
Court 
Operating 
Profile

FAQ & Other Information



This FAQ will 
attempt to cover 
questions regarding 
the Court Operating 
Profile & its 
operational aspects. 



Login 
Information

• Each court has been designated a Unique 
ID and Password to enter the Court 
Operating Profile Report. 

• This ID is based on your court type primary 
designation. It is comprised of 2 letters and 
4 digits. Please enter this information 
directly into the ID field. 

• The Password is 4 random digits. Please 
enter this information directly into the 
field. 

• If you encounter issues logging into the 
system, please contact Mary Jane Parker.



Introductory 
Page

• At the introductory page, you must provide the 
person’s name who:

• Is completing this report;
• Is going to submit the grant application.

• Please also provide the email of the person who is 
going to submit the grant application.

Please note the Previous and Next buttons at the 
bottom of the page. These will help you navigate 
within the report. If you need to update any question 
at any time, you can go back to it using the Previous
button.



Introductory 
Page

• Please select your court name from the provided 
drop list. If you are reporting for multiple facilities, 
please use the corresponding login information.

• If you are an implementation court, this selection is 
at the bottom of the drop-down list. 

• This page will also ask which Judicial Circuit your 
court operates in. Please select it from the provided 
list. If you do not see your district, please inform 
Mary Jane Parker before proceeding.

• Finally, indicate between Juvenile, State, and 
Superior court levels.  



Implementation 
Court

• If you indicated that you are an 
implementation court in the previous 
question, you will be brought to the 
following question. 

• Please use the space provided to enter your 
court’s name. 



County Select
• Please select the county or counties that you 

intend to serve in the upcoming year via your 
accountability court program. 

• If you are an implementation court, please select 
the anticipated counties of service. 



Court Programs
• Please select the primary program that your 

accountability court offers. If you are uncertain of this 
designation, please contact Rachel Meyer.

• If your court offers a secondary program, different 
from tracks, please indicate this information in the 
secondary question.

Note: Program is defined by the type of offender population 
your court primarily serves and the standards associated with 
serving that population - i.e. substance dependent, mentally 
ill, veterans, those with a history of DUI, families with 
substance dependence or mental illness, substance 
dependent juveniles, or mentally ill juveniles.



Court Tracks
• If your court offers different tracks within the 

program, please indicate that information in this 
question. 

• "Tracks" here means that offenders may be 
classified by risk level, population characteristics, 
or other factor which dictates different treatment 
options or rigor.

• Please use your discretion to determine whether 
this applies to your court or not. If you have any 
questions regarding this matter, please reach out 
to Kimberly Howard.



Track Type
• If you indicated that your court offered 

different tracks on the previous page, you will 
be prompted to indicate the type of track 
within your court. 

• If you do not see your court track type, please 
navigate back to the previous page and change 
your answer to “No”. 

• If your court uses multiple tracks, you can select 
more than one choice on this question. 



Cost of 
Incarceration

• Please enter the average daily cost of incarceration per 
county served. 

• Note that this average is a whole number. Please round 
your average accordingly. 

• If you enter an invalid answer, you will not be able to go 
forward with the report. 



Participant 
Consideration

• Please select at what point in the court process 
your court considers participants. 

• You will only be able to select one choice on 
this question. 



Court Capacity
• Please indicate the numeric participant capacity 

of your court.
• As indicated in the report, Capacity means 

the maximum number of participants your 
court can serve at one time – regardless of 
phase.

• Judicial time, case manager time, treatment 
availability, and other factors should be 
considered to determine the court capacity.



Family Court 
Capacity

• Family courts will need to specify the maximum 
number of adults and children that the court 
can serve at one time, regardless the phase.

• There are two boxes for answers, one for adult 
capacity and other for children capacity.



Capacity Factors 
and Barriers

• Please select any/all factors that determine 
court’s capacity. 

• If there are additional determining factors not 
listed, please use the field besides Other to 
indicate. 

• If the court is experiencing any barriers to 
maintaining capacity over the previous year, 
please select all factors applicably.



Full Time 
Equivalents

• Please indicate the percentage of a 40 hours work week 
that each of these staff members work. 

• If, for example, a staff member works 6 out of 40 hours, 
indicate .15 for that FTE.

• Note that  these numbers should be indicated in 
decimals, not full numbers. 

.15 NOT 15%

• If a particular position does not participate on 
your core team, please report a “0” in the box. 

• You will need to place a number in each 
selection to continue the report. 



Community 
Service Board

• Please select how much of your accountability 
court’s treatments is provided by your local 
Community Service Board.

• Community Service Boards are the state-
designated public agencies that provides 
behavioral health services for the state.

