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PREFACE

The Guidelines for the Development of Policies and Procedures--
Juvenile Training Schools are intended to assist juvenile training
schools that are developing, revising, or upgrading policies and
procedures. Facilities seeking accreditation will find the
Guidelines particularly helpful because the model policies are
keyed to the Standards for Juvenile Training Schools published by
the ACA with the Commission on Accreditation for Corrections, The
Guidelines translate the Standards into specific administrative
and procedtral activities.

The Guidelines were created with helpful input from a number
of juvenile staff members countrywide. Special thanks go to ACA
staff members William J., Taylor, Project Director; Bradette A.
Jepsen, Juvenile Program Specialist; Rosalie Rosetti, Senior Manager,
Training and Special Projects; and Susan K. Alexander, -Staff
Assistant, who provided vital assistance in producing the final
publication,

The development and publication of the Guidelines were
supported by cooperative agreement #85-JA-CX~-002 awarded by The
Cffice of Juvenile Justice and Delinquency Prevention (0JJDP), U.S.
Department of Justice. Paul Steiner, OJIJDP, was especially helpful
in completing the project. Acknowledgment is extended to those on

the Advisory Committee who constructively reviewed the original
draft.

Reqguests for additional information should be directed to:
Bradette A. Jepsen, Juvenile Program Specialist, American
Correctional Association, 4321 Hartwick Road; College Park, Maryland

20740.

Anthony P. Travisono

Executive Director
American Correctional Association



INTRODUCTION

A small portion of the juvenile corrections population requires
the services and programs found in secure residential facilities. To
provide these juveniles with supervision and program activities which
allow for individual growth and dewslopment, while recognizing the
need for public safety, the juvenile training schocl must have and
operate under policies and procedures based on sound standards.

Many facilities involved in reorganization and/or internal
policy development have already indicated a need for sample policy
and procedure formats. For these reasons, these guidelines have been
develcped specifically as a reference tcol.

In format, these policies and procedures reflect the
organization of the Standards for Juvenile Training Schools
developed by the American Correctional Association (ACA); in content,
they reflect the standards of the National Adviscry Cormmittee for
Juvenile Justice anéd Delinquency Prevention, the standards of the
American Correctional Association and the standards of the American
Bar Association (Architecture and Corrections Administration). We
suggest that facilities presently writinc and/or expanding their own
policies and procedures use a similar approach to format and content
construction. (See Guide tec Developing a Policy and Procedure
Manual).

In addition to the reference cited, the ACA staff gathered and
carefully reviewed existing information regarding juvenile training
school agencies. At various stages of developing these guidelines,
we asked our adviscry board, composed of recognized authorities in
the juvenile corrections rield, to review drafts and tc make
suggestions for improvement or change. Guidelines for the
Development of Policies and Procedures —- Juvenile Training Schools
is intended to be a companion to ACA's Standards for Juvenile
Training Schocls.




Definitions

The terms "policy" and "procedure" are; by definition, distinct
and specific.

/Policy/ answers the questicns "why" and "what." A policy
states the facility's philosophy and therefore determines its present
and future decisions. It is a definitive statement of the facility's
position on an issue of concern to the admiristration or to the
operation of the facility.

/Procedure/ answers the guestions "how." A procedure is a
detailed, step-by-step description of the sequence of activities

necessary for achieving a specific policy.

Structure of The Guidelines Manual

This publication contains three sections: 1) a Cuide to
Developing a Policy and Procedures Manual; 2) the "User's Xey," ard
2) sample policies and procedures.

The "Guide" is meant to be an aid to staff members responsible
for developing or vpdating/upgrading a comprehensive policy and
procedures manual. This "Guide" should be viewed as a set of
sugoestions - in terms of processes, writing style and formwat - based
on the practical experience cf many agencies, facilities and
individuals. Each facility is encouraged to use it.

The "User's Key" is a detailed explanation of policy format.
Additional sample heading blocks are also included.

The sample pelicies and procedures section make up the major
pertion of this publication and the standards that have been
addrecssed are referenced on the first page of each policy.



"Sample"” Tacility

Since no one single set of sample training schoel policies can
relate directly to &ll sizes and types of training schools, program
staff created a "sample" facility and wrote specific policies and
procedures geared to apply to that facility. These policies address
a 100 bed facility. Facilities larger or smaller than 100 mey adapt
these guidelines by making appropriate adjustments to reflect their
ir@ividual capacity. All of the sample documents, therefore, are
applicable tc a facilitv based on these assumptions:

1. A training schcel heusing 100 juveniles.
2. 2 facility with an adequate staffing pattern, that is:
a) all positions required by the facility are filled and

b) a sufficiernt numher of careworkers are present at al
times ensuring that juveriles are never left
unsupervised.

3. 2Z tacility with available separate sets of comprehensive manuals
providing detailed ingtructions for operating most facility
sections, i.e., accounting, procurement, food services, safety,
.personnel, security, etc.

The titles used ir the semples were selected after reviewing
nany policy and procedure manuals frem various juvenile training
schools. In these samples, the Farent 2gency is the controlling body
of the facility, responsikle for financing and coordinating the Chief
Adwinistrator is responsible for the crganization and day to day
management. A similar spproach was used to develop a "typical”
organizaticnal chart (See 1.5). Sample forms (and irn scre instances,
severel variations of the same form) have been attached to the
rclicies as guides to the types of focrms required for local use.



Cenclusion

As a management tocl, & policy and procedure marval gives
direction to staff and promotes efficiency and congistency of
operations within the framewcrk of over all facility philosophy.

Publications used in developing these Guidelines:

o

o}

American Correctiocnal Association, Standards for Juvenile
Trairing Schools {Cecllege Park, Maryland, 1983).

U.S. Dept. of Justice, Office of Juvenile Justice and
Delinquency Prevention, Standards for the Administration
of Juvenile Justice, Repcrt of the National Advisory

Committee for Juvenile Justice and Delinguency Prevention
(Washington, D.C.: U.S. Government Printing Office, 1980).

Institute of Judicial Administration, American Bar
Association, Juvenile Justice Standards, Standards Relating
to Architecture of Pacilities (Cambridge, Massachusetts:
Ballinger Publishing Co., 1980).

Institute of Judicial Administration, American Bar
Association, Juvenile Justice Standards, Standards Relating
to Correcticng Administration (Cambridge, Massachusetts:
Ballinger Publishing Co., 1980).

National Fire Protection Association, Fire Codes, 470
Atlantic Avenue, Boston, Massachusetts 02210,



A GUIDE TO DEVELOPING A POLICY
AND

PROCEDUKES MANAUAL

I. INTRODUCTION

This rescurce manual has been prepared to guide training schools
in developing their own couprehensive policy and procedures manuals.
This guide will address the pertinent questions: whe, what, why,
when, where and how.

WHAT is a Policy and Procedures Manual:

o A management tool directing staff behavior by communicating the
facility's philosophy and work rlan.

e} An aid in promoting consistency, efficiency and professionalism
in staff performance by standardizing facility responsibilities.

o A mechanism for introducing new ideas and concepts to the staff.

0 2 mechanism for transferring authority and resporsibility for
accomplishing facility goals and objectives to the staff.

o A foundation for comprehensive staff training and development
programs.
o A form for documenting facility defense against

juvenile-initiated court action. (In fact, the ccurts have
ruled that the absence of written policies and procedures is -
as a point of law ~ "gross regligence and shifts the burden of
proof..." to the facility administrator.)

o A prerequisite to achieving accreditation status by the
Commission .on Accreditation for Corrections.

Developing a policy and procedures manual is not a matter of
simply writing down what the facility does and hew it does it.
Rather. it is a systematic process of self-evaluation, research and
analysis and presenting that information in a style and foxmat which
encourages its use. Initially, developing a useful manual may
recuire three to six months to accomplish and may involve every
functional facility section and every facet of its cperation.



Because of the diversity which exists among juvenile training
schools, developing a resource manual that is universally applicable
would be impossible. The information contained in this manual,
therefore, should be considered general guidelines for policy and
procedure development rather than hard and fast rules. ZEach facility
is encouraged to use orlv that information which is relevant and
implementable.

II. DEFINITIONS

POLICY: A definitive statement of the facility's position on
an issue of concern to the adminjistration or operation
of the facility.

PROCEDURE: A detailed, step~by~step description of the
sequence of activities necessary for achieving a
specific policy.

In general, a policy reflects the facility's philosophy about a
particular issue. It defines WHAT the facility intends to do on a
consistent bhasis and WHY the facility intends to take the defined
action. A procedure, on the other hand, describes sequentially, HOW
and inherent in such a description, WHO, WHEN, and WHERE ~ the
facility intends to implement the policy.

Policies and procedures may apply to:

o THE FACILITY AS A WHOLE - Example: A policy about the
facility's non-discriminatory admission criteria and
services provided to juveniles.

c ONE FUNCTIONAL SECTION OF THE FACILITY\ - Example: A policy and
procedure (s) about the methods used by Food Service staff in
preparing meals For juveniles pertains only tc the Food
Service section.

@) TWCO CFE MORE FUNCTIONAL SECTIONS OF THE FACILITY - Example: A
pelicy and procedure (s} about the transportation of
juveniles to activities conducted ky tre Program
section may affect both Management Services and Program
Operations.



o) THE FACILITY OR ONE OR MORE OF ITS FUNCTIONAL SECTIONS AND
EXTERNAL AGENCIES OR ORGANIZATIONS - Example: A policy and
procedure (s) abovt providing educational programs for
juveniles by the local school district may affect both the
Program and Management sections of the facility and the
local school district, an external organization.

III. STAFF INVOLVEMENT IN DEVELOPING POLICIES AND PROCEDURES

To ensure acceptance and successful implementation, as many
staff members as possibhle should be included in the policy and
procedure development process. In fact, if this project becomes all
inclusive:

o The staff will have a personal investment in the policies and
procedures and will feel a sence of responsibility for ensuring
their implementation.

o The staff will rot orly understand the policies and procedures
~ because they helped to develop them - but they will also be
aware of the alternatives that were considered and reasons why
they were rejected.

o} The facility can capitalize on the staff members' collective
knowledge and expertise (which, if tapped, can increase the
practical quality of the policies and procedures significantly).

A. TASK FORCES

Perhaps the best method of involving large numbers of staff in
the policy and procedure development process is formulating
structured task forces. In large measure, the number and types of
task forces necessary depends on the size and complexity of the
facility. Every effort, however, should be made to ensure that all
sections are included. The primary work in the process of policy and
procedure development should ke assigned to a task force chairperscon
(cr coordinator) and include:

1. Identifying policy and procedure topic items.

Z. Collecting and analyzing available resource documents
releted to specific policy issues.

3. Dividing task among secticns.




At a

4. Developing initial and subseguent drafts of policies and
procedures.

5. Validating the accuracy and sequencing of precedural steps.

6. Formatting the completed manual.

minimum, the following task forces are needed:

ADMINISTRATION - The Administration Task Force should be
regsponsible for developing policies and procedures directly
related to:

O Ceneral facility administration.

c Fiscal affairs, including purchasing.

o Personnel services.

o Public information.

SUPPORT SERVICES -~ The Support Services Task Force should be
responsible for developing policies and procedures directly
related to:

o Food services.

o) Health Care Service.

o} Laundry.

o Supplies and storeroomn.

e} Maintenance.

o) Communication: Mail, visiting, telephone.

PROGRAMS ~ The Programs Task Force should be responsible for
developing policies and procedures directly related to:

o Court liaison.
o Intake reception and classificaticn.

o Programs, including ccunseling, religious, educationel,
recreational, and vocational services.

0
+3

Transfer and Release preparation.

Citizen involvement.

D
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FACILITY
CHIEF ADMINISTRATOR

TASK FORCES

ADMINISTRATION

GENERAL FACILITY
ADMINISTRATION
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' _ EMERGENCY
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MATIL, VISITING
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FIGURE 1:

Policy and Procedure Task Forces Organizational Chart



0 SECURITY -- The Security Task Force should Lhe responsible for
developing policies and procedures directly related to:

o) Seconrity and Control.

o Juvenile Supervision.
o Rules and Discipline.
o Emergency Preparedness.

Figure 1 represents a model organizational chart for the policy and
procedure task forces.

B. THE NATURE OF TASK FORCES

The task forces coordinator is the single most important person
in the policy and procedure development process. He/she serves ag
the central nervous system for the process - receiving and providing
information, facilitating communication between the tecgk forces,
setting and enforcing work schedules as well as deadlines for
deliveries.

Above all, the coordinator integrates the products of the various
task forces into a policy and procedure manual that is uniform in
style and format.

Mermkers of each task force should be selected based on their
knowledge, expertise, and willingness to serve rather than on their
relative positions in the facility. The size of each task force
should be limited to a manageable number. Individuals, however, may
serve on more than one task force. In smaller facilities,
individuals from outside the facility, who represent agencies or
organizations associated with the facility, may ke asked to serve on
the task forces to augnent facility staff. Care should be taken,
however, 'to ensure that such individuals are knowledgeabkle about the
activities of the functional sections included in the task forces on
which they will sezxve.

¥hile the use. of task forces represents the most effective
method of involving staff in the policy and procedure development
process, other methods are also available., Policies and procedures
may be for soliciting input from the section staff by assigning
specific topic items to individuals or groups of staff members. The
sections supervisor would then be responsible for taking the
materials developed by his/her staff and preparing the final policy
and procedure drafts, adding his/her substantive input. As another
alternative, policies and procedures may be developed by the
administrative staff members, with the first drafts submitted to
staff for review and comment prior to final involvement. This is
essential to the ultimate success of the policy and procedure manual.
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IV. DEVELOPING WRITTEN POLICIES AND PPQCEDURES
A. POLICY AND PROCEDURE CONTENT

The next step in the process is to decide what topic areas are
to be covered, beginninc with broad subject areas within these
specific topics. Since the development of a new or upgraded manual
provides ar opportunity for taking stock, the manual must not be
limited to only a sanctioning of existing practices which scmetimes
are kased con outdated directives and memoranda and/or do not take
irto account the major advances that have occurred (and will contirue
to occur) in corrections and/or they mav not adequately reflect
facility philosophy.

Established practice, however, is an important scurce of
information for procedural content - and tc a lesser degree, policy
content - because it reflects the operational realities of the
facility. Practice, in fact, is procedural in nature; the
distinction between pclicies and procedures is often lost if
established prectice becomes the only source of content.

Properly developed policies and prccedures must not only reflect
established practice, but also legal and professicnal requirements
and the philosophy of the facility.

1. TILegal and Professional Requirements

Since the late 1960's, the courts - through their decisions
and orders, and various corrections-related acencies through
standards they have developed, have drastically changed the
philosophy, ethics and practice of the profession.
Consequently, all policies and procedures being written must
reflect these current legal and professional requirements.
Among the resource documents reflecting the "state of the art"
for input on policy and procedure ccntent are:

a. Court decisions and orders~ which determine legal
requirements for facility operations. Since various courts
rule differently on particular issues, it is advisable to
rely heavily on decisions made by state and federal courts
in one's own or neighboring jurisdictions.

b. State statutes and administrative rules and regulations
applicable to the operation of training schools.

12



c. National and state corrections standards:

o The A.C.A. Standards for Juvenile Training Schools - a
comprehensive resource document containing discussions of
rationale for each standard.

o} Report of the National Advisory Committee for Juvenile
Justice and Delingquency Prevention.

o The American Bar Association (Corrections Architecture of
Facilities and Corrections Administration).

o) The American Medical Association.
0 The National Sheriff's Association.
o The Office of the U.S. Attorney General.

o "Model" policy and procedures manuals from the American
Correctional Association, other states, agencies or
facilities.

o National and state fire safety, sanitation, health and
building codes.

Although some of these documents may not be pertinent to your
particular facility, they should be viewed as an integral part of the
on-going growth of the facility. They should, in fact, be reviewed
and analyzed in depth before any attempt is made to use them in the
development cf policies and procedures. These documents {or portions
of documents) found to be applicable and implementable should be used
as a point of reference to ensure the consistency of the particular
policy or procedure with legal and professional requirements.

2. Facility Philoscphy

Unfortunately, few directors take the time to formally write out
statements of their philoscphies for the operation of their
facilities or to communicate these statements to their staffs. As a
result, facility operaticons are sometimes fragmented and inconsistent
and staff merbers become frustrated because they lack a clear,
overall picture of the purpose of the facility and their roles in the
fulfillment of that purpcse.

The same holds true for the development of policy statements.
Without a philosophy statement te provide overall focus, the policy
and procedure manval will, in all probakility, contain policies which
lack direction and are contradictory, resulting in confusion in their
implerentation.

13



The facility philosophy statement is essential to the proper
development of policy statements because it defines:

o The purpose cf the facility.

o The facility's responsibility to its juvenile populatior and
other major constituencies, including the community, local
government, social agencies and cther departments of the local
criminal justice system.

o The direction in which the facility is (or should be) headed.

