Checklist for Data Entry
	Description
	Tick (once to complete)
	Note

	Case Details
	 
	 

	Jurisdiction
	 
	 

	Location
	 
	 

	 Lead Judge
	 
	 

	Secretary
	 
	 

	Date Opened
	 
	 

	Case Name
	 
	 

	Case Type
	 
	*Select

	Subcase Type
	 
	*Select

	Domestic Violence
	 
	*Select YES or NO,* Tick if AP if necessary 

	Case Stage
	 
	 

	Case Initiation
	 
	 

	OPP/SPD #
	 
	 

	Police Incident #
	 
	 

	Judicial Officers
	 
	*Tick Judicial Officer

	Case Requirement
	 
	 

	Requirement Type
	 
	*Select, VC (Video Conference), Security, Translator 

	Parties 
	 
	 

	Role
	 
	 

	Surname
	 
	 

	First name 
	 
	 

	Gender
	 
	 

	DoB
	 
	 

	Age
	 
	 

	Mobile #
	 
	 

	Email
	 
	 

	Island of Origin
	 
	 

	Relationship Information 
	 
	 

	Residential Address
	 
	 

	House 
	 
	 

	Street Name/Box #
	 
	 

	Village
	 
	 

	Island
	 
	 

	Province
	 
	 

	Country
	 
	 

	Related Cases
	 
	* If any cases

	Case Type
	 
	 

	Case name
	 
	 

	Reason
	 
	 

	Charges 
	 
	 

	ACT/Section
	 
	 

	Criminal Offence
	 
	 

	Offence Details
	 
	 

	Accused
	 
	 

	Attempted
	 
	*Tick if necessary 

	Charges Description
	 
	 

	Charge code
	 
	 

	Category
	 
	 

	Place offence
	 
	 

	Offence Date from 
	 
	 

	Offence Date to
	 
	 

	Act Section
	 
	 

	Act Sub Section
	 
	 

	Listings 
	 
	 

	Jurisdiction
	 
	 

	Type
	 
	 

	Date and Time
	 
	 

	Expected Duration
	 
	 

	Lead Judge
	 
	 

	Location
	 
	 

	Room
	 
	 

	Video Conferencing Box
	 
	*Tick if required

	Judicial Officers
	 
	*Tick Officer

	Listing Results 
	 
	 

	Result
	 
	 

	Reason
	 
	 

	Attendee 
	 
	*Tick names

	Actual Duration 
	 
	 

	Orders 
	 
	 

	Listings
	 
	*Select from existing listings

	Order type
	 
	 

	Status
	 
	 

	[bookmark: _GoBack]Order value
	 
	 

	Duration * YEAR(S),MONTH(S),DAY(S),HOUR(S)
	 
	*Must enter 

	Concurrent/Cumulative
	 
	*Select

	Order Start Date
	 
	 

	Charge Details
	 
	* Tick - charges linked to the listing and its order

	Payments
	 
	 

	Transaction Type
	 
	* Select

	Payment Status
	 
	 

	Payment Due
	 
	 

	Payment Method
	 
	 

	Payment Made By
	 
	 

	Transaction Amount 
	 
	* in VATU

	Receipt #
	 
	 

	Payment Required From
	 
	* Select

	
	
	

	Date of Completion: 
	
	 

	
	
	

	By: 
	
	 

	
	
	

	Chief Registrar Sign Off : 
	
	 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



1

