Manual for JPC Monitors:

Narrative Reports, Case Intake Forms

& General Reminders
Opening a case

You should open a file for a case any time you see a matter that deserves your follow up. This way, you can track the case over time and keep a complete record of the case information on file for other members of the office to see if they want to work on the case. 

A case could be:

· A client who comes to your office seeking mediation. 

· A prisoner at the police station who you believe has been wrongly detained. You decide you will seek more information from the JPC Legal Aid Officer and follow up later. 

· A community that needs education and dialogue because it has accused some children of witchcraft. 

A case is not:

· A visit you make to a community as part of routine education and outreach. 

· A problem that you discover while monitoring that can be handled on the spot and without follow up. 

If you are not sure whether something you do qualifies as a case, it is better to begin tracking it like a case. This way, others in the program can monitor your activities and give you feedback on what you are doing. 

Case Intake Forms

When you start a case, you should open a new case file. The Case Intake Form is the first sheet of the case file. Information is recorded on this sheet only on the day the case is opened. Additional information should be written on blank sheets behind this form in the case file. These files remain in the office and are not sent to the regional office every month. 

Case Number – Starting with the number 1, assign each case a number. You should not restart the numbers every month or even year. This number should be preceded by the monitors’ number.

Examples: 7-1, 7-2, 7-3, 7-4…. 7-35

In this example, 7 is the monitor’s ID number. 

Brief Description of the Case – In three or four sentences, explain who is involved in the case and what the details of the case are. 
Statement – In some cases, you may choose to take a statement from the client. The client may write himself or you may write it for him. If you write the statement, you should give ask the client to sign at the bottom or ink it with her thumb. File the statement in the case file, and note whether or not you took a statement on the case intake form. 
Information Given to Client – List all of the information that you provided to the client. This includes how a mediation works, any information regarding the working of the judicial system and the legal code, or the services offered by JPC.

Any Action Taken – List steps that you took on the day the case was opened. For example: Did you invite someone to a mediation, did you go to the court, did you talk to a chief?
Client Evaluation Form 


Client Evaluation forms should be completed by clients at the closure of all cases. For cases that are mediated, a client evaluation form should be completed immediately following the mediation. Mediation cases also have their own evaluation form, half of which should be completed after the mediation and the other half when the case is closed. 
If the client is unlettered, then a friend or member of the parish-based committee may assist.  After giving the client the form, you should leave the room. There should be an envelope in the room that the client can put the evaluation into before they exit the room.

Daily Ledger – County monitors use the ledger to keep track of all activities performed throughout the course of the day and schedule follow-ups. At the beginning of each day, you should write out your daily schedule in it. The ledger should cross-reference by case code with the case files.
Monthly Narrative Reports

It is important that the narrative reports follow a consistent format. The sections are as follows, and should be written in that order.

· Observations on Rule of Law Climate

· Incidents of Human Rights Abuse

· Follow Ups Conducted

· Travel

· Coordination Meetings

· Parish Based Committees
· Constraints

· Recommendations

· Questions 

· Conclusion

· Cases – New, Pending & Follow-Up

Important Points: Keep it simple but not vague. Provide unique and interesting information, not all the information that is available. Keep it short. 
Observations on Rule of Law Climate

The rule of law climate consists of the courts, the police, ministry representatives, and public knowledge and awareness of legal rights and procedures. Here you can talk about whether the court is open, whether there are any cases the judiciary is refusing to try, and the extent of corruption. 
The same applies to the County Attorneys. Have there been any changes in their job performance for better or worse?  Are the police following the law?  How widespread is the reach of the police?  Is the public awareness of rule of law increasing either due to JPC workshops or other sensitization efforts? 
The main point here is to focus not on everything, but on what has changed or is a big deal. 

Incidents of Human Rights Abuse

This section is for incidents of human rights abuse that the JPC monitors have not been handling. Therefore do not list your own cases. Do not list crimes that occur routinely, such as theft, child neglect or assault, unless they are spectacularly unique. Try and focus on cases that affect groups more than individuals, such as rice riots or denial of mosquito nets by tribal authorities. For cases that revolve around an individual, the case should be one of a type not normally seen, such as child trafficking. 

