office clerk to close as “received” in eCAPS.
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RA Approval
DCFS 250
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