In developing a philosophy statement, the following criteria
shovld he used:

o) The philosophy statement must be sufficiently broad in nature
yvet provide direction. It must, for example be general encugh
to encompass all organizational activities but specific enough
to address the facility's major responsibilities of security,
safety and service - and reflect professional, ethical and
constitutional standards.

o The philosophy statement must be realistic and attainable.
This criterion is egspecially important when addressing the
direction in which the corganization is headed.

o The philosophy statement must be worded positively; its meaning
must be concise, clear and unmistakable.

The philosophy statement should be developed and distrikuted to
staff pricr to the intiation of any effort to develop policies and
procedures. It should be the primary point of reference for all
policy development; each policy, in fact, should bhe reviewed for its
consistency with the philosophy statement.

B. POLICY AND PROCEDURE CONSTRUCTION

Policies and procedures are not classic works of literature but,
rather useful statements which communicate the facility's philosophy
and work plan. The policy and procedure writer, therefore, needs
only an ability to write in a style which is readable, easily
understood by staff, an¢ consistent from policy to policy and from
procedure to procedure. The most effective policies and procedures
are those whose larcuage is direct, relatively simple and precise.

14




I. Policy Construction

a. The policy statement should indicate what action is to
be taken in the precise policy topic area. (Exactly how
+he action is to be performed should appear in the
procedures).

b. The statement should include the rationale for the

rnelise

c. To be c¢lear as well as concise, the following
stylistic cuidelines should be followed:

(1) Policy statements should be written in complete
sentences.

(2) They should be direct and simple. Several short
sentences are preferable to long, complex sentences.

(3) Simple present tense or future tense, is preferred.

d. Policr statements should be general but directive. In
limited instances, an information item, such as specific
time or location, is of such importance to the comprehension
of the policy that it must be included in the policy
statement. In most instances, however, such detail should
be left out of the policy statement and included in the
attendant procedure (s).

e. Policy statements must be clear and unmistakable in
their meanings. The best way to determine whether the
meanirc of a policy statement is cledr is to have several
individuals read it and state in their own words what they
perceive the statement toc mear.

2. Procedure Construction

Like the policy statement, procedures should describe
specific actions concisely and clearly and be written with
simple, direct sentences in present and future tense. As
procedures usually involve a series of actions to be performed
by certain responsible persons and under certain circumstances,
the following considerations should be taken:
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o A procedure cannot exist without a policy. Procedures
implement policy; they cannot, exist independently.

o) Be sure steps involved in completing the action are listed
in the order in which they occur., A common error in
developing procedures is to order the steps by the
individuals or functional section(s) responsible for their
completion.  Unfortunately, in this format, the flow of the
procedure is lost, increasing the chances of a mistake in
completing the procedure.

¢ Tndicate the individual by title or operational section
responsible for the action(s) described in the prccedure.
Inclusion of this informatiorn fixes responsibility for the
completion of the procedvre and minimizes the recriminating
behavior which often occurs when a mistake is made.

C Indicate time(s) and location(s) relevant to the operating
rrcecedure. If precise information cannot be given, some
references should be made to indicate approximate or
relative time (s) and locations(s).

o If relevant, list precise form(s) to be completed. Identify
forms beth by name and number.

o) Identify modes of communication. In most procedures, some
form of communication - written, verbal, telephone, radio,
intercom, etc. - occurs in one or more of the procedural
steps. In instances in which communication occurs between
staff and juvenile, alsco indicate, in general terms, what
the staff is to communicate.

C. POLICY AND PROCEDURE FORMAT
As previously indicated, the task force coordinator must

consolidate all constituent policies and procedures and assure that
they are issued in a clear, useful and attractive manual format.
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J. Final Format: Since the manual will be used by all staff as
a source of quick and frequent reference and will be
changed periodically in parte, the fcllowing format may be
most practical:

a. Manual format
(1} Manual peages are put in three~ring binders.

(2) Manual chapters {and other main parts such as an
appendix) are separated by cardboard dividers, with
tabs (preferably color coded) identifying the chapter
by number and title.

{3) Each manual is numbered so that central office can
record the persons or section tc whom a copy has been
1ssued.

b. Document format: Many variations in format may be used to
present the policy statement and procedures. Certain elements
and facts should be included in any format selected to provide
the reader with adequate information which can be placed in a
masthead or in the body ¢f the document:

{1) A classification/policy rumber which identifies and
separates each policy and procedure.

(2) A date to indicate when the policy was issued,
(3) An indication of whether the policy/procedure

supersedes ancther policy/procedure document, memorandum or
directive.

{4) A chapter title which covers a particular area such as
"Budget and Financial” or "Personnel."

(5) A subject title which describes or identifies the
specific subsection of the chapter such as "Budget Request
and Justification" or "Personnel Reccrds.”

(6) A signature which indicates that the policy/procedure
has the approval of an issuing autheority.

(7) A citation which references the official document, law,
regulation or opinion (including the specific article,
chapter, section, etc.) that services as the foundation of
the policy. The appropriate authority for the policy could
be a state law,’ regulation or guideline, a court decision or
attorney general's opinion, or an executive order.
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{(8) A briefly stated purpose or goal of the policy.

(9) An indication of the division, department or personnel
to whom the policy is directed.

(10) A 1ist of definitions which provide explanations for
key terms and phrases which have a specific meaning in the
policy/procedure or which could be misinterpreted.

(11) An implementaticn schedule or statement which
indicates when the policy will be put into effect and the
frequency of review and updating.

Organization and Content of Manual

a. The task force determines the sequencing of the
policies and procedures chapters, making sure that these
correspond to functicrel sections within the facility.
Chapters may be preceded by a table of chapter contents for
easy reference.

L. Pclicies and procedures mayvy include additional
materials of general, administrative interest such as
organizational charts, personnel rules and regulations,
copies of relevant forms to be shared with all staff, etc.
These optional addenda should be carefully selected so that
the manual does not become a catch-all of miscellaneous,
and only marginally valuable materials.

c. When the manual chapters and other materials have been
put in proper sequernce, a table of contents should be
written for the ertire volume and a title page designed.

d. The manuals may include a "Revision Record" Form by
which the responsibkle person keeps track of changes made.

The followinc format may be used.

Revision No. Date Inserted Initials
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V. IMPLEMENTATION OF THE POLICY AND PROCEDURE MANUAL

The successful implementation of a policy and procedure manual
depends on several key activities. Failure to accomplish any one of
the activities discussed below could significantly affect the use of
the manual.

A. FINAL REVIEW OF CONTENT: When the manual has been assembled
final review of a few copies should be made.

1. Validation and testing procedures should be conducted.

2. Review by experts from within the facility as well as
outside is advised. This is consultant time well used.

3. It is also productive to share the draft with other
facilities for ccmmentary.

4, Legal assistance ensuring that the policies and procedures
are in conformity with the law is indispensible to this
process.

B. SUBMISSION FOR FINAL AUTHORIZATION: When task force members
are satisfied with the final draft, the policies and procecdures
manual is submitted to the appropriate authorities for approval.

C. DISTRIBUTION OF MANUAL: For the policy and procedures
manual to serve its purpose, it must bhe made easily accessible to all
facility staff and other relevant parties. A small facility may find
it feasible to issue a copy to each staff member. In most cases,
however, the cost involved prohibits facility wide issuance. At a
minimum, the following distribution should be made:

1. Each functicnal section should receive a copy, issued "o
the section chief who assures staff accessibility.

2. Each agency with a direct working relationship with the
issuing facility should receive a copy.

3. BSeveral copies centrally located should be on hand for
public use.

A lcg should be kept in the central office indicating the number,
recipient and location of each manual.
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D. TRAINING OF STAFF: A comprehensive training program should
be developed to ensure that all staff become familiar with those
agency policies and procedures directing them in their assigned
responsibilities. It should he designed to provide:

1. Initial as well as on-going training.
2. General as well as specific training.
3. Classroom as well as hands-on experience.

4. Required levels of achievement (established by tests).

VI. DMONITORING, ENFORCING AND MAINTAINING THE MANUAL

A system of monitoring the staff's compliance with policies and
procedures should be developed to ensure the policies and procedures
will have their intended effect. Sanctions for non-compliance should
be built into the personnel policies of the facility.

The policy and procedures manual must be treated as a living
organism, responsive to change, growth and refinement. To ensure
that it continues to reflect current facility philosophy and goals,
viable operational procedures and up-to-date legal consideraticns,
the manual must be reviewed and revised as needed--both periodically
and on an ad hoc basis.

A. ESTABLISH PPOCEDURES FOR PERIODIC REVIEW OF ENTIRE MANUAL:
The entire manual should be reviewed annually. The following should
be considered.

1. Policies and procedures which have proved to be unclear,
inconsistent, or untenable should be rewritten.

2. Policies and procedures which have become outdated should
be removed.

3. Policies and procedures should be added, as needed, to
reflect new or expanded facility operations and practices.
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B. ESTABLISH PROCEDUERES FOR CHANGES IN THE POLICIES AND MANUAL
Oli AN "AS NEEDED" BASIS: 1n a healthy facility, operations are ir &
continnous stage of growth and change. Provisions should be made for
changing relevant secticne in the manual as soon as a policy and/or
procedure has bheen modified, removed or added.

C. ESTABLISH PPCCEDRURIDS FOR STA¥F RECOMMENDATICONS FCE
REVISIONS: Arn invelved and knowledgeable staff is cne of the best
scurces Sor input into the on~-going policies and procedures
development; steps should be taken to ensure that staff
recommendations will reach and bhe acted on by the proper authority.

D. ESTASBLISHE STAMDARD PROCEDURE FOR CHANGES IN MANUAZL: A
standard procedure should be develcped for all manual changes.
Revised-standards procedure shculd be developed for all manual
changes. Revised policies and procedures should be issued in the
same fcrmat used in the manual and be distributed tco all manual
holders with ‘instructions about:

1. Page(s) to be removed.

2. Location for new page (s) inserts.

3. Effective date of change in pclicy and/or procedure.

E. ESTAERFILISH PRCCEDURES FOR NOTIFYING STAFF OF CHANGES IN THE
MANUAL: All staff must be notitied immediately when changes in
policies and procedures occur. Since often a section, rather than
each staff member, has been issted a manual, bulletins should be

distributed to inform all staff as pages in the manual are revised,
removed cr added.
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USER’S KEY
For
Juvenile Training Schools
Policies and Procedures
Samples

INTRODUCTION

To provide easy reference, editorial clarity and consistency, Program staff have used a standard
format in writing each policy. This format and the titles used in the sample organization chart,
however, are not suggested as the best for each facility. Several heading blocks, therefore, have been
included to provide a variety of alternatives.

THE AGENCY HEADING BLOCK

A. The Justice Logo (or your state logo) identifies the publishing facility, accompanied by other
publication identification.

B. The policy number identifies both the chapter number and the policy within the chapter. For ex-
ample, 2.7 means Chapter 2, Policy #7.

Pages indicates the number of pages included in one policy.

Chapter indicates the general subject matter or chapter title,

m g 0

Related standards includes a listing of each standard covered within the policy.

'

Subject provides a general description of the policy content.

Policy Number P
A Sample Policies and Procedures oficy Num nges

JUVENILE TRAINING SCHOOCLS B C

Chapter: Related Standards:

Subject:
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SAMPLE HEADING BLOCK C

1. Top of each individual page of document

State Department Document Page
Seal Number of
Subject:

2. Bottom of each individual page of document

Chapter:

Amendment No.:

Effective Date:

23




Top of each subsequent page of policy

Chapter Subject Policy #

Page of

Bottom of last page of policy

Effective Date Approved By:

THE CATEGORIES USED

Each policy document is divided into three distinct sections: the Policy itself, Definitions and

Procedures.

I

1L

Policies

The policy statement is the focal point of each document. It must be stated clearly and concisely.
Usually, it contains two parts: 1) the reason for the policy and 2) the policy itself. Although the
length of policies will vary, they should not exceed two paragraphs. In many manuals, procedural
steps tend to be included in the policy, making it difficult to understand and retain. Standards
from the National Advisory Commission for Juvenile Justice and Delinquency Prevention, the
American Correctional Association and the American Bar Association were used jointly to
develop these guideling policies.

Definitions

Because some terms are unique to the correctional field and/or may be interpreted in more than
one way, a section for definitions is necessary to clarify explanations and to reduce confusion or
misinterpretation on the part of-the new staff member.

I11. Procedures

The procedure statements describe who, when, where and how the policy will be implemented.
Statements are detailed, sequential, step-by-step descriptions of the activities needed to implement

the policy.

SAMPLE HEADING BLOCKS

The variety of heading block formats is unlimited. The following samples are typical of informa-

tion frequently used in policy and procedure manuals.
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SAMPLE HEADING BLOCK A

Policy Memorandum

Statement Number

Subject:

RN

Date Issued:

Date Revised;

N

This Policy Memorandum Will Become Effective:

SAMPLE HEADING BLOCK B

Department Statemnent Number:
State
Seal
Subject:
Date of Issue:
Issuing Officers
Effective Date:
Special Implementing Orders: Completion
Date:
Date of Scheduled Review: Training:
(assigned f0)
Review to be Accomplished By: Construction:
Name of Staff (assigned to)
Additional Instrictions to be ssued By:
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CHAPTER 1 /ét\

ADMINISTRATION, ORGANIZATION
AND MANAGEMENT

COMMENTARY
This chapter encompasses

American Correctional Association Standards 2-8017, 2-8019,
2-8029, 2-8030, 2-3001, 2-9003, 2-9004, 2,9006, 2-9007,
2-9011, through 2-9018, 2-9022 through 2-9025, 2-9028
through 2-9036, 2-9174, 2-9190, 2-9190, 2-9197, 2-9382,
2-9383, 2-9388, 2-9390

National Advisory Committee Standards In. M-1, 1.1,
1.22, 1.29, 1.126, 1.429, 2.31, 3.131, 3.134, 4.2, 4.
4.21, 4.44, 4.213, 4.214, 4.2121, 4.2122

1.11,
4

14

American Bar Association Standards 1.2, 2.1, 2.2, 4.2, 7.1,
7.11

The policies are about establishing the facility, assigning
management authority and developing a framework for facility
programing and relationships with the community.

When developing policies and procedures for a facility, the
parent agency must decide the level of central
administrative control desired and the degree of managerial
latitude to be extended to the Chief Administrator. The
sample policies, therefore, establish broad outlines leaving
more detailed operational procedures to the Chief
Administrator and his/her staff.



. Policy Number Pages
Sample Policies and Procedures
JUVENILE TRAINING SCHOOLS 1.1 6
Chapter: Related Standards:
ADMINISTRATION. ORGANIZATION AcA: 2-9001 - 2-9003, 2-9006,
AND MANAGEMENT 2-9007, 2-9028 - 2-9033,
2-9035, 2-9036
Subject: NAC: 1.1, 4.2, 4.21, 4.213
Establishing the Facility and
Delineating its Mission ABA: 1.2, 2.1, 2.2, 7.11
I. POLICY: This facility is established tc provide secure

residential care to juveniles who have been committed by
the juwenile or family court. This care includes both
supervision and programs. Specifically the facility
shall:

A. Provide for the juvenile's basic needs, such as
" shelter, food, clothing and medical care.

B. Prevent the abridgement of the juvenile's legal
rights during his/her stay at the facility.

C. Provide for physical, emoticnal, religious, educa-
tional, vocational and social needs of juveniles
residing in this facility.

D. House the juvenile in a safe, humane environment,
maintaining the level of security necessary to
prevent escape and assure that juveniles live free
of fear of assault or intimidation by staff or other
juveniles.

II. DEFINITION: As used in this aocument, the following

definitions shall apply:

A. Parent Agency: The controlling body of the
facility responsible for coordinating the juvenile
training school.

B. Chief Administrator: Responsible for organizing
=d managing the facility. His/her responsibilities
include fiscal management, personnel management,
management information and research, medical and
health care services and inter/intra-facility
communication.

c. Classification Team: Responsible for preparing a
comprehensive assessment report. The classification
team shall be composed of a counselor, a juvenile
careworker, educational staff, medical staff, and a
psychologist.




Chapter

Subject Policy #

ADMINISTRATION, ORGANI- | Establishing the

ZATION AND MANAGEMENT Facility and Delineating 1.1 Page 2 of

its Mission

III.

PROCEDURES :

A.

1.

Legal Establishment:

The facility or its parent agency has a governing
authority.

2. The facility operates under a state law,
local ordinance, constitution, or articles
of incorporation that meets all of the legal
requirements of the governmental jurisdicticn
in which the facility is locasted.

3. The facility has bylaws or regulations,
approved by the governing authority, filed with
the appropriate local, state and/or federal
body. At a minimum, the facility bylaws or
regulations include:

a. Membership  (types, qualifications,
cormunity representation, rights,
duties.).

b. Size of the governing body.

c. Method of selection.

d. Texrms of office.

e. Duties and responsibilities of governing
officers.

f. Times authority will meet.

g. Committees.

h. Quorums.

i. Parliamentary procedures.