Since the JPC is not directly involved in these cases, be sure to check out all the facts. If you hear a rumor about an incident, try to talk to the police and witnesses to get all the information before listing it in this section. This does not need to be exhaustive since you are not in charge of investigating the case, but it should confirm which of the rumors are true, and which are not. 
In general, you should not write the names of clients, victims, or perpetrators in your reports. You may write the name, though, if you are referring the case to the Regional Office or if you are discussing the way a public official is performing the duties of her job. 
Travel & Coordination Meetings

This section should feature short summaries of travel undertaken by the monitors and the coordination meetings attended. 

Travel Example: This month we traveled to Pleebo to conduct a workshop on child abandonment with parents at a local school. The workshop was a success since many parents came up afterwards and said that they had not understood that the law allowed them to seek child support. 

The example provides both the information about the trip, the purpose and content of the trip, and an example as to why it was successful or not.

The coordination meetings that were attended should be listed, but not include everything discussed. Instead list one or two points (if any) that are relevant to the work of the monitors. 

Parish Based Committees

You should be working closely with the Parish Based Committees. Invite them to mediations when appropriate and with the consent of all involved parties, and include them in your activities. In this section you should list all times when you have engaged with the members of the PBC – i.e. at workshops, during mediations, meetings. 

Constraints & Recommendations

Currently, the Constraints and Recommendation sections list the same things, mainly motor oil. The Constraints section should focus on logistical constraints. This does not solely include motor oil, although that can be listed. Below is a list of items necessary for the office; if you are lacking in any of them be sure to include it in your Constraints section.

JPC Letterhead 

Forms

Plain Paper

Correction Fluid
Pens

Motor Oil

Any problems with the office – i.e. leaking ceiling

The Recommendations section should feature suggestions for improving the program. Before writing it you should re-read your cases for the month. Are there any case types that are occurring more frequently or have started to appear? Maybe a workshop is needed. Is there a misconception about the law that perhaps the police need to be informed of? Can you think of new ways to improve public awareness of both the JPC and the rule of law such as radio programs or mobile clinics? This is a space to be creative and you should try to list two very specific recommendations each month. If you think there should be a workshop, you should list the topic. If your suggestion is not acted upon, don’t resubmit it the next month. It will be kept for future consideration in the Regional Office. 

Cases – New, Pending & Follow-Up

The Case Summaries should include a two to four sentence description of the case of any case opened or closed during the month. You can also make notes of follow ups made on pending cases. These are short summaries – keep the real detailed information for the case file. 

Case Summary - Example

· Case #7-203, involving a woman whose pocketbook was taken by an LNP officer, showed that while the police do not always act within the law, they respect the work of the JPC. The woman was supposedly arrested for dressing indecently. 

Reference cases with case numbers, not names of clients. 

New, Pending, and Closed Case Form

New Case Form 

This form is where you record all the cases that you open in a given month.

· If a case is closed within the same month as it is opened, you will mark both its open and close dates on the New Cases Form before submitting to the Regional Office at the end of the month. 

· If a case opens but is not closed before the end of the month, you will leave the “Date Closed” column blank when you submit to the regional office at the end of the month. But when that case is eventually closed, you will go back to the copy that you have kept in your own records and mark down the date that it is closed. 

· In the column entitled “Distance from origin to JPC Office,” be sure to mark the distance in walking minutes, not kilometers.

· In the column entitled “Steps Taken before JPC,” use the case codes marked Institutions

Pending Case Form
 
This form tracks all the cases that have not been closed at the end of the month. They may have been opened during the month for which you are submitting the forms, or they may even have been opened many months before. 

· Under status of case, you can include any small comments such as future actions. For example: 2nd month follow up of a mediation, still attempting to contact parties, or following the progress in the court

· This form should be submitted every month. It should include all cases that have not been closed, even cases from previous months. 
· A case may be pending because it is giving the monitor a hard time and it is difficult to resolve successfully.