• Community-based Providers are public agencies 
or Non-profitable organizations that provide 
behavioral health services.



Operational 
Services

• Please indicate whether or not the service is 
provided by the CSB or Other Treatment Providers. 
You will be able to select more than one option. 

• If the service is not provided through your court, 
please select “Service Not Provided”. 

• This information will be recorded for outpatient 
services, residential treatment services, life skills 
services, & evidence-based treatment. 



Medical-assisted 
Treatment

• Please provide an explanation of why medical-
assisted treatment is not provided in your court.



Treatment 
Providers

• Please select the answer that best describes 
the following questions regarding your 
relationship with your treatment provider. 

• You will need to answer these final 3 questions, 
regardless of whether your treatment provider 
is a CBS, another provider, or in-house 
treatment staff.

• If you do not answer these questions, you will 
not be able to continue the report. 



Treatment Costs 
and Fund Sources

• Use the provided space to indicate how much 
your court paid treatment providers for all 
services rendered in the previous year. 

• Please use the provided grid to indicate 
additional funds/payment. If you do not receive 
these funds, select Don’t Know. 



No CBS 
Partnership

• Please tell us why your court does not partner with the 
local community service board for treatment services.



Court Staffing
• Please choose the frequency of staffing meetings and 

judicial status hearings which best applies to your court 
staffing operations. 



Phase 
Information

• Use the grid to indicate the average drug 
screens, treatment sessions, treatment 
hours, court appearance, and phase length 
for each of the phases. 

• Please note that these averages are per 
participant per month. 

• Please do not report total treatment 
sessions, drug screens, treatment hours, or 
number of court appearances here. 

• If you do not use all 6 phases, please use 0 
in these spaces. 



Participant 
Assessment

• For the remaining Phase Information questions, 
please choose the most applicable selection. 

• If you select “Other” regarding the administration 
of substance abuse severity/mental illness 
severity, please specify in the space provided. 



Graduation 
Requirements

• Please indicate whether or not a participant 
must compile with the following requirements 
to graduate:

• To be free of positive drug screens
• To be employed
• To have a sober living environment
• To be in school



Drug Screen Policy 
and Procedures

• Please select the method your court uses for random 
drug testing, all drugs routinely screened for, and any 
drug testing company you regularly use. select all drugs 
routinely screened for

• If you select Other, please specify in the space 
provided. 

• In the method question you may only make one 
selection.

• You can select multiple alternatives in the other 
questions.



Urine Screening
• Please answer the following questions regarding 

urine screens. 

• If you indicate that less than 75% of urine screens 
are observed, you will be prompted to answer the 
additional question noted at the bottom of this 
page. 



Drug Screens
• Please answer these additional questions 

regarding drug screens before continuing with the 
report. 

• You may only make one selection for each of 
these questions. Answers are required before 
continuing the report. 



Alcohol Monitoring 
Equipment

• Please answer the following questions regarding 
alcohol monitoring equipment. 

• Select any/all monitoring equipment used in your 
program. 

• If a company is used for alcohol testing, please 
navigate back to the previous page to indicate 
which company. 



Survey Submission

• This is the last page before submitting your survey.

• Just click on the “next” button if you complete the 
survey and are certain about the answers. 

• Use the “previous” button if you need review your 
answers.

This is the last page before submission. 
Once the “next button is clicked, you will 
not be able to change your values. Please 
use the previous button if you need to 
review your answers.



Download your Survey

• After submitting the survey you can download 
your answers in a PDF format.

• Click in the DOWNLOAD PDF REPORT link to 
download your answers. 



If you plan on going through the report and
entering zeros, please do not “Submit” the report.
If you simply exit out of the report following the
page on Alcohol Monitoring, you will be able to
access the report through regular login.

The report saves all of the information you have
entered. Once you log in again, the report will
populate to the last page you accessed. You will
need to use the Previous and Next buttons to
navigate to the questions you would like to adjust.

The final page of the report will prompt you to
download a PDF version of your report. If you have
completed the Report to your satisfaction,
download your report for your own register. If you
wish to return to the report, you will need to
contact Mary Jane Parker to manually re-open the
report.

Finishing the Report



Additional Questions?
• If you have any additional technical 

questions, please reach out to Mary 
Jane (maryjane.parker@cjcc.ga.gov) 

• If you have any questions regarding 
data collection, please reach out to 
Rachel Meyer 
(rachel.meyer@georgiacourts.gov)



Please remember that the system has a limited capacity to process applications 
at the same time. It means that a great amount of submission on the last day can 
generate delays that can even prevent from submit your court’s profile. We 
recommend that you do not leave for the last day to submit your court’s profile.

The Court’s Profile Submission are 
due October 31st
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