J. Recording of minutes.

k. Methods of amending the bylaws.
1. Conflict of interest provisions.

4, If services for adult and juvenile offenders
are provided by the same parent agency:




Chapter

Subject Potlicy #

 ADMINTSTRATION, ORGANI- {Establishing the
ZATION AND MANAGEMENT |33 MIsdqon

Facility and Delineating 1.1 Page 3

of 5

a. The statement of philoscophy, policy
program and procedure shall distinguish
between criminal codegs and the statutes
which establish programs for juveniles.

L. I separate service delivery =system for
juveniles shall exist.

5. The facility or its parent agency has
jdentified, documented and publicized its tax

status with the Internal Revenue Service.

Development and Management: The Chief

Administrator shall develop and manage all phases of
the facility within parameters established by law and
the parent agency. The Chief Administrator in
cooperation with the parent agency sghell develop a
mission plan for the facility's purpose, practice,
ceurrent legal regulations (such as court decisions
and state statutes) and prcfessional requirements
{such as national and state standards). Training
schools for juveniles are separate and distinct from
ccrrectional facilities for adults; this separateness
implies that the juvenile's experience should be
different from that which ke/she might have in an
adult institution.

The mission statement also shall include the
facility's long range goals about:

1. Facility philosophy for:
a. Purpose of secure rezidential care.

b. Secure custody of juveniles (whilie
maintaining their right to live free
from fear of essault and intimidation by
others).

C. Legal rights of juveniles residing in a
secure facility (listing specific
procedures for preventing violation of
these rights).

d. Physical and psychological care of
Jjuveniles (including shelter, food,
clothes, etc.).




Chopter

Subject Potlcy #

. ADMINISTRATION, ORGANI~-

ZATION AND MANAGEMENT

Establishin§ the
Facility an
its Mission

Delineating 1.1 Page

2. Facility programs in:

Qe

Diagnosis and Prescription: The

classification team shall:

(1)

(2)

(3)

(4)

Assess the juvenile's strengths
and weaknesses through the use of
a variety of screening techniques
and information received from the
juvenile court.

Identify any difficulties

experienced by the juveniles in

school and develop an educational plan
designed to improve the juvenile's
academic performance.

Arrange for or perform any specialized
medical and/or psychological testing
deemed essential cr court ordered.

Develop and;periodiqally review an
individual program plan for the
juvenile.

Education: This program shall:

(1)

(2)

(3)

(4)

(5)

Provide an educational experience
that attempts to replace patterns of
failure with a sense of achievement.

Provide educational services and
encourage juveniles to continue their
education.

Provicde occupational and vocational
counseling emphasizing the skills,
knowledge, habits, and attitude
required for employment.

Introduce ccmmunity resources to
the juveniles.

Include special education serxrvices.




Chapter

Sabject ' Policy #

ADMINISTRATION, ORGANI
ZATION AND MANAGEMENT

Establishing the
Facility and Delineatin

its Mission

1.1

Uy

c. Counseling: This program shall:

(1)

(2)

(3)

(4)

(5)

Provide a broad range of individual
and group counseling services.

Be coordinated with the overall
facility rehabilitation program.

Include a structural context for
interaction among juveniles and

staff; for example, a tcken ecocnomy.

Attempt to fit the available services
to the unique needs of each juvenile.

Refer to outside resources as needed.

d. Vocational: This program shall:

(1)

Provide the juvenile with a
comprehensive introduction to the
world of work.

Include on~campus and off campus
introduction to the world of work.

Whenever possible use community
resources.

Be a part of the juvenile's individual
program plan.

e. Recreation: These programs shall:

(1)

(2)

Provide activities that upgrade the
juvenile's self concept through
developing personal skills and
aptitudes and providing opportunities
for achievement and success.

Provide activities that expend energy
and allow physical and psychological
release for the juvenile.




Chapter Subject Tolicy #

ADMINISTRATION, ORGANI- |Establishing the

ZATION AND MANAGEMENT  {Facility and Delineating 1.1 Pige 6 of 6
its Missdion

C. Annual Review:

The mission statement that describes philosophy,
goals and purpose of the facility, shall be reviewed
and updated at least annually to reflect changes in
secure residential care for juveniles.

Eftective Date Approved By:




Policy Number Pages
Sample Polides and Procedures :

' JUVENILE TRAINING SCHOOLS 1.2 4
Chapter: Related Standards:
ADMINISTRATION, ORGANIZATION ACA: 2-9023, 2-9034, 2-9035

AND MANAGEMENT

NAC: 1.22, 4.24

Subject:
Coordination with Community
Agencies and Educational ABA: 4.2, 7.11
Institutions
1. POLICY: The Chief Administrator shall cocordinate

II.

IIT.

planning efforts with community related groups and sexvice
providers to assure maximum use of available resources for
juveniles placed in the facility. He/she shall also
cooperate with other departments, divisions and agencies
of the state, its political subdivisions and
municipalities, as well as appropriate private agencies
and crgenizations, to assist in providing necessary
services for those juveniles who are in secure residential
care.

DEFINITIONS: As used in this document, the following
definitions shall apply:

A, Ccrrrunity Based Programs: Programs for juveniles
which are outside the facility.

B. Educational PResources: Public school boards,
colleges and other institutions of higher learning
and/or individual school programs or services
offered to non-institutionalized youth.

PROCEDURES: The facility Chief Administrator shall

make every effort to help the juvenile maintain as

close a tie with the community as is possible.

A, Coordination with Community Based Programs and
Services:

1. Maintaining ties with the community should
include:

a. Opportunities for the juvenile to wvisit
with family and friends.

b. Involvement in appropriate community
activities.




Chapter

Subject Policy #

. ADMINISTRATION, ORGAN-
ZATION AND MANAGEMENT

1Coordination with Com-—
munity Agencies and . 1.2 Page 2
Educational Institutiong

c. Permitting volunteers from the community to
work directly (under supervision) with the
juveniles.

d. To the extent possible, fully using
community services and resources and not
duplicating them at the facility.

e. Sharing facility resources with the
community.

A Citizen's Advisory Board should be appointed
by the Parent Agency. The members shall be a
representative group of citizens who are active
in community affairs and have a broad background
in juvenile welfare interests. Varying degrees
of responsibility are delegated tc the Advisory
Ecard including evaluating, advising,
recommending and supporting policies and
procedures that are in the best interest and
general well-being of the juveniles. Its
specific functions are:

a. To evaluate existing programs and funding
needs.

b. To assist in securing needed funds from
governmental sources, etc.

c. To provide input about juvenile
correctional facility decisions affecting

the public.

Interagency Cooperation:

A Since the operation of a facility bkoth
affects and is affected by other agencies
within and cutside the Jjuvenile justice
system, an information sharing mechanism
shall be established to maintain contact
with advisory committees, justice councils,
state and regicnal planning organizations
and other community resources.




Chapter Subject Policy #

ADMINISTRATION, ORGANI- JCoordination with Com~- 3 4

Sy munity Agencies and - 1.2 Page of
ZATION AND MANAGEMENT Educational Institutions

b. General guidelines and procedures for
referral shall be developed in cooperation
with the juvenile court, intake staff, and
the community-based program. These
guidelines and procedures include the
conditional and unconditional release of
juveniles to these programs, payment for
services, emergency use, etc. These
agreements shall be monitored and updated
as needed or at least on an annual basis.

c. Since systematic planning with funding
agencies and timely reviews with regulatory
agencies are important to the continuity of
service, the facility will be in continuous
communication with these agencies and will
have filed, copies of all communications,
including required reports and reviews.

4. Facility and Community Based Programs:

a. The facility Chief Administrator in
conjuncticn with the state agency shall
develop and maintain a current inventory of
all state and local juvenile justice and
delinquency prevention services. This
inventory would aid the facility's planning
process by both identifying existing
programs and determining program needs.

b. The facility Chief Administrator shall keep
an updated file on available community
based programs and services which can be
used as referral scurces for youth whose
circumstances do not (or no longer) require
secure confinement.

B. Coordination of Educational Resources:

1. Based on assessments of the juveniles'
educational needs and problems, the state or
local educational ipnstitution shall be notified
of the general educational sexvice needs of this
population, as well as special cases reguiring
remedial assistance. MNotification will be
made in time to assure that annual budgetary
planning and fiscal arrangements can be made
to assure effective delivery of educational
support services.




Chapter Subjeet Polley #

ADMINISTRATION, ORGANI- Cocrdination with Com- 1.9

munity Agencies and Page of 4
ZATION AND MANAGEMENT Educational Institutions

2. The facility shall collaborate with local
colleges and universities in programs of
mutual concern, A specified facility staff
member shall be designateéd to initiate and
maintain contact with these institutions.
Qualified persons from these institutions shall:

a. Sexrve as udvisors for policies and
facility programs.

b. Arrange special training conferences and
seminars when appropriate.

Eftective Date Approved By:




Policy Mumber Poges
Sample Policies and Procedures

0 JUVENILE TRAINING SCHOOLS 1.3 L 2
Chapter: Related Standasds:
ADMINISTRATION, ORGANIZATION ACA: 2-9004

AND MANAGEMENT

Subject: NAC: 1.429
Establishment of Facility Director
and Defining Criteria for
Selection

TI. POLICY: A Chief Administrator shall be appointed to
manage the facility and shall operate the facility in
accordance with state and federal laws, parent agency
policies, executive orders and judicial decisions.

II. DEFINITION: As used in this document, the following
definition shall apply:

Bachelor's Degree: A degree given by a college or
university to a person who has successfully completed a
four year ccurse program.

III. PROCEDURES:

A. Appointment. of the Chief Administrator: The
appointment shall:

1. Be made by the authority having jurisdiction.

2. Be made from the best qualified group of
applicants with the following minimum
qualifications:

a. A bachelor's degree in an appropriate
discipline.

b. Two years of experience working with
Juvenriles.

c. Three years of related administrative
experience,

B. Skills of Chief Administrator:

1. The Chief Administrator shall be skilled in
management and planning.




Chapter Subject Policy #

ADMINISTRATION, ORGANI- |Establishment of Facility

ZATION AND MANAGEMENT Director and Defining 1.3 Page 2
Criteria for Selection

2. The Chief 2dministrator should have broad-based
experierice and/or training in:

a. The law and procedures cf the family
court.

b. The relevant policies of pertinent
agencies, including local law enforcement,

etc.
c. The common legal problems of juveniles.
d. The causes of delinquency and family
problems.

e, Crisis intervention techniques.
£. Regsearch and evaluations.
g. Budget preparation and presentation.

C. Removal of Chief Administrator: Termination
may be accomplished only by the appointing
officer, for good cause, and, if requested,
following a formal hearing on the specific
charges.

Eftective Date Approved By:




Policy Nm;nw Pages
Sample Polides and Procedures

JUVENILE TRAINING SCHOOLS 1.4 i 3
Chapter: : Related Siandards:
ADMINTSTRATION, ORGANIZATION ACA: 2-9014

AND MANAGEMENT

Subject:

Organizational Staffing Chart

NAC: 4.2121, 4.2122

II.

POLICY: An organizational staffing chart shall be
developed to reflect adeguate staffing to meet the needs
of the juveniles and the mission of the facility.

This chart shall define (or appoint) responsibility, place
staff into related units promoting efficiency and provide
a clear chain of command from the entry level position to
the Chief Administrator.

DEFINITIONS: Titles used on the sample organizational
chart are optional and can be applied to any facility.
Liste@ below are brief descriptions of the duties and
requirements of some of the administrators and staff
members.

A, Parent Agency: The controlling body cf the
facility, responsible for operating and cocrdéinating
the local services offered in the training school.

B. Chief Administrator: Responsible for organizing
and managing the facility. His/her responsibilities
include fiscal management, personnel management,
management information and research, medical and
health care services, and communication.

C. Assistant Administrator: Responsible for food
service, building supervision, transportation, and
sanitation and hygiene, juvenile care and
programming, juvenile records, safety and emergency
procedures, juvenile rights, rules and discipline,
intake and admission procedures, release preparation
and transfer programs, citizen and volunteer
involvement, shift supervisors, and juvenile
careworkers, as well as staff development in these
areas.




Chspter

Subject Policy #

ADMINISTRATION, ORGANI- Organizational

ZATION AND MANAGEMENT Staffing Chart 1.4 Page 2

of

D.

Program Staff:

1.

Psychiatrist: (Should be available on an as
needed basis). Primarily a reésource

coordinator and staff consultant; must ke a
licensed physician under the law of jurisdiction
who has completed the requirements of a full-
time, supervised, and accredited psychiatric
residency in an accredited psychiatric program,
plus 6 months full-time work experience with
children or adolescents.

Psychologist: Responsible for individual and
group therapy; must be licensed or certified to
practice psychology under the law of
Jurisdiction.

Counselor: (One for every 20 juveniles)
Responsible for supervising child-care staff and
coordineting juvenile's treatment plan. Must
have an earned Bachelor's degree in the social
sciences and one year of professional experience
with adolescents.

Juvenile Careworker: Resporsible for
supervising the juveniles' day-to-day living
activities. Must have a high schocl degree or
its equivalent and at least one year of-
professional experience working with
adolescents.

Special Educator: (One per 8 juveniles who

are in need of special education) Responsible
for providing special education programs to
juveniles diagnosed with special education
needs. Must be certified as a special education
teacher under the law of the jurisdiction and
might have experience in diagnosing and
providing specialized remedial instruction to
juveniles who are educationally disadvantaged.

Teacher: (One per 15 juveniles)} Responsible

for developing and implementing lesson plans and
motivating children in the classrcom. Must be
certified under the law of jurisdiction to teach
in the public schools the subject areas they are
responsible for in the training school.
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7. Vocational Counseloxr: Responsible for
counseling and- guidance of juveniles as they
choose vocational programs. Must be certified
under the law of jurisdiction to teach in public
schools and have experience in job development
and teaching children.

8. Academic Counselor: Responsible for
counseling and guidance as juveniles select
academic programs. Alsc, responsible for
coordinating many facets of the juvenile's
individual educational program.

III.  PROCEDUKLS:

A.

Constructing the Organizational Chart: The

Chief Administrator is responsible for constructing
and meintaining the organizaticnal chart.

Organizational Charti Review: The organizational

chart shall be reviewed annually by the supervisor of
each function whe shall submit all revisions with
comments from the staff, to the Chief Administrator
for review, approval or revision, This review

shall be completed at the bheginning of each fiscal
vear.

Eftective Date Approved By:
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Chapter: Related Standards:
ADMINISTRATION, ORGANIZATION ACA: 2-9003, 2-9011, 2-9012,
AND MANAGEMENT 2-9016, 2-9017, 2-9023
Subject:
Communications
TI. POLICY: To operate in an efficient and consistent

manner, appropriate channels of communication shall exist.
IT. DEFINITIONS: None.
III. PROCEDURES:

A. Meeting: A series of meetings shall be held at
various levels and et specified intervals. These
meetings should teke & minimum of time without losing
effectiveness. Suggested levels include:

1. Administrative meetings.

2. Division Heads'® meetings.

3. Zdministration -~ Juvenile Careworkers meetings,
etc.

B. Administrative Conferences: Tc ensure the early
identification of prcoklems; such as inappropriate
lenoth of stay, weaknesses in admission control,
etc., and to ensure an accurate flow of information
between staff, courts, police agencies, and other
justice system agencies, regular meetings and case
conferences between administration and juveniles'
court caseworkers must be conducted.

C. Chief Administrator's Staff Meetings: Chief
Administrator's staff meetings shall be held each
month:

1. An agenda of discussion jtems shall be
distributed prior *tc the meeting.

2. Attendees shall include Assistant Administrators
and Section Chiefs.
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3. The Chiel Adnindstrater shall discuss
pelicy,/program changes and directivees which are
of cgeneral interest to the ¢roup. The Chietf
Administrator may uvse this meeting effectively
to improve cumnurniceations between sections and
understanding of facility programs.

4. Each participant shall prosernt 2 verbal status
report about the operaticn ¢f his/her section
descrilinc ary accomplishments or unusual
problers cccurring since the last meeting.

5. All staff members of the section shall be
invited to attend.

A Minutes of the meeting shall ke distributed to
all attendees.

3. Staff Communication: All staff and volunteers
shall have the cpportunity to initiate, advise and
ronsult in forming policies, procedures, and programs
at the facility.

1. Monthly meetings betveer the Division Heads
and staff of each section shall ke held to
discuse cr-coing operations and recommended
charges. Mirnutes shall be forwarded to the
Assistant Administrator for feedback.

E. Cemmunications Technicues: Cemnunication between
juveniles and staff is essential to efficient
operation of the facility. The Assistant
Administrator shall encourage verbal and written
comrunicaticres conducted in an orderly and systematic
rrocedure.