· Or it may still be pending even if it is progressing smoothly. Maybe the advocacy is ongoing, or the compensation is being paid, but the monitor is waiting for all money to be paid back (if breach of contract) or for three months of stable payments (if a long-term agreement such as child support). 
Closed Case Form
A case may be closed whether it is resolved or not.  In general, a case is closed when you feel reasonably confident that you have reached a stable outcome.  The resolution may not satisfy your client, but it is, as far as you can tell, as far as the case is going to go.  This is the point at which you’d report a case in your ‘closed cases’ form.  If later on there is a turn of events which leads the case to reopen, you would use the same case number put place an R next to it. (#6-30-R) 
· For a case that utilized mediation or involves an ongoing agreement, we will consider cases closed for the purpose of the case tracking system after 3 months of compliance with the agreement by all parties. Or it can be closed when the set time limit of the agreement has been completed (for example, a 2 month plan for repayment of a loan). 
· Examples of types of closed cases:

· A successful case of advocacy

· An attempted mediation that was not successful.

· A mediation of a child-support case that has resulted in support being paid for three months and will likely continue. 

· A failed attempt to secure a birth certificate for a new born.

· A mediation that called for money to be paid back over four months and all the money was paid back.

· A community meeting following a case of mob violence. 
Once a case is closed, the date of closure should be written on the New Cases 
Form from the month that it was opened. 
This form includes cases closed in the same month that they were opened, as well as cases closed that were opened in preceding months.  The last box of the Resolved Cases Form asks how many hours the monitor spent on the case. The monitor should make his or her best guess, perhaps by referring to the Daily Ledger. The response should be given in hours, not days or weeks or months. We want to know how many hours the monitor spent actually working on the case, not how long it took to be resolved. 

Interactions with the Community

Media, Public, Other NGOs


Do:

· Speak generally about the rule of law climate in your area

· Explain the work of the JPC. This includes human rights monitoring as well as the program of Community Legal Advisors that works with clients and communities to solve justice problems through mediation, advocacy, information, trauma counseling, and other tools. 

· Explain the types of cases received by the JPC, such as you can say rape, child neglect, assault, child trafficking, debt. Don’t go into any details of the cases

· Explain how they can get in contact with the monitors – i.e. office location and phone numbers 
· List the donors to the JPC – Carter Center, OSIWA, Miserior, Catholic Relief Services

· Demonstrate how you track cases and show blank case-tracking forms to visitors.

· Double check any factual information you give. 

Don’t:

· Give any information about specific cases
· Talk about your constraints

· List clients’ names

· Exaggerate or make claims that you can’t back up

· Embarrass public officials without consulting the Regional Office

· Spread rumors. 

Other Coordination Team Members
You should attend all the relevant cluster and coordination meetings in your area. These are an important way to communicate with other agencies and spread awareness about your work. 
· Follow the same do’s and don’ts as above, 
· Do: Talk about specific cases 

· Example: A 16 year old woman came to the office claiming that her parents had thrown her out when they found out she was pregnant. We went and talked to the parents and scheduled a mediation. Originally the parents stated that they would never take the girl back, but after a lengthy discussion, they agreed she could move back in with them if she followed certain rules. 
· Don’t: Tell clients’ names or identifying information. 
Complaints Procedure

· How to address a Complaint

· Should be in writing, include all the details of the case, and how to contact the JPC

· If has to go through Regional Office: you can write the complaint and send it to the Regional Office for approval since you know the specifics of the case. 

· What triggers a complaint?

· When a formal authority figure violates the law

· Advocacy vs. Complaint

· Not all violations of the law require a complaint; sometimes they can be resolved through advocacy on a local level.
· For example, improper detention can often be solved by talking to LNP.  If it happens again and again, you should complain.
· For example, the County Attorney refuses to try a rape case. You should first talk to him about why it is important that he prosecute the case. 

· Ministry of Internal Affairs

· Who: All County Employees

· Procedure: If lower level employee, bring to Superintendent of County. This can be done through the County Office.

· Procedure: If Superintendent, address the complaint to the Minister of Internal Affairs/Deputy Minister for Administration. This should be done through the regional office. 

· Ministry of Justice

· Who: County Attorneys, County Solicitors

· Procedure: Address to Solicitor General at the Ministry of Justice. Include all of the specifics of the case. The SG will send an investigation real that will issue a report. This should be done through the Regional Office. 

