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I1.

INTRODUCTION

Historically, programs reported case information to UCS on paper Case Profile Forms.
Beginning in late 1999, UCS created a process for the electronic transfer of case
information. The Dispute Resolution Case Management System (DRCMS), which was
underwritten by National Association For Community Mediation through a grant from
the William and Flora Hewlett Foundation, has radically changed the process of reporting
case information. During FY 2002-2003, paper profiles were completely replaced by the
electronic transfer system.

Technical assistance with the DRCMS and with reporting in general is available from
staff of the Office of ADR Programs.

These instructions provide guidance on when case information should be reported and
what information is (and is not) required, as well as definitions of the various categories
used in reporting case information.

CASE REPORTING

Information must be submitted to the Office of Alternative Dispute Resolution Programs
for every matter screened to determine appropriateness for dispute-resolution services.
Cases should be entered and data submitted for all program components that are included
in the overall ADR program as described in Appendix E of agency’s contract(s) with
UCS.

A case must be opened whenever a party contacts a center to inquire about DR services.
Prior to FY 2003-04, programs did not open a case for matters screened inappropriate or
for matters in which a referral was received, but no one responded to the center’s
outreach attempts. Beginning in FY 2003-04, the addition of the final disposition
categories “outreach only” and “screened inappropriate” final dispositions allow
programs to submit data on cases for the above-mentioned situations.

The DRCMS is used to collect information on each case for reporting and statistical
purposes and to transfer that information to UCS. The system also allows programs to
track the progress of cases from intake to disposition, to record contacts with parties, to
record case notes and to generate correspondence.

Programs should promptly enter information and close cases in the DRCMS system.
Experience shows that centers that open a case in the system on the date of intake and
close the case on the final disposition date are likely to keep up with reporting
requirements.

Data should be transferred once each week. When creating a transfer batch, DRCMS
will include all cases that are closed and that have not previously been transferred. The
system prevents a case from being transferred more than once.
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III. REQUIRED FIELDS

IV.

Below in Section IV is a list of the required fields that are included in the electronic
transfer to UCS. The related DRCMS field where the data is stored in the local database
is indicated in parenthesis as follows: (Table.FieldName). A listing of the tables that are
the basis of the drop-down selections in DRCMS along with the codes and definitions of
the categories is included as an appendix to this section. These codes are statewide
standards and the selections cannot be added to or changed without consulting with the
Office of ADR Programs. Please discuss new situations with ADR staff so that the need
for new categories can be evaluated

The office of ADR Programs recognizes that the categories may not perfectly reflect the
work of the centers. These categories have developed over the course of many years.
There are both programmatic and technical reasons why making changes is difficult if not
impossible without a major overhaul of the reporting system. When choosing categories
within a field, staff should use their judgment and try to find a category that best
describes the particular case.

From time to time the Office of ADR Programs will add categories or otherwise adapt
reporting criteria to reflect new initiatives. It is important that program management
promptly implement updates that are promulgated.

Please review these instructions periodically with existing staff and train new staff in the
interpretation of the categories. It is important that staff consult the manual and ask
questions when they are uncertain. This will ensure that case data is reported consistently
statewide.

INFORMATION TRANSMITTED TO UCS

. Case Number (Case.CaseNumber)

The DRCMS assigns a unique case number to each case. Case numbers begin with a
two-character code, which identifies the DRCMS database, followed by sequential
number. Each case number must be unique. DRCMS will not permit duplicate case
numbers. Note that if a case is deleted, or if there is a problem entering a case, that case
number will be lost. For this reason, the case number should not be thought of as a count,
but rather as an address. A database system allows for exact counting of records using
querying and reporting mechanisms.

. Intake Date (Case.IntakeDate)

The intake date is the date on which the center first takes action on the case. Usually, this
is the date when one of the parties to a dispute first contacts the center to request services,
or when a referral is received. Note that the DRCMS will default to the computer’s
system date (which, if properly set, will be the current date). This date can and should be
changed if appropriate to reflect the actual intake date.
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C. Type (Case.TypeCode)

The type field, along with the program number described below, provide the most
standardized categorization that the Office of ADR programs has for comparing data
between counties and programs. It is vital that staff carefully select the category that
most closely describes the ‘type’ of the case.

. Nature (Case.NatureCode)

This field provides a more specific categorization than type. For example a case could
have the Type “small claim” and the nature “breach of contract”. Choose the field that
best describes the nature of the primary issue.