1. Cffice ascicnment shall place program coriented
staff in proximity to the juvenile group.
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2. A facility internal meil service shall be
organized to offer juveriles a syvstem through
which to contact staff members most apt to
respond to the Jjuvenile's request, (See 13.4)

3. A juvenile advisory committee ccngisting of
juveniles selected by their peers shall meet
with the Chief Administrator each menth to
discuss concerns of the juveniles and
patential problem areas.

ERective Date Approved By:
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Chsapter: Related Standards:
ADMINISTRATION, ORGANIZATION ACA: 2-9013, 2-9015, 2-9174
AND MANAGEMENT
Subject: NAC: 1.29
Establishment & Maintenance of
Manuals
I. POLICY: f%¢ disseminate policies, procecdures and rules,

a staff handbock shall be developed. This handbcck

II.

ITI.

shall be both general enough to address overall parent
agency and facility goals, and specific encugh to assist
the administrative. steff to perform their duties
effectively.

DEFINITIONS: None.

PROCEDURES: This handbock shall be written by the

administrative staff, reviewed ancd ccmmented upon by

all staff, and approved by the parent agencv. A copy
shall be given to each staff member and revised as
necessary to reflect the policies and operations of the
facility. Further, it shall be used as & training mahual
for all new staff during the orientation period.

A. Development: The program description shall heoin
with broad mission statements and goals, and phace
down accordingly to specific facility objectives.
The following step process shall be used in
developing the manual:

1. Mission: Statemente of overall state/local
corrections philosophy.

[\

Goals: Statements of specific intentions
based directly on the facility mission. Goals
can be accomplished by developing one or more
measurakle cbhjectives for each geal.

3. Chiectives: Statements of specific activities

A Ly

worded in objective, quantifiable terms with
specific neasurable criteria for each objective.

4. Tasks: Statements cof individual functions
based directly on the ckjectives. These tasks
become the basis for staff performance
evaluation.
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B.

Description: The handbook shall include:

1. The rules, requlations and laws of the parent
agency.

2. The philosophy, goals and objectives of the
facility.

3. The policies and procedures of the training
school.

4, 211 staff and juvenile forms used at the
facility.

5. Descriptions of the duties and responsibilities
of each staff member which must be of sufficient
detail to enable staff to perform his/her job
acceptably.

TIssuance:

1. The program description is a controlled document
issued by a supervisor.. Each facilityv staff
member will receive a numbered edition and will
sign a receipt for it.

2. Staff members are required to keep their manual
updated by placing additions and revisions in
the appropriate alphabetical/numerical seguence.

3. Given a twenty-four hour notice, staff are
required to produce their manual for ingpection.

Training: An instructional training plan shall be
devised to apprise each staff member of the section's
program and its relationship to the overall goals of
the facility &nd tc ensure continuity of the pregrem
supervisior.

Effective Date Approved By:
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Chapters Related Standards:

ADMINISTRATION, ORGANIZATION ACA: 2-9382, 2-9383, 2-9388,

AND MANAGEMENT ~ 2-9389, 2-9390, 2-9386
Subject: NAC: 4.214

ReferralT Screening & Placement ABA: 7.1

of Juveniles

I. POLICY: Proper referral, assessment and placement shall

Iﬁrbrovided for all juveniles accepted at the facility.
Abused, dependent or neglected children and juveniles
charged with offenses that would not be crimes if
committed by an adult are not held in the facility.

II. DEFINITIONS: As used in this document, the following
definitions shall apply:

A, Status Offenders: Juveniles who comn.t acts that
would not be against the law if committed by an
adult.

C. Delinquency: Any crime under federal, state, or

local law committed by a Jjuvenile.

III. PROCEDURES:

A, Referral Criteria: Juveniles who are committed to
custody of the parent agency may be admitted into
secure residential care only if:

1. A valid court order accompanies the youth. The
court order must show the juverile has been
adjudicated delinguent and the crder must state
the offense for which the juvenile is being
committed.

Z. QOfficiel approval has been given for
administrative parole revocations.

R, Screening: Before admission to the facility:

1. A valid court order must accompany the juvenile
to the facility.

2. 211 juveniles rust be screened for acute
illness, injury and substance intoxication.
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D.

fervice Provision: The Inteke Stett shall ensure
proper admission procedures:

3 Fre-admission medical and social history
screening.

2. Initial inteke completed.

3. Examination and completicr cf legal paperwork
and adnission inforxmation.

4, Letailed medical screening and strir sesrch for
contraband,

5. Drug/alcohci history screening.

6. Hotification of admission to rarent or guardian.
7. ILessiorment to reception programming.
Assersrert: Within 2 weeks of the juvenile's
admission to the treining school a comprehensive
assessnent report ghall be completed by a
classification team. The clessification team shall
ke compeced cf a counselor, a juvenile carewcrker,
educational staff, medical staif, and a
psychologist. The assessment should include:

1. Family history

. Developmental history

. Prysical examinations

4, Psychological tegting

5. Psychiatyic interviews

6. Community evaluations

KR Language and educational analyses

8. Information concerning the nature ané

circumstances of the conduct cr which the
adliudication is based.
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Classification of Juveniles:

clagsified according to:

1. Sex

2. Age

Juveniles may be

3. Risk factor (sericusness of offense)

4. Special problems (medicel/mental problems,
suicidal risk, etc.)

5. Type of housing required

6. Procgram needs

Eftective Date

Approved By:

ol
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Chapten: Related Standards:

ADMINISTRATION, ORGANIZATION ACA: 2-8017 through 2-8019,

AND MANAGEMENT 2-8029, 2-8030
Subject: NAC: 4.1

Facility Program Reporting and

Review

I. POLICY: The facility shall provide constructive

II.

III.

programming and services designed to facilitate individuval
growth and develcpment while the juvenile is in secure
residential care and after his/her return to the
community. Programs and program effectiveness shall be
monitored regularly and reported in the Chief
Administrator's quarterly report to the parent agency.

DEFINITIONS: None.

PROCEDURES:

A. Program Report: The supervisor of each program
activity shall submit a querterxly report of activi-
ties for the period. The report shall include
informatiorn about current programs, activities,
acconplishments and major problems.

B. Chief Administrator's Report: The Chief
Adr.inistrator's status report shall be prepared
guarterly and forwarded to the parent agency. Tre
status report topics shculd include but not be
limited to:

1. Budget status.
2. Security:
a. Escape.
b. Assaults.,
c. Unusual incidents.
3. Administrstion and section highlights.

4, Population deta, including reception and
crientation.

5. Unusually difficult problems.

6. Staff and juvenile morale.
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" EEC prcgram accomplishments
8. Staftf training.
9. Community activity.

C. Correction Performance Monitoring Procedures: To
enable the Chief Aédministrator to report on whether
the training school is meeting its intent, that is,
providing secure residential care to juveniles who
have been committed by the juvenile court; providing
constructive programming and services; and providing
a humane atwosphere during the juvenile's stay at the
training school, regular audits shall be performed by
representatives of the Parent Agency in conjunction
with the Chief Administrator.

i. “he: infermation provided by these monitoring
rrocedures shall be used:

a. To asgess the status of «the facility in
meetinqg professional requirements and

standards. ‘
b. To determine the efficiency of the juvenile

corrections process from initial intake

through programming to afltercare or

transfer.

c. To motivate juvenile carewcocrkers and staff
to upgrade and/or mainteir high quality
treatment and services.

d. To identify specific problem areas; to
determine alternate solutions and cost to
the facjility.

e. To increase accountability of the training
school staff to the pubklic and to elected
officials.

2. Eerformance Monitoring Procedures shall be
implemented at least annually (see end of
policy). Only twe maior ckjectives of the
training school operation shall ke addressed
cr the following form:

o Security and Control

o Humane Treatment
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The following form is divided into three
sections: +the facility objectives, the

performance directly related to the objectives

and the recommended strategy for measuring

the performance. Although these measures are
not inclusive and need to be refined and
adapted to a particular facility, they do
provide sufficient feedback and information for
administrative decision making.

This form provides procedures for measuring
outcomes in 18 performance areas. The form is
limited to identifying unsatisfactory
conditions, not to listing steps for solutions.
After the evaluvation has been completed and
analyzed, the facility administration will then
need to develop a plan to correct deficiencies
and/or upgrade performance levels.

The specific measuring tools for gathering
information should be developed by each
facility. Since many areas are subiective in
nature, requiring juvenile input (i.e., feelings
oxr persconal safety, feelings of satisfaction
with the facility, with the counselors, etc.),
sensitive questionnaires guaranteeing anonymity
should be developed.

Eftective Date Approved By:

B




OBJECTIVES

Security/Control

Humane Treatment/
Life and Safety

Humane Treatment/
Health

Humane Treatment/
Programs and Services

Sample Juvenile Training School

Corrections Performance Monitoring

Procedures

PERFORMANCE

MEASURED

1. Escape

2. Unusual Incidents
3. Institutional Abuse
4. Facility Atmosphere
5. Overcrowding

6. Safety/Emergency

7. Fire Safety

8. Sanitation/Hygiene
9. Physical Health Status
10. Mental Health Status
11. Food Services

12. Counseling
13, Education
14, Vocational
15. Recreation
16, Library
17. Religious
18. Citizen/Community

Involvement

RECOMMENDED
MEASURES
1. Escapes
Average Population
2. Number of Unusual Incident
Reports/Month
Ja. Physical Abuse (Documented)
Average Population
3b. Mental Abuse (Documented)
Average Population
4a, Percentage of Juveniles Who Feel
Safe in Person/Property
4b.  Dissatisfied Juveniles
Total Population
S5a. Number Juveniles Days Spent in
Overcrowded Conditions
Total Number of Juvenile Days
5b. Number Juveniles in Single Rooms
Average Population
6a. Number of Injuries Per 50 Juveniles
6b.. Number of Injurles Resulting in
Hospitalization
7a. Number Fire Related Deficilencies
All Possible Fire Deficlencies
7b. Number of Fires in Facility/Year
Ba, Number of Cleanliness Deficiencies
All Possible Defilciencies
8b. Number Serious Health Hazards
Possible Hazards
9a., MNumber of Hospitalizatlons
9b. Number of Physical Examinations
Total Population
10a. Number of Suicides
10b. Number of Attempted Suicides
10c. Percentage of Juvenlles Asking for
Medication to Relieve Mental Distress
10d. Percent of Juveniles with Symptoms of
Mental Distress
lia. Juveniles Satisfied with Amount and
Preparation of Food
Total. Population
1lb. Written Menu Plan/Balanced Diet
Meeting FDA Standards
12a. '‘Number of Staff Hours Spent in
Counseling
Number of Juveniles Counseled
12b, Dissatisfied Juveniles
Total Papulation
13a. Number of Juveniles Educatjionally
Diagnosed
Total Population
13b. Number of Juvenilles Attending Education
Program
Total Population
14, Number of Juveniles in Vocational Training
Total Population
15. 'Number of Hours Spent in Physical Recreation
Total Number Hours Recreation Provided
16. Number Hours Spent Using Library
Total Number Hours Sexrvice Provided
l7a. Number and Types of Religious
Services Available
17b. Percent of Population Using Services
18a. Number of Volunteers Per 10 Juveniles
18b. Number of Community Resources/

Programs Used
Total Number of Avallable Services

(These monitoring procedures have been adapted from Measuring Prison Results, Ways to Monitor and Evaluate
Corrections Performance, a publication of the U.S, Department of Justice, National Institute of Justice,

1981.)
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JUVENILE TRAINING SCHOOLS 1.9 2
Chapter: : Relsted Standards:
ADMINISTRATION, ORGANIZATION ACA: 2-9022

AND MANAGEMENT

Subject: Nac: 3.131, 3.134
Legal Assistance for
Director and Staff

I. POLICY: The Chief Administrator and all staff shall be
provided with adequate and appropriate legal advice in the
performance of their duties. This shall include legal
representation before courts and cther appropriate bodies.

II. DEFINITIONS: As used in this document, the following
definitions shall apply:

A, Statute: A law enacted by a representative
legislative body and set forth in a formal document.

B. Legal Performance: Actions conforming to and
permitted by law.

ITI. PROCEDURES:

A. Counsel Availability: The office of the State/
County/City Attorney is available for advice,
consultatier and/cr representation to the Chief
Administrator and cother staff for any or all:

1. Legal actions against the Chief Administrator
and/oxr staff.

2. Court decisions.
2. Of fender rights issues.

P. Iegal Advice: Consultation is available cn:

1. Policy information.
2. Court requirements.
3. Cperstional matters.

C. Requests for Legal Assistance: Requests for legal
assistance may be made verbally or in writing tc the
Chief Administrator cor the parent agency. All
requests must be accompanied with adequate kackgrcund
information and/or supprorting documents to explain
the need for assistance.
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D. Evaluation of Requests for Legal Assistance: The
parent agency shall provide appropriate
representation to all staff members of the facility
wvho are legitimately conducting their respective
duties. Should substantial evidence indicate the
staff member's conduct was negligent, illegal or
intentionally outside his/her scope of authority,
legal representation may be denied. If a staff
member is denied legal represcntation, written
decision shall be provided by the State/County/City
Attorney, including the reason fcr the decision and
right of appeal information.

E. Channels of Communication: Facility staff shall
direct all requests for legal advice or
representation to the Chief Administrator. 2All
requests shall then be forwarded to the office of the
State/County/City Attorney along with the Chief
Administrator’'s comments and recommendations.

Eftective Date Approved By:
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JUVENILE TRAINING SCHOOLS 1.10 , 5
Chapter: Related Standards:
ADMINISTRATION, ORGANIZATION ACA: 2-9024, 2-9025

AND MANAGEMENT

Subject: NAC: In. M-1, 1.11
Relationships with Public, Media
and Other Agencies

I. POLICY: To promote an understanding of the facliivy's
philosophy and goals, a public information program shall
be developed. &1l facility staff shall strive tc naintain
integrity and credibility with the general public and with
those persons and organizations legitimately involved with
the facility.

II. DEFINITION: None.
III. PROCEDURES:
A. Cocrdination of Communication: The Chief
Administrator is designatecd es the facility's public

infermation officer. The duties of the office sghall
include:

1. Written Communication:

a. Executive Correspondence: Initial
reviewing of all executive correspcndence
from legislative bodies, courts, law
enforcement agencies and representatives of
the news media.

et

b. Correspondence Records: Recording al
incoming and out going exer * - .
correspondence and copies of the
correspendence.
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Other Agencies

¢. Routing Method: Informing appropriate
officials of applicable correspondence.
All replies to reguests for information
shall be answered unless some question
about the validity of the information or an
individual's right of privacy exists.
Those requests may be referred to ‘the
office of legal counsel.

Verbal Communication:

a. News Media Visits: Visits from the news
media are permitted and shall be handled
directly through the Chief Administrator's
office. The Chief Administrator shall:

{1} Preserve the juvenile's individual
right of privacy.

(2) Portray a factual picture of the
facility.

(3} Ensure that representatives of the
neve media are aware of and follow
security restrictions.

b. Media Statements: News statements on
legislation or goverrment pclicy affecting
juvenile corrections or functicn of the
community are the responsibility of the
parent agency. The Chief Administrator and
RAesis .t Administrator have authcrity to
cormernt on daily operations.

c. Contact with the Public: &taff contact
with the public is expected to be conducted
with professionalism. All staff shall
receive special training to ensure prompt,
courteous and cerrect responses to
inguiries. This training shall include:

(1) The Right of Privacy Act.
(2) ®ublic information legislation.
(3) Approved telepkcne prccedures.

(4) BRasic instruction in policies relating
to contact with the puhlic.
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d. Release of COfficial Information:

(1} Individual staff members receiving
requests for official information from
groups mentioned in this policy
statement shall forward all such
requests to the Chief Administrator.
All inquiries must be answered
promptly, accurately and completely in
compliance with local, state and
federal laws governing public
information end rights of privacy.

(2} All official information and press
releases referring to parent agency or
facility policy, programming, or
conditions shall be issued only by the
parent agency or a person specifically
authorized by the parent agency.

B. *Parental Involvement:

1. Notification: Admissions personnel must
notify parents of the juvenile's admission
to the facility within 24 hours. Parents
should also be notified immediately of
illness, and/or transfer to another
facility.

2. Visiting: Regular visiting hours are
established, but special arrangements may
be made with the Chief Administrator or
Assistant Administrator's approval.
Visiting hours shall be rposted in a
prominent place in the visiting area.

>, Telephone/Mail: DPolicies for use of
telephone and mail encourage parental
involvement.

4. Open House: The facility shall have an
open house annually, to which parents and
the general public will ke invited. Tours,
informetional programs and access to
supervisors and staff shall be made
availablie.

*The term "parents” shall include guerdians.
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Conmunication Standards:

1. All public statements should agree with
policies approved by the parent agency ané
be confined to areas of direct
responsibility.

[ \S]

Juveniles may not be interviewed or
photographed for news coverage connected
with their delinguercy charges.