· Possible Punishments: most likely suspension

· Liberian National Police

· Procedure: Complain to the county commander. This can be done in the regional office, although you should begin with advocacy.

· Procedure: If commander, contact Professional Standards at Internal Affairs. 

· Possible Punishments: suspension, indictment

· Need to have strong follow-up through UNMIL monitors and the Protection Core Group.

· Judiciary

· Who: Magistrates, Judges, Justices of the Peace, Clerks

· Procedure: Address to Justice Korkpor at the Judicial Inquiry Commission. The JIC will conduct an investigation. This should be done through the Regional Office. 

· Possible Punishments: fine, suspension, impeachment, prosecution. Three Magistrates have previously been dismissed.

· Only complain about instances where a member of the judiciary has broken the law. Many issues should be resolved through the appeals process and not through complaints. Talk to the JPC Legal Aid Officer.  

· Corrections

· Who: Corrections Officers, Superintendents of Prisons

· Procedure: Address to Superintendent of prison who has an investigation committee. 

· Procedure: If Superintendent of investigation committee cannot/will not solve the problem, address to Director of Prisons at Ministry of Justice. The Prisons Investigation Committee will issue a report with the support of the Deputy Minister for Corrections and Rehabilitation. 

· Possible Punishments: Suspension is a regular occurrence.

· Follow-Up

· Very important!

· Make sure complaint was received.

· Ask when a result is expected and follow-up at that time.

Other Information

· If you leave the office, put a sign on the door telling when you will be back and how you can be contacted. 
· Always be professional – show up for meetings and call if you cannot make it. If you begin meeting a client or start a mediation and only have a short time before another appointment, let the people know that you will have to leave at a certain time before you go into your conversation. 
Grammatical Errors

Tense:


It is important to use the proper tense when writing your intake forms and narrative reports. 

Do: Check to see when the action took place in relation to when you are writing

Do: Remember most of the action took place in the past

Do: Remember that sometimes an action can be conditional on another action

e.g. She gave him 600ld on the condition that he would build her foundation.

Don’t: Put what you told the client in the present 


e.g. I tell her to go to the judge 

Don’t: Conjugate two verbs that are next to each other


e.g. I told her gone to the judge


Exception: It has been said that rape cases should not be prosecuted.

Don’t: We were traveled

Don’t: They was sent
Don’t: They withdrawn

Don’t: An awareness held

Do: We traveled

Do: They were supposed to have been sent

Do: They withdrew
Do: An awareness was held

Example:

John Doe (came/come) to see me on June 21 claiming that his friend (took/had taken) 1000ld from him. Doe (claims/claimed) that his friend, Jane Barclay, (had snuck/ sneaks) into his house while he was at the beach. I (met/meet) Doe at the police station and convinced him to come to the JPC for mediation. Then I (approached/will approach) Jane and she quickly agreed to the process as well. At first Jane (denied/denies) taking the money, but when John (told/tells) her that he (had/has) witnesses, she (admitted/admits) to the action. Jane said that she (needed/had needed) the money for gas in order (to visit/visting) her sick mother and that she didn’t have any left over (to give/gave) back to John. John felt bad about the situation, but (wanted/wants) his money back. Finally they agreed that Jane (would/will) pay John back in installments, through a combination of cash payments and work on his house. Both of the parties (were/will be) happy with the outcome. 

Number:

Do: Follow subject (I/you/he/they) with a verb (ran/walked/swam)

Do: Pay attention to the words in front of the noun – they determine whether the noun is singular or plural


e.g. a workshop, the retreat, a retreat (singular)

e.g. numerous workshops, many retreats
You Can: Put an adjective before a noun or follow a verb with an adverb (ran fast – red house)

Example:

I am organizing (a) workshop for the retreat. Unfortunately, we can not accommodate all of the monitor(s). During the retreat, we will discuss the importance of follow up result(s). 

Run on Sentences:


While sentences should be complex, it is important that they do not become run on sentences. One way to prevent this is to read over what you have written. Every time that you pause to take a breath, there should be a period. 