Relationship (Case.RelationShipCode)
Choose the category that best describes the relationship between the primary parties.

Intake Disposition (Case.DispostionCode)

This is the primary disposition of the case after preliminary screening has been
conducted. It is NOT the same as “final disposition” (see below). The categories in each
database are different and are determined by local program management. It is required
that each category be associated with a “program number” that is assigned by the Office
of ADR Programs. This program number is entered in the CourtCode field in the table
“Dispostion”

The first program numbers that were assigned represented: “agency X, in county y.”
Subsequently, additional program numbers were assigned to help programs discern
particular program categories. These code numbers are embedded in the disposition table
of the DRCMS and are transparent to DRCMS users. The DRCMS allows program
managers to use the assigned program number for more than one category. Each row in
the Disposition table must be associated with a program number, but those numbers can
be used more than once. Thus, centers can categorize cases by disposition locally with
more specificity than the information that UCS receives will allow. For example the
disposition table could use the code 123—which has been assigned by UCS to agency x

(Y]

to represent County “y”—to represent both the family program and the small claims
program that both operate in County “y.” Since the only piece of data that would be sent
to UCS is the Program Number, both cases would be identified as being from County
“y.” In the local database, however, one could discern how many family program cases

13 2

and how many small claims program cases were conducted in County “y.

Since UCS has expanded the Types table to be reflective of the diversity of cases the
CDRC program handles, the program number is now primarily used to identify the
county in which services are provided. To some extent, this change negates the
importance of those ancillary program numbers that were assigned as a mechanism for
categorizing program categories, since both UCS and centers can run reports based on
type. When UCS reports the number of “parenting issue” cases or “small claims” cases,




. Chapter
June 11, 2003 CASE DATA REPORTING oo
Supersedes: Page
ALL :

for example, the Types field rather than the program number will be the basis of the
report.

Staff should be trained to choose the correct Disposition based on the categories that have
been established by program management. Management should ensure that the
Disposition table of their DRCMS database contains the correct Program Numbers in the
Disposition.CourtCode field. If a staff person is uncertain about which disposition
category to choose, that person should consult program management.

. Returnee to Mediation (Case.Returned)

Staff should indicate in this field whether parties who have previously completed a
dispute resolution process have come back for one of the following reasons:

1. To address a new matter;
2. To re-address a matter that was previously in DR; or

3. Due to perceived noncompliance with a previous agreement/award.

. Final Disposition Date (Case.FinalDispositionDate)

Record the final day of the program's involvement in the case (except for follow-up).
Note that the DRCMS will default to the computer’s system date (which, if properly set,
will be the current date). This date can and should be changed if appropriate to reflect the
actual final disposition date.

A case with multiple hearings is not considered “closed” but is instead kept open and
counted as one case when the same or similar issues are discussed in more than one
session and, at the conclusion of each session, the parties schedule another session. A
case should be closed after the final dispute resolution session.

Final Disposition (Case.FinalDispositionCode)

Choose the category that best describes the final outcome of the case.

Mediator(s) (Case. MediatorCodel, 2, 3, 4)

Select the neutral(s) that provided service in this case.

Neutrals must be entered into the Mediator table of the DRCMS before they can be
credited with service on a particular case in that particular database. You must assign a
unique “Mediator Code” for each person. These codes can and should be used agency-
wide, so a master list should be maintained. There are four mediator fields on the case
closing form. Four neutrals can be given “credit” for a particular case in the local
database. However, due to limitations in the design of the original UCS database, only
data on the first two fields is transferred to UCS.

When an individual mediator/arbitrator ends service with your program, do not reuse the
number for a new neutral.
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K. Number of Sessions (Case.NumberOfHearings)

Enter the number of DR sessions that were actually held.

L. Duration of Sessions (Case.DurationOfHearing)

Enter the total duration of all DR sessions for each case, calculated in minutes.

M. Case Referred for Other/Additional Services (Case.AdditionalService)

When one or more parties are referred for other/additional services, staff should indicate
that in this field. This includes situations where a case is screened inappropriate and a
party is referred for alternative services as well as situations in which DR services are
provided, and the center provides a referral for additional services.

. Number of Individuals Served (Case.NoOfIndividualServed)

The parties, any other principals, and any other individuals directly involved in the
dispute or directly affected by the outcome should be included in this field. This includes
children who are the subject matter of a dispute. The DRCMS will automatically
populate this field with the number of parties that were entered into the system, but the
user can and should adjust this number as appropriate.