3. Juveniles may be interviewed or photo-
graphed for news coverage of the facility
programs, with the signed consent of the
Juvenile and his/her parent/guardian and
attorney. .

4. No personally identifying information on
Juveniles oxr their charges may be given to
the media unless modified by state law.

Tours: Tn accordance with the established
policy, the following specific procedures are
required for tcurs:

1. Approval shell be given by the Chief
Administrator.

ry

I desicnated staff person will cenduct
approved tours.

3. Request for tours must be in writing,
including a specific date arnd time, listing
the first and last names of all
participants, and stating the reascn for
the request.

4. Tours will be limited to a schedule that
provides the least interference to the
operations cf the facility.

5. Tours will excluvde mincrs, as determined by
state law.

Community Education: Staff of the facility
shall participate in informational programs for
the general public to improve the community's
understanding of the miesion, goals, and
praograms of secure residential care, to provide
a channel for community input, tc¢ recruit
volunteers, and to deveiop community suppert.
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1. A committee of staff persons shall
coordinate the program by arranging
speaking engagements with schools and
community organizations.

2. A record is kept of where community visits
occur and the number of people present.

3. Data is compiled from evaluative
questionnaires answered by the audience.

Eftectdve Date Approved By:
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Chapter: Related Standards:
ADMINISTRATION, ORGANIZATION ACA: 2-9018

AND MANAGEMENT

Subject: NAC: 4.44
Supervision of Service
Providers and Visitors

I. POLICY: All service providers, juvenile family mnembers
and other visitors who are in areas permitting contact
with juveniles, are at all times to remain under the
continuous supervision of a facility staff member.
Attorneys, cmbudsmen, clergy and medical personnel shall
have private communication access to juveniles.

IX. DEFINITTONS: - As used in this document, the following
definitions shall apply:

A, Service Providers: Persons who perform duties
and/or services in the facility on an infrequent
basis, i.e., meter readers, repairpersons, police
officers investigating charges unrelated to facility
operations, tax agents, tour groups, vendor
representatives, etc.

B. Part Time Service Providers: Persons who have
on-going relationships with the facility.  These
persons shall be given identification cards enabling
them to conduct business within the facility.

ITII. PROCEDURES:

a. Service Providers: Service providers are
accountable for whatever materiels, tools, etc. they
bring into the facility. Such personnel shall be
superviged constantly by the facility staff. The
exception to this rule is when such personnel are in
a locked area; facility staff then are responsible
for letting service providers in and out of that
area. At no time are any of these individuals
pernitted to handle facility keys.
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L. cuvenile's Visitorg: When & Jiverile's visitors
are inside the vestibule doc:, f?e} ere to remain
under the constant visual supervision of the facility

ctaff member. Supervision, in thls sense, means
periodic visual checks into the visiting room
(constant visual contact in the dining room}, and
constant visual cbservation of the door into tre
corridor. When the visitor is an attorney, however,
no supervision is perxmitted.

Peace Officers and Transportation Perscnnel: The
above procedures also apply to peace officers. They
will not, howevexr, be allowed beyond the vestibule
door with firearms, ermunition, chemical agents, cr
rict control equipment. This gear must be
surrendered to facility stafi and secured:

1. Foxr the firearm, the bvllets are to be removed
and pleced 1n a container designed for tlet
purpcse in the administrative office; the
cylinder is to be opened ané cfficer's handcuffs
are to be locked through the cover carriage.

L

. The above ecvipment, plus any chemical used for
security purpcses, baton, etc., are to be locked
in a file drawer designed fcr that purpose in
the administrative cffice.

Except in a riot situation where a juvenile has
obtained a projectile firing weapon, and then crly
upon the approval of the Chief Administrator, no
firearm or riot control equipment is to come keyend
the vestibule door. Under no circumstances will
approval be granted for admission of chemical agents
used for security purposes.

Issue of Identification Cards: I.D. cards may be

issued by the Assistant Administrator after receiving:

i. 2 cermpleted application form listing all
informetiorn relcvant to the program or service
offered.

2. Approval by the appropriate supervisors and/or
the Chief Administratocr.
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3. written agreement from the provider to abide by
the:
a. Rules of ceonduct expected with juveniles.

b. Code of ethics requirement.

c. fecurity and disciplinary procedures of the
facility.
4. Identificaticr cerds shall:

a. Display the photograph of the service
provider.

b. IList name, address, assignment, work
schedule, and social security number.

c. Iist section sponsoring the sexvice
provider and coutact person for that

section.

d. Be valid for one year or until completion
of the agsigrnment.

e. Display the Chief Administrator's
signature.

Card Digbribution: WNotification of approval by the

Assistant Administrator of all part time providers
shall he made to the:

3. Chief &&ministrator
2. Control Center

3. Front Entrance

4, Sponsoring Section
5. Section Chief
6. Service Provider

Records: The Office Manager shall maintain a file
of bcth:

1. A current list of all valid cardhclders.

2. A list of expired or invalid cards.
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D. Supervision of Part Time Agents: Identification
cards authorize service providers to proceed through
the facility under minimal staff supervision and
direction.

Eftective Date Approved By:
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Chapter: Related Standards:
ADMINISTRATION, ORGANIZATION ACA: 2-9190, 2-9197

AND MANAGEMENT

Subject:

Monitoring and Reporting Abuse
and Neglect

NAC: 1.126, 2.31

II.

III.

POLICY: To ensure the safety of the juveniles in the
facility, all suspected incidents of child abuse or
neglect shall be reported immediately to the statutorily
desigreted authority. If law permits, the facility
Chief Administrator shall initiate a thorough
investigation and administer appropriate disciplinary
actions that may include suspension, dismissal and/or
criminal prosecution.

DEFINITION: As used in this document, the following
definition shall apply:

A, Child Abuse and Neglect: Child abuse and neglect
shall be defined by state statute.

PROCEDURES :

a. Child Abuse Notification: Any person who has
reasonable cause tc suspect "child abuse or neglect”
shall take appropriate action as outlined by state
statute.

Eflective Date Approved By:
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CHAPTER 2

FISCAL MANAGEMENT

COMMENTARY
This chapter encompasses

American Correctional Association Standards 2-9037 through
2—-9056

National Advisory Committee Standards 4.4

describing basic fiscal requirements.

Effective fiscal controls require using more specific and
detailed operationg manuals for adapting these sample

policies and procedures.

Good fiscal management requires complete and accurate
recordkeeping.
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Chaptler:

FISCAL MANAGMENT

Related Standards:
ACA: 2-9037 - 2-9040

Subject:
Fiscal Responsibility and
Budgeting
I. POLICY: The Chief Administrator has responsibility for

II.

III.

the facility fiscal policy and shall develop accounting
procedures that conform to the mandates of the parent
agency and applicable statutes and judicial rulings.
Fiscal policies shall be directly related to and
coocrdinated with the goals and objectives of the
facility program plan and will act as a guideline to
improve program efficiency and measure goal achievement.

DEFINITIONS: As used in this document, the following
definitions shall apply:

A. Budget: Guidelines for estimated revenues and
expenditures.

B. Annual Facility Budget: A listing of all planned
expenditures of funds for a facility for one year.

PROCEDURES :

A. Budget Preparation: All facets of on-~going pro-
grams, newly proposed programs and long range goals
shall be evaluated for their budget reguirements.
Assistant Administrators and Assigned
Supervisors shall assist in the budget planning
process by evaluating existing and projected:

1. Staff needs for each section.
2. Needs for capital improvements.

3. Needs for consumable and non-consumable items
for each section.

4, Travel and staff training needs.
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Budget Submission: The Chief Administrator shall
submit a written facility budget to the parent
agency six months prior to beginning a new state
budget cycle. Detailed evaluations and
justifications should be included in the budget
submission and the Chief Administrator should be
prepared to meet with the parent agency, in the
beginning of each fiscal cycle, to discuss any
portion of the report that needs further
clarification.

Budget Reallocation: Facility funds may be
reallocated from one appropriation to another only
when specific written authorization has been
obtained from the Chief Administrator.

Budget Revision: When appropriate, the Chief

Administrator shall submit a request tc the parent

agency for budget revision. Detailed evaluation and

justification should be included in the request.

ENective Date Approved By:
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JUVENILE TRAINING SCHOOLS 2.2 5
Chapter: Related Standards:
FISCAL MANAGEMENT ACA: 2-9042 - 2-9045
Subject:

Accounting for Appropriations
& Expenditures of Funds

IT.

III.

POLICY: Accounting operations are structured to
indicate the current status of appropriations and
expenditures on a continual basis. Accepted
regulations and procedures prescribed by the parent
agency require:

A. Strict recording and receipting of all funds.

B. Providing a specific room where funds may be secured
in a safe at all times.

C. Disbursement of funds for approved goods or services.

D. Methods used for collection, safeguarding and
disbursement of funds be reviewed by the Chief
Administrator at least annually to ensure compliance
with parent agency requirements.

E. An annual report of all monies collected be prepared
by the Chief Administrator for submission to the
parent agency.

DEFINITIONS: As used in this document, the following
definitions shall apply:

A. Appropriated Funds: Monies allocated to the
facility by the parent agency.

B. Petty Cash: A fund, authorized by the Chief
Administrator, used to procure small items.

PROCEDURES::
1. Cash receipts shall be:

a. Entered in the cash receipts log by the Business
office staff.

b. The Office Manager shall verify the accuracy of
the records and case received and provide the
business office with a receipt for the funds.
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4 Accounting for

Expenditures of Funds

FISCAL MAMAGEMENT Appropriations and . 2.2 Page 2 of 5 ‘

c. All funds and transaction records shall be
reviewed on a daily basis.

d. Funds shall be deposited in a local bank on
a daily basis.

2. Secure storage shall be provided for cash and
valuables.

B. Disbursements:

1. The business office shall match the purchase
order to the vendor's invoice. Prior to
submission for payment, the following details
shall be checked for completion and accuracy:
a. Name of section making request.

b. Name and complete address of vendor.

c. Description of each item.

d. Number of units ordered for each item.

@

e. Unit price for each item.
£. Extension price (Quantity x item).

g. Invoice and purchase order total is in
agreement.

h. Section budget coding that purchase will be
charged against, including the proper
breukdown when purchase is divided among
more than one budget code.

i. Chief Administrator or designee's
signature of approval.

3. Location where order was delivered,
including complete address, building and
room number.

k. Vendor's invoice nuwber, if available.

1. A staff's signature verifying receipt of
purchase.

2. The business office shall assign the appropriate
general ledger account number to each invoice.
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3. Invoice and supporting documentation shall be
forwarded to fiscal authority for payment.

4., Copies of invoice and supporting documentation
shall be retained until verification of payment
is received.

C. Petty Cash: A petty cash fund shall be
established, maintained, and disbursed by the
business office.

D. Staff and Volunteer Reimbursement: When a request
is submitted to the business office the following
shall be observed:

1. Disbursements shall not exceed an established
limit (amount) unless an additional
authorization has been obtained from the proper
authority.

2. Disbursements for purchases must be supported
by a register receipt or its equivalent. The
register receipt shall be checked for accuracy
and attached to the petty cash voucher.

3. All petty cash vouchers shall be signed by the
staff member approving the disbursement as well
as by the individual redeiving the petty cash
funds.

E. Staff Payroll:

1. Time Accounting Procedures: Are used in
conjunction with time sheets to provide
consistency and accuracy.

a. Staff members will sign or punch in on
the time sheet when theéy report for their
shift,

b. Staff members will sign out when relieved
of their shift assignment.

c. All overtime shall be authorized on the
time sheet/card by the Assigned
Supervisor. Overtime will be paid in
quarter hour increments, rounding up or
down to the nearest fraction.
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FISCAL MANAGEMENT Appropriations and . 2.2 Page 4 of S5 ‘

2. Time Sheets/Cards: payroll and auditing
purposes require the submission of time
sheets/cards to the Office Manager at the end
of each pay period.

a. Each Assigned Supervisor shall review time
sheets/cards for accuracy of dates, times
in and out, and total hours worked.

b. Overtime is to be documented and approved
by staff member's supervisor.

c. The Assigned Supervisor shall review time
sheet information, make any necessary
corrections and sign the verification.

d. The Assigned Supervisor shall be
responsible for submitting all time
sheets/cards to the Office Manager no
later than three days following the end
of the pay period.

e. The Business Office shall enter salary and
wage information from the payroll listing
onto each time sheet/card.

£. Leave slips will be compared with time
sheets/cards and will be recorded.

3. Bank Payroll Service: Should the facility
use a bank payroll service, time sheet/card
information is transferred to preprinted
computer sheets. The computer sheets shall be
balanced, totaled and transported to the bank.
The bank shall calculate witholdings and other
deductions. Within 48 hours, the bank shall
have individually printed payroll checks with
documentation available for pick-up.

4, Verification Procedures: The Payroll Office
shall verify the accuracy of each paycheck by
comparing with the computer sheets. If errors
occur the bank should be notified, the paycheck
voided and a supplementary check issued. The
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Expenditures of Funds :

corrective action taken shall be noted on the
computer sheet. Information from the sheets
shall be posted to a payroll journal. This
journal shall be divided according to project or
program function. Total payroll figures must
balance with the net payroll plus deductions.

Eftectve Date Approved By:




Sample Juvenile Training School

REQUEST FOR PETTY CASH FUNDS

DATE: AMOUNT:

FOR:

CHARGE TO ACCOUNT NUMBER:

APPROVED BY: RECEIVED BY:




SAMPLE JUVENILE TRAINING SCHOOL
CONFIRMING PURCHASE ORDER
DIRECT PAY

FACILITY REQUIS'TIONED BY

NAME DATE

SECTION PLEASE USE TYPEWRITER

CONFIRMED BY PURCHASING

DELIVERED TO ADDRESS NAME Loa DATE

DATE

NAME l
AND

ADDRESS

L _

_

VENDOR
INVOICE DESCRIPTION QUANTITY UNTIT PRICE AMQUNT
NUMBER

AMOUNT FOR EACH

s CHARACTER
FUND SECTION ALLOTMENT AND OBIECT ALLOTMENT

APFROVED gﬁCEIVED

BY PURCHASING DATE

APPROVED AUTHORIZED
BY PARENT AGENCY BY DIRECTOR

FINANCE AND VENDOR




Sample Juvenile Training School

PURCHASE REQUEST

(TO BE TURNED IN TO THE BUSINESS OFFICE)

Staff Member:

Unit
Measures Quantity Item Requested Suggested Vendor

Director

Date Submitted:

To be filled out by Business Office:

Date Received:

Problems with Order (if any):
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Chapter: Relsted Stzndards:
FISCAL MANAGEMENT ACA: 2-9056
Subject: NAC: 4.4
Juvenile Fund Accounts

I. POLICY: Juvenile fund accounts shall be established to
discourage  theft and the inappropriate use of cash that
could present a security.and control problem. Juveniles
shall have the opportunity to invest in interest-bearing
savings accounts.

ITI. DEFINITIONS: As used in this document, the following
definition shall apply:

Monthly Accounting Report: Verification of the accuracy
of entries on the juvenile fund account sheets.

III. PRCCEDURES:

A. Collection:

1. All money in the possession of a juvenile at
the time of admission shall be taken by the
admitting staff member, counted in front of
the juvenile, placed in an envelope which is
then sealed, dated and signed by both the
supervisor and juvenile. A juvenile fund
account sheet shall be filled out at that
+ime and placed in the appropriate file in
the administrative office, and noted in the
appropriate section on the inventory of the
juvenile's personal possessions.

8
.

All money received either through the mail or at
the time of a visit shall be similarly teken and
accounted for by the business office on the
juvenile's fund account sheet, with a receipt
given to the depositor for all amounts of cash.

B, Securing Funds: Juvenile funds shall be given to
and maintained by the business office. These funds
will be bheld in a secure area. The Chief
~Administrator shall limit the amount of funds kept in
the facility. Any amount over this limit shall be
placed in interest-bearing accounts. These funds
will be deposited in a bank.
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Transactions and Purchases:

fund's account

Closing Accoun

ts:

All juvenile fund
account transactions must have the approval of the
Assigned Supervisor and shall be entered on the

When a juvenile is released

from the facility, all money, minus authorized

expenditures, shall be returned to the juvenile.

The juvenile shall sign a feceipt for the funds

received, and the juvenile's fund records will be
placed in their permanent case record file.

Monthly Accounting Report: At the beginning of

each month, the Assigned Supervisor shall verify the
mathematical accuracy of all entries on the juvenile
fund account sheets and will issue a statement to

each juvenile showing the status of their individual

account. He/she shall prepare a juvenile fund

account report, which compares the balance with cash
on hand, and shall submit the report to the Chief
Administrator no later than the fifth working day of

the month.