Example:

It was important that the case was resolved peacefully and that the two sides were able to come to a conclusion since they were friends before the dispute and it is always good when friends are able to reconcile their differences, plus if they had gone to court one of them would have had to have gone to jail.

Word Choice:


Sometimes we use the wrong words when attempting to describe a situation. Often times these words sound or look like the correct word. 
Don’t: straightened the rule of law

Don’t: the improved climate means a brighter feature

Don’t: the period beneath review

Don’t: The appealed failed

Don’t: The clothes got missing

Don’t: The case is still mediating. 

Don’t: He complaint to our office

Don’t: I represented the JPC to

Don’t: Man A was met

Do: strengthened the rule of law 

Do: the climate is improving suggesting a brighter future

Do: the period of review

Do: The appeal failed

Do: The clothes have gone missing

Do: The mediation is still ongoing

Do: He complained to our office

Do: I represented the JPC at

Do: We met with Man A

Once again the simplest way to correct this is to re-read what you have written out loud, or to have someone else read it. Once you have written something, your mind often corrects the mistakes so you don’t notice them. Finally there are some cases where the wrong word is used because the definition of the correct word is not known. For example; their, there, and they’re all sound the same but have different meanings. There is possessive, there describes a location, and they’re is a contraction of they are. 
Catholic Justice and Peace Commission

Diocese of Cape Palmas

Republic of Liberia



Case Intake Form

	County Monitor’s Name , ID #, and Location
	Case Number
	Date of Intake
	Date Closed

	
	
	
	


Client Information

Name:
Age:

Address:
Gender (M/F):

Telephone Number:
Occupation:

Religious affiliation:
Tribe: 

Marital status: (Married, Living with Partner, Single, Widowed, Divorced)

	7. 
 brief description of the issue:




Statement attached? (Yes/No)


Catholic Justice and Peace Commission

Diocese of Cape Palmas

Republic of Liberia



Format for Monthly Reporting to the Regional Office

1. Observations on rule of law climate:

2. Incidents of human rights abuse, including their date of occurrence:

3. Follow-up you have conducted on cases you are tracking:

4. Questions for the JPC Legal Aid Officer or Carter Center’s Legal Assist:

5. Travel during the reporting period, including location and reason for travel:

6. Brief summary of coordination meetings attended:

7. Parish Based Committees

8. Constraints in the performance of your duties:

9. Recommendations to the JPC Regional Office:

Catholic Justice and Peace Commission

Diocese of Cape Palmas

Republic of Liberia



Mediation agreement
This agreement is made between the undersigned parties who have voluntarily sought the assistance of the Catholic Justice and Peace Commission, which, as a human rights organization, mediates disputes, among its other activities. 

The parties agree to: (agreement may be continued on an attached sheet of paper)

Both parties having freely consented to the above conditions, any breach shall be considered absolutely unacceptable, and the aggrieved party may consider legal action with the support of the JPC.

Signed on this day of ________________________ by:

​​​​​​​​


Party Name




Party Signature



Witness Name




Witness Signature



Party Name




Party Signature



Witness Name




Witness Signature



Mediator Name 



Mediator Signature



Mediator Name




Mediator Signature

This agreement, recorded in English, was translated into the 

language/dialect for the benefit of 
.

Catholic Justice and Peace Commission

Diocese of Cape Palmas

Republic of Liberia



Client Evaluation Form

Adapted from Timap for Justice, Sierra Leone
	Your name
	County monitor’s name
	Today’s date
	Case number

	
	
	
	