. Amount of Money Agreed To or Awarded (Case.AmountAwarded)

If the dispute involved a monetary settlement or award, include the amount. Include all
cases even if it is an arbitration award above the statutory small claims jurisdiction. The
amount of award information can be used to exclude cases that exceed the statutory
CDRC limit from reports as appropriate.

Party Information

Please note: The DRCMS does not transmit to UCS parties’ names, addresses or other
information that identifies individual parties.

The DRCMS allows staff to enter information for an unlimited number of parties to a
case. Even if these categories don’t seem to fit, each case must have at least one party
identified as a “Complainant” and one party identified as a “Respondent.”

None of the party demographic information is required. Parties should be asked, but are
not required to provide this information. Parties should be informed that the information
will not be attached to their name and that it will be used only for statistical purposes.

The Social Security number field is included in DRCMS solely for the purpose of
recording that information if it is necessary for case management purposes. For example,
many courts require that the Social Security number of the parents and children are
included in an agreement regarding child support. Social Security numbers are NOT
transferred to UCS, and it is NOT indended that this information be routinely collected.
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V.

DATA CODES

A. Case Type Codes

Type
Code

Description

Definition

Clv

Civil — Small Claim

Disputes that have resulted or could result in the
filing of a small or commercial claim action.

This category should be used for any dispute that
involves money or property valued within the
monetary jurisdiction of the small claims part of the
court regardless of whether a claim has actually
been filed.

CLC

Civil — Large Claim

Disputes that have resulted or could result in the
filing of an action for the recovery of money or
personal property where the amount sought to be
recovered or the value of the property exceeds the
monetary jurisdiction of the small claims part of the
court.

CHD

Civil -- Housing Dispute

Disputes involving housing and real property issues
that have or could result in the filing of an action in
any court with jurisdiction over such issues.

MIS

Criminal — Misdemeanor/Violation

Disputes that have resulted or could result in the
filing of a complaint alleging an act that could be
categorized as a violation or a misdemeanor.

The Penal Law defines a violation as an offense,
other than a traffic infraction, for which a sentence
to a term of imprisonment in excess of fifteen days
cannot be imposed.

The Penal Law defines a violation as an offense,
other than a traffic infraction, for which a sentence
to a term of imprisonment in excess of fifteen days
can be imposed, but for which a sentence in excess
of one year cannot be imposed.

FEL

Criminal — Felony

Felony offenses that are referred by the court. Only
Certain felony offenses can be handled by CDRC
programs. Please refer to the Program Manual.

FCC

Parenting Issues (custody,
visitation and/or support)

Matters in which a Family Court or Supreme Court

petition for Custody, Visitation or Support has been
filed or that might otherwise result in such a petition
being filed.




Date: Chapter
June 11, 2003 One
; CASE DATA REPORTING

Supersedes: Page
ALL 7
Type Description Definition
Code
MAT Matrimonial Matters in which a Supreme Court divorce action

has been filed or other matters involving issues

related to the dissolution of a marriage. If the only

issues addressed in mediation are related to the

parenting of children, use the Parenting Issues

(FCC) category.
CHP Child Permanency Matters in which a Family Court petition involving

child protective or permanency planning issues has
been filed and the matter has been referred by the
court.

FCP

PINS/Pre-PINS

Disputes involving allegations that have resulted or
might otherwise result in the filing of a Family Court
petition seeking to designate a party as a "person in
need of supervision". This includes matters that
might otherwise be defined as PINS but are in a
diversion program.

The Family Court Act defines a "person in need of
supervision" as a person less than 16 year of age
[eighteen years of age as of July 1 2002] who does
not attend school in accordance with the provisions
of part one of article sixty-five of the education law
or who is incorrigible, ungovernable or habitually
disobedient and beyond the lawful control of a
parent or other person legally responsible for such
child's care, or other lawful authority, or who
violates the provisions of section 221.05 of the
penal law (unlawful possession of marihuana).

Juv

Juvenile Delinquency

Disputes involving allegations that have resulted or
might otherwise result in the filing of a Family Court
Juvenile Delinquency action. This includes matters
that might otherwise be defined as JD but are in a
diversion program.

The Family Court Act defines a "Juvenile
delinquent" as a person over seven and less than
sixteen years of age, who, having committed an act
that would constitute a crime if committed by an
adult, (a) is not criminally responsible for such
conduct by reason of infancy, or (b) is the defendant
in an action ordered removed from a criminal court
to the family court pursuant to article seven hundred
twenty-five of the criminal procedure law.