Eftestive Date

Approved Bw:
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Chapter: Related Standasds:
FISCAL MANAGEMENT ACA: 2-9053

Subject:

Juvenile Benefit Fund

I. POLICY: A Juvenile Benefit Fund shall be established to
enhance the programs and services that directly affect the
central population of the facility. This account will be
controlled and maintained in accordance with accepted
accounting procedures.

II. DEFINITIONS: None.
ITI. PROCEDURES:

A. Collection of Funds: Money for this fund may
originate from:

1. Donations by individuals, organizations, and
community groups.

2, Profits from the commissary.
3. Fund raising activities.

4. Other sources approved by the Chief
Administrator.

B. Receipts and Expenditures:

1. Staff must provide a receipt for all funds
accepted for deposit into the Benefit Fund. All
checks accepted must be made out to the facility.

2. The Chief Administrator or his designee will
review requests and authorize appropriate
expenditures.

C. Use of Fund:

The Juvenile Benefit Fund shall be used in any of the
following ways:

1. , For the purchase of supplemental supplies and
equipment which would enrich the facility's
program activities.
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2. To help juveniles in need of funds when no
other sources are available.

3. To provide for campus-wide activities which
would enhance programming goals of the
institution.

4, As a sheort-term, interest-free loan to meet
individual or group emergency needs which are
outside the realm of agency expenditures.

Eftective Date Approved By:
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Chapter: Related Standards:
FISCAL MANAGEMENT ACA: 2-9045, 2-9046, 2-9048

Subject:
Internal Control and Monitoring:
of Accounting Procedures

I. POLICY: Regulations and practices for internal control
and monitoring of accounting procedures are designed to
ensure the safekeeping of all facility funds and require
continual monitoring of fiscal activities by external
auditors. Fiscal policies require:

A. Internal control of petty cash, staff bonding, and
signature contrcl for checks and vouchers.

B. Annual reporting to the parent agency of the
facility's fiscal activities.

C. Independent audits of fiscal activities conducted
annually.

II. DEFINITIONS: None.
III. PROCEDURES:

A. Security of Funds: The Chief Administrator is
responsible for the administration, collection,
safekeeping and monitoring of facility funds. In
carrying out these duties, the following tasks
shall be accomplished:

1. Cash and negotiable funds will be stored in a
fireproof safe in a secure location.

2. Safeguard the transfer of all cash and/or
negotiable funds in the following manner:

a. Issuing receipts for all funds received.
b. Requiring receipts and documentation for
all facility funds passed from one staff

member to another.

c. Physically transferring funds to the bank
daily.
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E. Signature Control of Checks: The Chief
Admiristrator or his designees are the only
rersons authorized tc sign checks.

C. Annual Accounting Report: An annual report of
accounting procedures shall be prepared by the
Chief Administrator for submission to the parent
agency and shall:

1. List receipts, disbursements and balances for
each segment of the facility account.

2. Explain any problem areas.

D. Internal Audits: A review of fiscal activity shall
be conducted quarterly with reports prepared by the
auditor.

1. A report of findings specifically related to the
following shall be forwarded to the Chief
Administrator:

a. Compliance with parent agency policy for
fund contreol.

b. Compliance with facility policy for fund
control.

c. Bccuracy of funds compared with records.

2. The Chief Admiristrator shall review the report
and forward ocne copy to the parent agency.
appropriate, suggestions for improvement or
corrective action shall be giver to the
Assistant Administrator.

E. External Audits: A review of fiscal activity shall

he conducted regularly by an independent auditing
body. Detailed reports shall be provided to the
parent agency and the facility Chief Administrator.

These audits shall examine:

procedures. :

2. Level of compliance with the parent agency's

requirements.

3. Level of compliance with legislative

requirements.

i. Ievel of compliance with standard fiscal
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F, Audit Schedule: Present legislation recommends
external, annual audits and mandates an external
audit within a three year interval.

Efiective Date Approved By:
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Chapter: Relaied Standards:
FISCAL MANAGEMENT ACA: 2-3041, 2-9050

Subject:

Inventory Control

I. POLICY: Accountability for all facility property and
supplies shall be provided through the use of regular
inventories. The Chief Administrator shall systematically
review space and equipment reguirements at least annually
and report deficiencies and suggest plans to the parent
agency.

II. DEFINITIONS: None.

III. DPROCEDURES: The Assistant Administrator shall be
responsible for:

A, Inventory: All facility property shall be divided
into appropriate categories and inventoried.

1. Storerooms shall ke inventoried on the last day
of each calendar month. This process shall be
gimplified by regular use of bin cards located
in close proximity to the stock item. This card
contains a chronological record of an item on
hand, as well as items received, issued and
balanced.  Typically storeroom items include:

a. Food supplies,

b. Stationery.

c. Cleaning supplies.

d. Clething.

e. Standard items used by the Building

Supervisor such as plumbing and carpentry
supplies, tocls and similar items.
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Minor equipment and furnishings, with values of
at least $200.00 but less than $1,000.00, shall
be inventoried at least annually. Equipment
records, listing the location of all such
property, are maintained in the administrative
office. Assigned Supervisors shall have
duplicate recoxrds of all property assigned to
their sections. Records shall include:

a. Description,

b. Location.

C. Responsible supervisor.

d. Purchase date and acquisition price.

e. Current value,

Equipment with current values of $1,000.00 or

more shall be inventoried by the Chief

Administrator's office at least annually.

Records of this property shall be maintained

in the administrative office and shall contain

the information listed in section 2a through e

above. The records shall also include:

a. 211 major equipment that is permanently
installed having a value of $1,000.00 or
more. Typically, major fixed equipment
includes:

{1). Air conditioner compressors.
(2) Boilers.

(3) Commercial ovens.

(4) Dining room serving tables.

Major property shall include buildings, plant

facilities and land. Records and descriptions

of this property shall be maintained in the
administrative office.

Inventory Assignments: Staff shall compile

inventories in accordance with the following
schedule:
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Responsible
Items Staff Member Schedule
1. Storeroom stock Food Service Supervisor Monthly

& Building Supervisor

2. Equipment, Fur- Each Assigned Annually
nishings Vvalued Supervisor
over $200.00

3. Major Fixed Assistant Admin. Annually
Equipment for Management Services
valued over
$1,000.00

4. Major Property Assistant Admin. Annually

for Management Services

]

Inventory Discrepancy: When a discrepancy is noted
a written report shall be completed and forwarded to
the. Chief Administrator for review and initiation of
appropriate action. Typically, this shall include:

1. A listing of items not located.

2. A listing of any item not properly recorded on
inventory cards.

3. Any deviation from parent agency or facility
policy regarding inventory control.

D. Property Disposal: When an item is no longer
needed in a particular section or is determined
damaged beyond repair, a written report shall be
submitted to the Chief Administrator for appropriate
action.

Eftective Date Approved By:
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Chapter: Related Standards:
FISCAL MANAGEMENT ACA: 2-9051

Subject:
Procurement
I. POLICY: A procurement process shall be developed for

fair and impartial bidder selection. The method shall
encourage the participation of gqualified competitive
bidders who are able to meet the requirements for
supplies, equipment or services.

II. DEFINITION: As used in this document, the following
definition shall apply:

Purchasing Agent: A staff member specifically

designated and authorized by the parent agency to procure
goods and services within the framework of parent agency
and facility rules and regulations. {(May be a staff
member of the parent agency).

IITI. PROCEDURES:

A. Procurement: All purchases shall be accomplished
by:

1. The Purchasing Agent securing the best products
at the lowest cost. Where practical,
competitive bidding shall be used. This
requires the facility to submit proposed prices
from more than one vendor.

2. Each Assistant Administrateor may authorize
"immediate need" purchases, not exceeding
$150.00 during the fiscal year, without securing
competitive prices. A purchase order shall be
completed and sent to the Purchasing Agent when
an "immediate need" purchase is indicated.

B. Bid:

1. The Purchasing Agent shall be responsible for
posting public notices inviting bids and
providing prospective bidders with copies of
the plans and specifications. To facilitate
competitive bidding among responsible bidders,
the Purchasing Agent may require a refundable
certified check or bid bond with each bid.
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2. Any prospective bidder who believes any part of
the plans, specifirations or invitations to bid

are unclear or are in need of modification

shall call such problems to the attention of the
Purchasing Agent who will initiate appropriate

action.

3. The complaining bidder if dissatisfied with the
Purchasing Agent's recommendation, shall have
the right to communicate a written objection
directly to the Chief Administrator prior to the
opening of bids.

4, The Purchasing Agent shall return all bid

deposits, certified checks specifications and
plans of the unsuccessful bidders within five

working days of contract award,

Opening of Bids:

1. All bids for contracts shall be opened by the
Purchasing Agent and the Chief Administrator
during a duly called meeting and all bidders
shall have the right to examine the bids after

their opening.

2. At the time of opening bids, the Purchasing

Agent shall note for the record any objections,

criticism or challenges made, and the Chief

Administrator shall review them prior to
contract award.

Award of Contracts:

The Purchasing Agent shall
award the contract as soon as practical, but within
30 days after the opening of bids.
made to the lowest, responsible, qualified bidder.

Award will be

This requirement, however, may be waived after

submission of a statement to the Chief Administrator
and parent agency indicating the reasons for
objection to the lowest bidder.
shall be publicly posted.

Eftective Date

Approved By:

Contract awards




SAMPLE JUVENILE CORRECTIONS FACILITY

PURCHASE REQUISITION

DATE

sEcToN SPACE RESERVED FOR PURCHASING AGENCY
Proposal  No o e
Price Inquiry Date
Bid Opening Date

FOR DELIVERY TO) Purchase Order No.
Purchase Order Date

n%%wmw?n ] DSSCRIPTION (7o 82 TYPED OR pRINTED) PRICE VENDOR

VALUE ESTIMATED BY REQUISITIONING SECTION

S
S

SPECIAL REQUESTS AND/OR SUGGESTIONS BY REQUISITIONING FACILITY TO BE SHOWN ON REVERSE SIDE

ACCOUNTS CHARGEABLE REQUISITIONED BY
PROJECT. JOB CHARACTER AMOUNT FOR
FUND | FACILITY | ALLOT ACT, EQUIP. NO. AND OBJECT EACH ALLOTMENT

PURCHASE AUTHORIZED 8Y PURCHASING AGENT

ALL CONFIRMING REQUISITIONS MUST BE ACCOMPANIED BY VENDOR'S
INVOICE OR SALES TICKET, PROPERLY SIGNED, AND SHOWING ALL

. TERMS OF THE PURCHASE.

APPROVED 8Y DIRECTOR

APPROVED BY PARENT AGENCY
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Chapter:

FISCAL MANAGEMENT ACA: 2-5047, 2-9049

Related Standards:

Subject:

Position Control & Procurement
of Community Program Services

II.

ITI.

POLICY: The Chief Administrator shall have the
responsibility for assessing presently assigned
positions and determining projected staff needs to
meet facility goals and objectives. Responsibilities
also include effective and efficient use of contract
personnel.

DEFINITIONS: None.
PROCEDURES :

A. Coordination of Staff and Fiscal Records: The
Chief Administrator shall monitor the coordination
between the staff record section and the payroll
function. At each month's end, the Office Manager
shall submit to the Chief Administrator a complete
list of staff records which can be compared with the
payroll. This list shall include:

1. Total number and type of positinns filled.
2. Total number of vacancies.
3. Total number of positions authorized.
B. Reconciliation: The Chief Administrator shall
compare the actual payroll records with the listing

provided by the Office Manager. This comparison
shall ensure:

1. 211 positions are authorized officially.
2. Attendance, payroll and personnel records match.

3. Funds are available to meet the payroll costs.
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Subject

Policy #

FISCAL MANAGEMENT

Position Control &

Procurement of Communitly 2.8 Page 2

Program Services

of

Purchase of Community Services: Some services are

not available in the facility and should be
contracted from appropriate community sources.
Non-profit or governmental organizations shall be
given first consideration in procurement of such

services, which may include:

Medical care.

Religious activity.

Educational programming.

Vocational training.

Eftestive Date

Approved By:
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Chaptes: Related Standards:
FISCAL MANAGEMENT ACA: 2-9052
Subject:

Insurance Coverage

II.

III.

POLICY: Staff members shall be covered by insurance at
all times while in performance of their duties. Many
state laws provide for self insurance coverage for all
staff, including workers' compensation, unemployment
compensation, employee civil liability, liability for
accidents involving official vehicles, and public employee
blanket bond.

DEFINITIONS: As used in this document, the following
definitions shall apply:

A. Self Insurance Coverage: A system designed to
ensure the payment of all legal claims for injury or
damages incurred as a result of the actions of
governmental officials, employees or their agents.

B. Worker's Compensation: A statewide system of
benefits for employees who are disabled by job
related injury.

PROCEDURES :

A, Accident Reporting:

1. All accidents shall be reported in writing to
the Assigned Supervisor within one day of the
occurrence. Any claim, notice, summons or
complaint shall be forwarded to the Chief
Administrator and applies to all injuries or
damages; real, imagined, or alleged.

2. All reports of injuries, damages or loss shall
contain the following information:

a. Time and date of loss or injury.

b. Place of loss or injury and name and
address of the person(s)} involved.

c. Description of how loss or injury occurred,
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2.9

Page

2

B.

d. Description of property loss or damage.

e. Description of activities at the time of
the loss or injury.

Worker's Compensation:

Effective Date

Approved By:

Benefits are available to
staff injured in the course of duty and information
is available in the administrative office.

Al
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Chapter:

FISCAL MANAGEMENT ACA: 2-9054, 2-9055

Related Standards:

Subject:

Juvenile Canteen Accounts and
Audits of the Account

II.

III.

POLICY: Controls shall be maintained over canteen
operations and regular accounting procedures are to be
followed. Juveniles shall have the opportunity to obtain
miscellaneous items not normally provided by the facility.

DEFINITIONS: As used in this document, the following
definition shall apply:

Canteen: A store or system available to juveniles for
the purchase of miscellaneous items not available through
regular prcgram operations.

PROCEDURES:

a. Canteen Transactions:

1. The canteen shall conduct sales at least
weekly. Sales are to be made against canteen
slips.

2. A debit entry is made at the time of purchase
with the juvenile initialing the debit, in lieu
cf a receipt. An entry is made on an adding
machine tape for each Jjuvenile transaction.
Entries are subtotaled for each customer and
totaled for each nights sales.

3. At the close of each day's operation, the
Assigned ‘Supervisor reconciles the sum of
juvenile debits against the adding machine tape.

4. The adding machine tape shall be placed in the
safe until the next business day.

5. The Assigned Supervisor shall enter total
sales in a Jedger using the amounts shown on the
adding machine tape and the tape shall also be
retained.

6. At the end of the week, a check issued against
the juvenile's account is deposited into the
canteen account to reimburse for sales.



Chapter Subject Policy #
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the Account

Transactions with Vendors:

1.

Fach week the Assigned Supervisor checks
canteen stock and determines order quantities
for items in low supply.

Vendors are selected on the basis of price and
reliability. At least once each quarter price
quotations are solicited from competing vendors
to take advantage of favorable price changes.

The Assigned Supervisor shall complete

order forms supplied by vendors listing items,
quantities, unit prices, total prices and

discounts.

When deliveries are made, the Assigned

Supervisor will check the goods against the

packing list and sign for the delivery.

Deliveries from vendors shall be placed in the
canteen and kept separate from inventory. The
Assigned Supervisor shall, again, check the

order against the packing list before the goods

are added to inventory.
to the vendor for corrective action.

Shortages are reported

Invoices shall be forwarded to the Business

Office.

Checks are issued for each vendor from the

canteen account.

Monthly Bank Statement:

The current monthly bank

statement for the canteen checking account is
reconciled against the canteen ledger by the business
office.

Canteen Audits:

quarterly by the business office.

Efleziive Date

Approved By:

Internal audits shall be conducted




CHAPTER 3

PERSONNEL

COMMENTARY

This chapter encompasses American Correctional Association
Standards 2-9010, 2-9057 through 2-9064, 2~9066, 2-9067,
2-9069, 2-9072, 2-9073, 2-9076, 2-9077, 2-9079, 2-9081,
2-9083, 2-9084 and National Advisory Committee Standards
1.4, 1.41 which emphasizes the importance of a sound
personnel program.

Statutes and regulations related to personnel administration
vary widely from one jurisdiction to ancther. These
guidelines are published with the expectation that, while
being used in conjunction with an extensive personnel
manual, judicious use will require revision to conform with
local conditions.
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Related Standards:

PERSONNEL ACA: 2-9057 - 2-9059, 2-9072,
2-9081

Subject: HAC: 1.4, 1.41
Personnel Selection, Retention
and Promotion

I. POLICY: The facility administration shall provide
employment opportunities to the widest possible range
of candidates and shall select from that group the
best qualified persons to meet program needs. Selection,
retention and promotion shall be based upon merit,
applicable statutes and personnel policy as set forth
in directives from the parent agency. Consultants,
volunteers, and contract personnel who work with juve-
niles shall zgree to comply with written policies of
the facility especially on confidentiality of informaticn.