1. How do you feel about the way this case ended?

Not Satisfied

        Not Bad, Not Fine




Satisfied


2. How do you feel about the way JPC handled this case?   Were they fair? 

Bad


          Not Bad, Not Fine



Very Fine


3. Should JPC have done something differently?

4. How responsible was the JPC for the closure of your case?

JPC didn’t help


Gave information, but


JPC helped the most







Others helped more

5. Did JPC know about the law and how to handle your case?

JPC Knew Small


JPC Knew Some



JPC Knew a Lot


6. Did you try to handle your case another way before talking to JPC? Who did you talk to? 

7. Would you return to the JPC if you had another problem again?    Yes       No

8. Did JPC find a lasting solution to your case?



Yes
No

9. Did the monitor keep talking to you until your case was completely finished?


Never Talked


Talked one or twice


Talked Frequently


10. Please share any other comments:

Catholic Justice and Peace Commission

Diocese of Cape Palmas

Republic of Liberia

Code Sheet for New, Pending and Resolved Cases Forms

1) Case Type

Family Issues

01 Child abandonment/neglect

02 Pregnancy/wife neglect 

03 Early or forced marriage

04 Teenage pregnancy

05 Family disputes

06 Marital problems

07 Child custody

08 Child-parent conflict

09 Loving problem
Abuse by Formal Government, including police
010 Police abuse/brutality
011 Police treat civil matter as crime

012 Wrongful detention/arbitrary arrest
013 Corruption by police

014 Corruption by court official

015 Corruption by Ministry of Internal Affairs official (chief, commissioner, etc.)

016 Corruption by other authority

Abuse by Customary Authorities
020 Injustice in tribal courts

021 Abuse by traditional authorities

022 Corruption by customary authorities
Private Violence

030 Assault (whether simple or aggravated)
031 Domestic Violence

032 Rape and other sexual violence

033 Child abuse
034 Child trafficking
035 Public disobedience/mob action

036 Group conflict

037 Genital circumcision/mutilation
Economic Injustice

040 Employment/summary dismissal
041 Unpaid wages/ benefits

042 Breach of contract

043 Debt

044 Housing

045 Land/property/animal disputes

046 Theft/larceny

047 Armed robbery
048 Accident compensation

049 Inheritance

Social Infrastructure/ Development

050 Education

051 Health

052 Roads

053 Water and sanitation

054 Agricultural development

055 Mining

056 Market/ commerce development


88
Other (please specify)

2)   Occupation of Client

01  Farmer
02  Fisher

03  Trader

04  Student

05  Laborer

06  Chief or other traditional authority

07  Government employee

08  Teacher

09  Soldier

10  Housewife

11  Tailor
12  Employed by NGO

87  Unemployed
88  Other (please specify)

3) How Did Case Reach JPC?

01 Client reported to monitor
02 Referred by chief/tribal court
03 Referred by JPC parish-based committee 
04 Referred by JPC Legal Aid Officer

05 Referred by another JPC office 
06 Referred by police
07 Referred by other organization or institution (please specify)

08 Referred by former client

09 Referred by family member
010 Discovered during monitoring

88
Other (please specify)

4) Institutions

Customary
01 Paramount/Town/Clan Chief

02 Other Chiefs

03 Family Elders/ Members

04 Community Leaders 
Formal

010 Police

011 Corrections
012 Ministry of Justice prosecutors (county attorney, city solicitor)
013 Formal Courts

014 Ministry of Health and Social Welfare

015 Ministry of Lands, Mines, and Energy
016 Ministry of Education

017 Ministry of Labor

018 Ministry of Agriculture

019 Ministry of Public Works

020 Ministry of Finance (Revenue)

021 Ministry of Internal Affairs (other than chiefs)
022 Military

023 School

Private

24  Company

25  NGO/United Nations

26  Religious leaders

88  Other (please specify)

5)  Tools Used

01 Information Given

02 Assistance in Navigating Authority

03 Mediation

04 Advocacy

05 Organizing Collective Action

06 Community Education/ Dialogue
07 Referral to JPC Legal Aid Officer

08 Monitoring
88  Other (please specify)

7a) Outcomes

01 Successful mediation

02 Compensation/payment

03 Release from detention

04 Action taken by one or more parties

05 Action taken by police

06 Action taken by customary authorities

07 Action taken by formal government authorities or resolved in court
08 Action taken by community

09 Action taken by family
010 Payment of Debt

86
Case not resolved


87   Solved without the help of JPC


88 
Unknown



89   Other (please specify)

7b) If compensation, What Type?

01 Parental responsibility
02 Medical Expenses

03 Unpaid Wages and/or Benefits

04 Payment for goods provided or service rendered

088 Other compensation (please specify)




INFORMATION PROVIDED TO CLIENT:








ANY ACTION TAKEN:





Record all follow-up – including date, place, action, and findings – on additional sheets of paper in the case file. 