SCH

Peer Mediation

Matters that are resolved by peer mediators in a
school-based or youth program setting.




Date: Chapter
June 11, 2003 One
; CASE DATA REPORTING
Supersedes: Page
ALL 8
Type Description Definition
Code
YTH Youth Issues Matters in which at least one of the parties is under
the age of 18 but that don’t fit into one of the other
youth categories: (FCP, JUV, or SCH)
DSS DSS Conciliation Matters involving social service clients (usually
determination of benefit eligibility disputes or
violation of program rule disputes) that are the
subject of or that would otherwise be the subject of
an administrative hearing at the local social service
department.
CMH Manufactured Housing (formerly  |Matters involving manufactured housing that are the
Mobil home) subject of or that would otherwise be the subject of
an administrative hearing at the NYS Department of
Housing and Community Renewal
SPE Administrative Hearing Early Intervention, Special Ed, Agricultural
Mediation, Lemon Law, VESID and other matters
that are the subject of or might otherwise be the
subject of an administrative hearing. Excludes
Manufactured housing (CMH) or DSS conciliation
matters (DSS)
OTH Other Any matter not fitting one of the categories above.
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B. Final Disposition Codes

Group

FinalDispositionCode

Description

Definition

DR Services
Provided,
Matter
Resolved

19

Conciliated w/o face-to-face
session

The matter is resolved
through the intervention of a
neutral but the parties do not
meet together in a face-to-
face DR process.

20

Mediated - Full Agreement

All issues presented are fully
resolved. A written
agreement is entered into and
signed by the parties.

22

Arbitrated

The matter is resolved
through the intervention of a
neutral arbitrator who provides
a written decision.

35

Mediated - Verbal Agreement

The matter is resolved, and
the parties choose not to put
the agreement in writing.

36

Facilitated

An impartial facilitator helps
parties constructively organize
their discussion and
collaboratively identify
negotiable issues. May be a
public or private process, and
is particularly appropriate for
disputes involving many
participants.

37

Mediated - Partial Agreement

Some of the issues presented
are resolved. A written
agreement is entered into and
signed by the parties.

DR Services
Provided,
Matter Not
Resolved

21

Mediated, No Agreement

A mediation session was held
and no agreement was
reached.

23

Mediated, Matter Unamenable

The matter is initially screened
appropriate, and a DR
process had proceeded but it
is subsequently determined
that the matter is unamenable
or that issues exist that
preclude the matter from
continuing in the DR process.
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Group

FinalDispositionCode | Description

Definition

Party(ies)
Withdrew

30

Complainant Withdrew

An intake-screening interview
/information session is
conducted with the
complainant. The
complainant agrees to
participate in a DR process,
but subsequently decides to
withdraw from the process.

39

Respondent Withdrew

An intake-screening interview
/information session is
conducted with the
respondent. The respondent
agrees to participate in a DR
process, but subsequently
decides to withdraw from the
process.

Party(ies)
Failed to Show

27

Complainant failed to show

A dispute-resolution session is
scheduled but the
Complainant did not appear.

28

Respondent failed to show

A dispute-resolution session is
scheduled but the
Respondent did not appear.

29

Both failed to show

A dispute-resolution session is
scheduled but neither party
appeared.

Party(ies)
Declined

24

Complainant Declined

An initial intake-screening
interview /information session
is conducted with the
complainant and DR services
are offered. The complainant
declines to participate in the
DR process.

25

Respondent Declined

An initial intake-screening
interview /information session
is conducted with the
respondent and DR services
are offered. The respondent
declines to participate in the
DR process.

26

Both Declined

An initial intake-screening
interview /information session
is conducted with the both the
respondent and the
complainant, DR services are
offered. Both parties decline
to participate in the DR
process.
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Group FinalDispositionCode | Description Definition

Unable to 32 Unable to contact Complainant | No initial contact with the

Contact CorR Complainant was possible.
(3"-party referral)

33 Unable to Contact Respondent | No initial contact with the

respondent was possible.

Outreach 34 Outreach Attempted, No No initial contact with either

Attempted, No Contact party was possible.

Contact

Screened 38 Screened Inappropriate- Determined inappropriate at

Inappropriate- Referred Out initial screening, referred to

Referred Out other resources.

Other 31 Other Any disposition not fitting one

of the categories above.