IT, DEFINITIONS: As used in this document, the followirg
definition shall apply:

Lateral Entry: Transfer, at the same grade and salsary
level, to another section or facility.

III. PROCEDURES: Procedures that shall be fcllcwed by
hoth the Chief Administrator and Assistant Administrator
incliude:

a. Personnel Management Principles: The essential
components are:

1. To determine and develop an effective
organizational system,

2. To recruit, promote and retain the best possible
candidates on the basis of merit and specified
qualifications to carry out the facility's
policies.

3. To assure equal opportunities for all candidates
as well as for the existing staff.

4. To assure that proper counseling toward better
job performance and career achievement is
available to all staff.

5. To assure that a career goal is available to all
staff and that appropriate training is provided
to each staff member.
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To provide internal promotion opportunities for
staff whenever possible, balanced with the need
of the facility for experience not available
within the facility.

To develop a personnel management philosophy but
to implement a decentralized personnel operation.

To aggressively pursue an affirmative action
program which recruits persons who might not
otherwise seek employment with the facility.

To maximize job satisfaction and involvement on
the part of each staff member by encouraging
individual decision naking and involvement in
establishing policies.

Employment Prospecting: The Office Manager shall:

1.

Receive job applications and maintain files for
each job description.

Contact names on register for interest in
employment.

Arrange employment interviews with the Chief
Administrator.

Staff Selection and Promotion:

1.

Y

Initial selection and promotion shall be made
based on experience, education, physical
condition, training and performance.

Employment and promotion requirements shall
be evaluated through written tests, oral
interviews, background investigation
verification, or any combination of the three.

Lateral entry into the facility shall be
permissible at all levels. Nc section shall
initiate or allow any practice which will
restrict selection or promotion of gualified
staff from outside the section.

Salary levels and employee benefits for facility
staff shall be competitive with other parts of
the juvenile justice system, as well as with
comparable occupational groups in the private
sactor.
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5. Staff members must be able to demonstrate that
they have the skills required to perform
specific job related tasks. Supervisory staff
must be qualified professicnals in their fields.

€. Staff shall be subject to reassignment. Such
changes will be made with due consideration of
the staff member and the needs of the parent
agency, as well as the facility program.

D. Interview Committee: Supervisors may reguest an
interview committee to assist them in any procedures
for hiring of new staff, promotion, termination,
etc. The interview committee will consist cf:

1. Supervisor of the area that is being hired for.
2. Senior staff of the same area.

3. One other administrative staff member (rotating
assignment) .

The decision of the interview committee will be in
the form of a recommendation to the responsible
supervisor. Final authorization, if necessary,
will be the responsibility of the Chief
Administrator.

E. Physical Examinations: To ensure that candidates
can accomplish the required duties of the position,
physical examinations shall be conducted prior to
employment and the findings and recomrendations of
the examining physician forwarded tc the Personnel
Officer. Annual physical examinations including a
T.B. test are required of all staff to ensure their
continuing ability to function effectively. 2ny
staff determined by the responsible medical
authority to be unfit for duty is to be removed or
reassigned according to appropriate laws and
regulations.
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F. Records Check: The names of all prospective staff
shall be referred to the personnel office of the
parent agency for background investigation. Recause
of the sensitive nature of training school faci-
lities, appropriate steps are necessary to ensure:

1. Accuracy of information furnished on application
and/or interview.

2. Evaluation of criminal record. A criminal
record shall not bar employment automatically,
but must be evaluated according to the
seriousness of the offense and its relation to
and probable effect upon job performance. An
arrest or conviction occurring after the date of
hire, particularly for an offense that relates
to the employment, may be subject to
disciplinary action or suspension.

3. That as a general rule anyone adjudicated for
child neglect/abuse shall not be considered for
emplcoyment.

4, Possession of current certificates, licenses or ‘
registrations as evidence of competence to per-
form specific duties. Proof of license will be
kept on file.

G. Appeals: Any staff or potential staff member who
believes they are unfairly treated may submit a
written request for review to the Chief
Administrator. If dissatisfied with the response,
the complainant may appeal further to the parent
agency for final decision. Responses to such
requests shall be prompt and in compliance with
grievance procedures.

H. Review:

1. The parent agency's personnel officer shall
provide the Chief Administrator with a
comprehensive personnel policy report at the
end of each fiscal year. The Chief
Administrator shall review this report and
evaluate progress as it relates to overall
parent agency and facility program goals.,

2. Reports of progress and/or major deficiencies in
the personnel program reviews shall be discussed
with representatives of the parent agency.
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I. Provisional Appointments: Unusual and/or emer-—
gency situations sometime reruire employment of
temporary or part-time staff. The parent agency's
personnel cffice shall develop rules to govern
provisional appointments within the following
framework:

1. Selection of provisional staff is restricted to
persons possessing at Jeast minimum qualifica-
tions for the position.

2. Provisional staff shall be provided with
training, salary, leave accrual, days off and
other staff benefits enjoyed by regular full
time staff in the appropriate job category.
Such benefits shall be prorated for the pro-
visional staff working less than full time.
Benefits may never exceed those for full time
workers.

3. No provisional appointment may exceed one yeaxr
in duration and may be extended only bv the
Chief Administrator with written approval by the
parent agency. A provisional appointment may
never exceed two years.

. Staff Hiring: Hiring practices and procedures must
conform to parent agency policies.

K. Professional Membership: Staff members are
encouraged to apply for membership in related
professional organizations to enable them to stay
abreast of developments in the field, and to upgrade
their skills through participation in workshops and
conferences.

Eftective Date Approved Byt
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Related Standards:

PERSONNEL ACA: 2-9063, 2-9064

Subject:

Affirmative Action

MAC: 1.4

II.

III.

POLICY: The parent eagency shall establish and
implement an affirmative action plan which offers
equal opportunities to all persons in all phases of
employment.

DEFINITIONS: As used in this document, the following
definitions shall apply:

Affirmative Action: A concept designed to ensure
equal opportunities for all persons regardless of
race, religion, age, sex, or ethnic origin. The
equal opportunities shall include all personnel
programming including selection, retention, rate of
pay, demotion, transfer, layoff, termination and
promotion.

PROCEDURES:

a. Sex: The nature of some program operations dictate
that some sex-sensitive job assignments be made  and
that some positions be restricted by sex. Each of
these assignments and restrictions shall be fully
reviewed by the Office of Affirmative Action and the
local or state equal employment opportunity/
affirmative action committee to assure that they
comply with the bonafide cccupational qualification
excepticns recognized in Title VII of the Civil
Rights Act.
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B.

Discrimination Charges: Discrimination charges and
their resolution (whether filed internally or with
external civil rights agencies) are reviewed to
assure that policies which have been unintentionally
discriminatory are revised.

EfRective Date 7 Approved By:
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Chapter: Related Stasdards:
PERSONNEL ACA: 2-9069, 2-9076, 2~9077,
2-9077
Subject: NAC: 1.4

Performance Evaluation of
Probationary Staff and Annual
Performance Ratings for all Staff

I. POLICY: Performance of all staff, permanent and
probationary, shall be evaluated regularly against the
standards expected for the assigned position.

II. DEFINITIONS: As used in this document, th: fellowing
definitions shall apply:

A, Performance Appraisal: A continuous process of
measuring performance against defined standards.

B. Service Rating: Measurement of performance
compared to others performing the same tasks and
past performance of the individual staff member.

C. Critical Flement: 2 component of a staff member's
job that is essential to perform it effectively.

D. Non-Critical Element: Any component of the job
which, although important, is not deemed critical in
relation to other aspects of the job.

E. Performalice Standards: The level of achievement
established by the administration for the duties
and respongibilities of a position. Performance
standards may include, but are not limited to,
quality, quantity and timeliness.

F. Probationary Staff: A staff member who hag not
attained permanent status.
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III. PROCEDURES:

A.

Probationary Period: The probationary pericd of a

term of not less than 6 months and more than one
year extends the assessment and selection prccess by
allowing the staff member to demonstrate his/her
capability to perform the duties and responsibilities
of the position. During this time, probationary
staff shall receive an intensive program of job
direction/skills that will enable them to perform
effectively.

1. Performance Standards: Each probaticnary
staff member shall receive a job description.
Standards of performance shall be given to the
probationer on entry and shall be explained
during the orientation period.

2. Performance Rating: Fach probationary staff
member shall receive an administrative rating
periodically, by his/her Assistant
Administrator, to assess the total fitness of
the appointee, including integrity, aptitude,
good work habits, cooperation and conduct.

a. The completed rating must be filed in the
stalf member's official personnel folder
and retained for two years.

b. The staff member shall be allowed review of
the rating within 30 calendar days follow-
ing completion of the rating period.

c. Careworker staff subject to frequent job
and/or supervisor changes may be rated on a
simplified form monthly.
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3. Probationary Evaluations: The supervisor of
each probationary staff member must submit an
evaluative statement no later than the end of
the last month of the probationary period. This
signed statement certifies whether the staff
member's performance, conduct and general
character traits have been satisfactory. A
recommendation about the staff member's being
retained beyond the probationary period shall be
included in the statement. The staff member
shall read and initial all ratings of past and
present performance.

a. Evaluations should be initially prepared
in rough form by the supervisor to be
reviewed for clarity, pertinence,
applicability, ‘accuracy, etc., and
should be given tc the staff member for
review.

b. Evaluations are to be discussed in private
with the staff member to provide full
explanations about the ratings prior to
being signed by the supervisor and staff
member. All evaluations are to be for-
warded to the Chief Administrator for final
review and approval prior to being sent to
the parent agency.

4, Probationary Rights: Failure to meet reason-
able standards of performance and satisfactorily
complete training shall be a basis for dis~
qualifying staff during the prcbationary periocd.
Probationary staff do not hawe tre yi~ht to
appeal evaluations.

B. Performance Appraisals: Performance appraisals
shall be implemented by the Chief Administrator to
encourage the staff to evaluate their own work
habits., Annual appraisals shall be required for
all non-probationary staff. This system shall
provide for:




Chapter

Subject Policy #

PERSONNEL

Performance Evaluationd 3.3 Page &4

of 7

Establishing performance standards that
objectively and accurately evaluate job
performance.

Communicating to staff both the performance
standards and the critical elements to the
position.

Evaluating staff performance during the
appraisal period.

Recognizing and rewarding staff whose
performance warrants it.

Assisting in improving unacceptable performance.

Reassigning, reducing in grade or removing staff
who continue to have unacceptable performance,
but only after they are given opportunity to
demonstrate acceptable performance.

Establishing major ol elements (critical and
non-critical):

a. Critical and non-critical elements are
the specific projects/tasks which define
the position. These elements and corres-—
ponding performance standards shall be
communicated to each staff member at the
beginning of the rating period.

b. The individual performance standards and
appraisals must evaluate:

(1) Improvements in efficiency, producti-
vity and quality of work or

service.

(2) Timeliness of performance.
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C. Service Ratings: Service ratings for permanent
staff provide both an evaluation of work performance
and a review of work related goals. A service rating
must also be completed on an individual separating
from the facility to provide a final record of work
performance.

1. An annual service rating must be completed, by
the supervisor, for all permanent staff on their
anniversary date.

2. A service rating must be completed, by the
supervisor, for all staff who separate, due to
resignations, retirement, suspensions, dis-
missals, military leave, or transfer from the
facility.

3. The service rating must be completed, by the
supervisor, in guadruplicate. The original and
one copy must be forwarded to the parent agency
by the first week of the month following the
month of review. One copy is placed in the
individual's personal file. One copy is given
to the individual.

4, Service rating can be done on a monthly or urore
frequent basis as a counseling device to improve
work performance of staff.

5. After completion of the service rating, the
supervisor shall arrange a private interview
with the staff member being evaluated. The
interview should involve a review of the prior
service rating as a comparison to the service
rating that has just been completed. . The staff
member's strengths and weaknesses should be
discussed and he/she should be encouraged to
express his/her opinions.
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After a review and discussion of the service
rating the staff member will be given an
opportunity tco make written comments before
signing the rating form. The employee's
signature does not imply agreement but only
that the conference was conducted and that the
staff member read the service rating. If the
employee refuses to sign, the supexrvisor should
note this fact and add any pertinent comment.

Service Rating Description: The service

rating contains five elements ranging from one
through ten points for each element. The
average of the total pcints for the elements
constitutes the service rating score.

a. The scores nine and ten are excellent. To
achiewve these points the individual must
have performed all assigned tasks in a
superior/outstanding manner. A brief
narrative of how the individual performed
should be provided when these points are
earned.

b. The scores seven and eight are very good.
The individual's performance must have
exceeded the requirements of satisfactory
job performance.

c. The scores five and six are satisfactory.
The individual must meet the full job
recuirements as defined by the supervisor.
In instances where the supervisor has not
established clear Jjob requirements, a
rating of at least five is appropriate.

d. The scores three and four are fair. The
individual must have failed tc meet
specific job performance requirements. 2
brief narrative should be provided detaii-
ing job requirements not met and the
specific requirements needed to improve.
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e. The scores one and two are unsatisfactory.
Performance at this level is so deficient
in meeting job requirements that release
from employment is justified. A narrative
is required specifying the performance
deficiencies of the individual. If the
individual is to.be retrained, the
retraining program shall be specified in
the goals section of the service rating.

Termination of Employment: After completion of the
probationary period, termination or demotion is
permitted only for good cause and, if requested,
subseguent to a formal hearing on specific charges.
The hearing will ke conducted by a civil service
commission or other career service organizations.

1. The Chief Administrator, after clarifying the
situation and with approval of the parent
agency, may discharge any staff member whose
behavior is contrary to the policies of the
facility.  The Chief Administrator and
supervisor will discuss the matter with the
staff member before taking action.

2. If a staff member wants to end his/her position
at the facility, a minimum of two weeks notice,
in writing, should be given.

Exit Interview: An exit interview will be per-
formed by the Chief Administrator upon termination of
any staff member. This interview will become a
permanent part of the staff member's record.

Eflective Date Approved By:




Sample Juvenile Training School

Professional Service Rating

Nama Social Security Number Divigsion/Area

Status Clagsification/Titls Job Asgignment

Rating Explanation
An employee’s performance is to be rated numaerically in each of the following six (6} categories with a score of from 1-10 points. Points
awarded in sach of the categorias should then be totalled in the space provided and divided by six () to arrive at an employee's overall ser-
vice rating.

Although narrative clarifications to the numerical scora should be entered In the “Remarks” column, the following standards are to be
observed in awarding points:

Excellant (9-10) Very Good (7-8) Satistactory (5-8) Falir(3-4) Unsatiafactory (1-2)
Points
Awarded Rating Category Remarks

1. Dependablilty - Trustworthy and reliable in completing
assignments; observas policy; mests commitmants in
apite of ditficultias,

2 Quallty of Wark - High quality is maintained under
pressure, Does all parts of job, even new tasks, to high
standards; work is neat and ordesly.

3. Cooperatlon - Able to get aiong with and work nhar-
moniously with fellow employwes; establishes rapponrt
with ajl people with whom thers is contact, Able to work
with supervisor in order to develop as a better amployes.

4. Communication Ability - Able to describe and expiain
problems; content and logic is organized. Able to listan;
persistent in trying to understand others; expresses self
In clear terms.

§. Judgmant - Decisions are always sound in keeping with
agency policy. Abie to react in a crisis and arrive at solu-
tions. Cangistent in taking correct action.

6. Favorable Job Attituda - Looks for, tinds and follows
methods for seif-improvement. Consistently promotas
the agency; is a seif-starter; frequently finds impgoved
ways of doing job.

Total Points Report Period Overail Service Rating

to

Goals for Employae

Degreo Past Goals Havo Been Achisved



SAMPLE JUVENILE TRAINING SCHOOL
EMPLOYEE PERFORMANCE APPRAISAL REPORT

Name Date.
Job Title Division Date Employed
Last Appraisal on

Quality of Work- (Do not consider amount of work). Is work done correctly and accurately? Does work mest the required standé.rds of quality? Are ervors more trequent than
notimal at this stage of training?

| | | L ] I [ | l l l

Work is carelessly done or not Work not always accurate, Work acceptable. Meets Work is of high quality. Work is of highest quality. Does

done correctly, Makes errors Has to be checked fre- normal quality standards. Makes f{ew errors. Work job exactly as it should be done.
frequently. quently to get required re- can be depended ugon.
sults.
Supporting statistics:
Specific training needed:

Quantty of Work-(Do not consider quality of work). Production: How does production compare with job standards or normal?
Industriousness: How does employee apply himself or herself to the job?

l | I | l | L S l

Low production. Takes | Below normal production, | Production normal. Works fairly | Aboveaverage production. Works | Qutstanding production
it easy. Wastes time. Requires some’ | steadily. Does job in reasonable | hard. Steady at job. and application.
pushing, manner,

Supporting production statistics:

Ability to Understand and Follow Instructions- Does employee understand instruction?
Does employee actually do what he or she was told to do?

I | l | IS NN WU U SN SN .

Requires repeated and constant in- { Needs detailed instructions on every | Understands instructions rea- | Understands and follows in- | Understands with great

structon, point. Must be reminded of original | sonably well. Requires only nor-| structions. Rarely has to| ease and follows through.
instructions, mal follow-up. have instructions repeated, | Seems to anticipate in-
structions,
Supporting comments:

Attitude Toward Supervision- What is emplovee's attitude toward supervision? How does employee react 1o instructions? Does employee cooperate willingly? Does emplosee
take criticism open-mindedly?

Negative reaction to supervision | Not too happy to have contact with { Nommally cooperative in accep- | Pleasant and cooper- { Fully cooperative. Tries to be
and criticism. At times uncoop- | supervision. Takes some exception to | dng instructons and criticism. ative, helptul.
erative. criticism.

Supporting comments:




Personality- Is emplovee accepted by fellow workers? Does employee get along with other workers? Does employee have any objectionable characteristics which affect staff
members?

| | l N | | 1 {

Not fully accepted by fellow { Tolerated by group. Not par-| Accepted as one of the group. | Well-liked by fellow workers.] Liked by everyone. People
workers, May cause friction. teularly tactful or cooperative| Gets along with fellow workers. } Cooperates readily. Makes| eager to work with him or her.
with fellow employees. Cooperates with others. favorable impression.

Supporting comments:

Henith and Physical Condition-How doss employee’s health and physical condition affect his or her work?

I | | l l I I | | |

Poor health, Physically l Not in the best health. Some Has reasonably nor- Has good health and energy. Always {it. Has pep and energy.

unadapted to job. physical condition which af- mal health. Keeps in good physical shape.
fects job. :
Absence and punctuality record:
Greatest Strengths
Needs Improvement on
General Comments

This Performance Appraisal was disqussed with the employeeon____________and we reviewed together what is nesded for further development and progress.
Employee's reaction to the job (quote)

Qur plan for action
Ermnployee’s signature
Supervisor’s signature
Comument:
Approved:
Assistant Director
Approved: S
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Chapten: Relzated Standards:
PERSONNEL ACA: 2-9080, 2-9083
Subject:

Staff Pay Comparability and
Expense Reimbursement

II.

III.

POLICY: The parent agency shall provide staff salary
levels and staff benefits which should be competitive with
other parts of the juvenile justice system as well as with
comparable occupational groups in the private sector.
Staff shall be reimbursed for legitimate expenses incurred
in the conduct of official business.

DEFINITIONS: As used in this document, the following
definition shall apply:

Occupaticnal Groups: Managers, tradespersons or
professional staff who are assigned duties,
responsibilities and avthority similar in nature and level
of difficulty.

PROCEDURES :

A. Competitive Pay: The Chief Administrator of each
facility shall submit an arnnual report to the parent
agency including a list cof the pay scale for
comparable staff in the area.

1. Actual salary.

2. Fringe benefits.

a. Medical care.

b. Insurance benefits.
c. Leave allowances.
d. Pension plans.

e. Other programs.
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Consideration of:

a.

Commuting distances.

Job stress.

Assignment hours.
Requirements for stand-by.

Hazardous conditions.

Expense reimbursements will be in accordance
with state travel rules and regulations.

Eftective Date Approved By:
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Chapter: Related Standards:
PERSONNEL ACA: - 2-9079
Subject:
Staff-Supervisors Relations and.
Grievances
I. POLICY: The facility administration strongly encourages

that relationships between gupervisors and staff be
mutvally respectful and, when differences occur, that
resolution be as informal, as possible. If differences
cannot be resolved informally, the grievance shall be
concluded at the earliest possible step of the procedures
outlined in this document.

IT. DEFINITIONS: ' As used in this document, the following
definitions shall apply:

A. Supervisors: That group of persons with authority
to manage, direct, supervise or prepare evaluations
of performance for subordinate staff.

B. Staff: Any full time or part-~time persons in the
facility who have been properly selected and assigned
probationary or permanent status by the parent agency
or Chief Administrator.

C. Grievance: An alleged breach or violation of
policies and procedures or a dispute arising from
the interpretation or application of the same.

D. Discrimination: Any action taken against staff
because of race, color, religion, sex, age, handicap,
national origin, or any other non-merit factor.
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III. PROCEDURES:

A. Staff-Supervisors Relations Committee: A
relations committee, established by the Chief
Administrator of each facility shall be composed
of the following members:

1. Assistant Administrators -- Chairpersons.
2. One supervisory person from each section (to be
appointed by Assistant Administrator of the

section).

3. One non-supervisory person from each section
(selected by the staff).

B. Meetings: Committee meetings shall be held
guarterly.

1. Staff concerns about any of the following
conditions shall be discussed:

a. Proposals for program changes.

b. Safety practices.

c. Training plans.

d. Legislative actions pending.

e, Anticipated changes in facility operations.

£. Policy and procedure changes are regquired
by law or other jurisdictional authority.

2. The agenda, conduct of the meeting and
preparation and distribution of the minutes
shall be required by the Chairpersons. The
Chairpersons shall examine the minutes of each
meeting, evaluate the concerns expressed and, if
necessary, take corrective action. Such actions
may include:
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a. Requiring additional information from
appropriate Assigned Supervisors.

b. Appointing a group to evaluate a situation
and prepare reccrmendations for corrective
action.

Program Involvement: Staff-supervisor
relationships benefit from staff involvement in
facility program planning. For example, staff can
participate in:

Monthly section staff meetings.

[

2. Specialized training program meetings.

. Quarterly administrative meetings conducted by
the Chief Administrator, cpen to all staff.

4. . Section program planning.

5. Regular review of emergercy program plans.

Discussion: Staff are encouraged to discuss
work-related problems informally with their
supervisors before they use the formal grievance
procedure or speak with the Chief Administrator.
Both staff and supervisors are urged to attempt to
resolve grievances at their level to provide the
quickest solution and maintain the best possible
relationship. If a satisfactory solution is not
reached in an informal manner, then the grievance
procedure can ke used.

Grievance Procedures: These procedures shall

provide a just and equitable method for the admini-
strative resolution of discrimination complaints
and/or grievances. These procedures shall apply to
any staff who believe they have experienced unfair
treatment in any area subject to parent agency
control.
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Sstaff Rights and Restrictions:

a.

Each staff member shall have the right, at
their own expense, to enlist the assistance
of an advocate at any level of the
grievance procedure and/or discrimination
complaint procedure.

A staff member will be allowed a reascrakle
period of time, during working hours, to
prepare his/her case.

No staff shall suffer harassment or any
other form of retaliation as a result of
exercising the right to appeal, contained
in the grievance procedure.

A staff member selected as a represent-
ative, or a witness in a grievance
related act, is required to give his/her
immediate supervisor reasonable advance
notice so that his/her absence will not
unduly interfere with facility operations.

Exceptions to the Grievance Procedures:

a.

Matters subject to final action outside the
parent agency such as legislative acts or
reguiations promulgated by other agencies.

Content of legislation or policies
promulgated by the parent agency.

Selection or non-selection for promotion
made from a group of properly ranked and
certified candidates.

Action terminating a temporary promotion.
Decisions not to adopt a suggestion, or

bestow a performance award cr other
honoraxy or discretionary award.
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E. A preliminary warning or proposed notice of
adverse action against a staff member.

g. Termination of the services of a pro-
bationary staff member.

h. Fitness for duty examinations.

i. Health benefits decisions.

3. Violation of military restoration rights.
k. Salary retention decision.

1. Violation of re-employment rights.

Implementation of Grievance Actions: A staff

member must present any grievance within 15
calendar days after the alleged incident occurs.

Grievance Rejections: A grievance may be

rejected if:

a. The staff fails to complete the informal
procedures outlined in this document.

b. The grievance is not filed in a timely
manner.

c. The grievance relates to a matter beyond
parent agency control.

d. The requested relief is not personal to
the grievant.

Notification of Rejections: Notification of

grievances rejected shall be provided in writing
by the parent agency indicating the reason for
rejection and advisement of an appeal procedure.
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7.

Informal Grievance Procedures: A staff member

must complete an informal procedure before &
grievance will be accepted under the formal
procedures grievance. A gorievance over a
disciplinary action, however, may be initiated
at a higher level if the superviscr does not
have the authority tc grant the relief sought.
In all other cases the following two steps are
required:

a.

The staff member alleging a grievance must
present the matter crally to his/her
immediate supervisor, either alone or
accompanied by a representative. The
immediate supervisor shall consider all
available facts and notify the staff memberxr
of the decision as soon as possible but not
later than five calendar days following

the date of the grievance presentation.

If dissatisfied with the decision of the
superviscr, the staff member and/or
designated representative may present the
grievance to the next higher supervisor
official within five calendar days
following the initial resolution attempt.

Formal Procedure:

a.

If the grievance is not satisfactorily
resolved through informal prcocedure, the
staff member or representative may present
a written grievance to the Chief
Administrator within five calender days
following the final informal decision.
This written grievance shall contain, at a
minimum, the identity of the aggrieved
staff member, the specific nature of the
grievance, the corrective action sought and
the signature of the staff member and/or
representative. The Chief Administrator
shall review the grievance and give the
staff member & decigion in writing.
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= b. If still dissatisfied, the staff member may

make written request within five calendar
days that the matter be referred to a
grievance examiner. The Chief
Administrator shall contact the parent
agency within five calendar days to arrange
for an examination. The authority having
jurisdiction will appoint a disinterested
third party to act as examiner. His/her
inquiry shall be conducted according to the
regulations of the parent agency and will
begin as soon as possible after an examiner
has been appointed.

c. The Chief Administrator shall then give
full consideration to the entire
grievance file, including the examiner's
findings and recommendations, and make a
final decision within five calendar days of
receipt. The examiner shall forward the
findings and recommendations to the Chief
Administrator no later than 30 calendar
days after completion of the inguiry.

Exceptions tc this process are:

(1) If the legality of the examiner's
decision is questioned, the decision
may be forwarded to the parent agency
legal counsel, who will render a
binding legal opinion.

(2) If the examiner's recommendations are
unacceptable, the grievance, along
with a statement about why the
findings are unacceptable, shall be
forwarded to the next highest ievel
deciding official within five calendar
days of receipt of the examiner's
findings. The staff member affected
shall be given a copy of this state-
ment.
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d. The next highest level deciding official
shall review the file, including the
examiner's recommendations, and make a
decision in writing within ten calendar
days of receipt. No further right of
appeal will ke accepted.

Efteciive Date Approved By:
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Chapter: Related Standards:
PERSONNEL ACA: 2-9060 ~ 2-9062
Subject:

Establishment and Review of
the Personnel Manual

I. POLICY: The facility administration shall maintain a
policy manual which covers all parent agency and facility
policy and procedures about personnel matters.

IT. DEFINITIONS: TNone.
III. PROCEDURES:
A. Format of the Manual: The personnel mranual shall
be organized into related chapters. The language

used shall be in layman's terms without technical
jargon or references not known by the reader.

B. Content of the Manual: The content of the manual
shall include but not be limited to:

1. Recruitment policies and procedures.
2. Organization of the facility.

3. Job qualifications and descriptions for all
employment categories.

4, Directions for acquiring additional information
about additional job specialities.

5. Equal opportunity information.

6. Salaries for representative job categories.
7. Benefits for staff.

8. Holidays.

9. Leave and work hours.

10. Personnel records.
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11. Perfermance evaluations.

12. Trairing requirements.

13. Promotions.

14. Retirement benefits.

15. Resignation, suspension and discharge policies.
6. staff-supervisor relations.

17. Physical fitness policy.

18. Disciplinary, grievance and appeal procedures.
19. Policy about poliﬁical activity.

20. Insurance.

21. Professional liability,

22. Position responsibilities.

Manual Availabhility: The personnel manual shall
be made available to all staff members. Complete
copies of the manual shall be kept in the admini-
strative offices of the facility and in the

staff library and should be made available for public
review.

Training: The contents of the personnel manual

shall become an integral part of the staff orien-
tation program. All new staff shall be provided
with a summary of the personnel manual. This summary
shall include the major elements of personnel
policies most directly affecting staff programming.

Personnel Manual Review: This manual, along with

all personnel policies and practices, shall be
reviewed annually by the Chief Administrator. A
written report shall be forwarded tc the parent
agency containing comments about existing policies
and any recommendations for revision, addition

or deletion.

Eltective Date Approved By:
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Related Standards:

PERSONNEL ACA: 2-9019, 2-9084
Subject:
Code of Ethics
I. POLICY: The facility requires the highest possible

level of conduct from all staff, protects the integrity
of the parent agency and facilitates the recrujitment and
retention of the highest caliber staff.

2.

Relationships with Juveniles/Colleagues/Other
Professions/The Public:

Staff members will respect and protect the civil and
legal rights of all juveniles.

Staff members will serve each case with appropriate
concern for the juvenile's welfare and with no
purpose of personal gain.

Relaticnships with colleagues will be of such
character to promote mutual respect within the
profession and improvement of its quality of service.

Statements critical of colleagues cr their agencies
will be made only as these are verifiable and
constructive in purpose.

Staff members will respect the importance of all
elements of the criminal justice system and cultivate
a professional cooperatior with each segment.

Subject to the juvenile's rights of privacy, staff
rembers will respect the public's right to know, and
will share information with the public with openness
and candor.

Staff members will respect and protect the right of
the public to be safegquarded from criminal activity.

Professional Conduct/Practices:

No staff member will use his or her official position
to secure special privileges or advantages.
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No staff member, while acting in an official
capacity, will allow personal interest to impair
objectivity in the performance of duty.

No staff member will use his or her official
position to promote any partisan political purposes.

No staff member will accept any gift or favoxr of
such nature to imply an obligation that is inconsis-
tent with the free and objective exercise of pro-
fessional responsibilities.

Ir any publiic statement, staff members will clearly
distinguish between those that are personal views

and those that are statements and prositions on behalf
of an agency.

Staff members will ke diligent in their responsi-
bility to record and make available for review

any and all case information which could contribute
to sound decisions affecting & juvenile or the
public safety.

Each member will report, without reservation, any
corrupt or unethical behavior which could affect
either a juvenile or the integrity of the
organization.

Staff members will not discriminate against any
juvenile, employee, or prospective emplcovee cn the
basis of race, sex, creed, or national origin.

Staff members will maintain the integrity of private
information; they will neither seek personal data
beyond thrat needed to perform their responsibilities,
nor reveal case information to anyone not having
proper professionel use for such. '

Any staff member who is responsible for agency
personnel acticns will make all appointmwents,
promotions, or dismissals corly on the basis of merit
and not in furtherance of partisan political
interests.
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II. DEFINITIONS: As used in this document, the following
definition shall apply:

Code of Ethics: A system of principles coverning a
facility which conform to accepted professicnal standards
of conduct.

III. PROCEDURES: Specific training procedures to assist
staff members in fulfillment of the above recuire-~
ments are detailed in chapters 3.3 and 4.1 of this
publication.

2, FEach staff member will receive a copy of the Code of
Ethics during orientation training.

B. A violiation of the Code of Ethics is basis for
disciplinary action.

C. Orientation as well as continued training will
instruct each staff member in what constitutes
compliance with or violation of the Code of Ethics.

Eftective Date Approved By:
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Chapter: Related Standards:
PERSONNEL ACA: 2-9073
Subject:
Regular Review of Staffing
Requirements
I. POLICY: Each Assigned Supervisor shall regularly

evaluate and review staffing assignments to meet
existing and changing program regquirements.

II. DEFINITIONS: As used in this documrent, the following
definitions shall apply:

A. ecarcy: Any authorized position which is not
filled by a permanent designee.

B. Authorized Positions: Positions assigned to the
facility, in writing, by the parent agency.

C. Budget and Planning Committee: The senior
officials of the facility including the Chief
Administrator, Assistant Aéministrators and all
Assigned Supervisors.

ITTI. PROCEDUR_;I_S_:

A. Statistics: The parent agency's personnel officer
shall provide the Chief Administrator and Assistant
Administrator with accurate statistics about facility
staffing, Prior to each quarterly bhudget and
planning meeting, the Cffice Manager shall distribute
a current listing citing:

1. Total number of staff in each section.
2. Tctal vacancies in each section.

3. Vacancies anticipated.

4. New staff expected.

5. Total vacancies in the facility.

6. Total number of authorized positions.
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Evaluation of Cperations:

1. Assigned Supervisors shall evaluate section
operations and propose operational
improvements within allotted resources.

2. Assigned Supervisors shall provide realistic
coverage for all essential posts and coverage
required for training, days off, annual and sick
leaves ard cther auvthorized and unauthorized
absences.

3. Assigned Supervisors shall be prepared to
present the Chief Administrator with a written
or oral presentation of staffing requirements at
each budget and plarning committee meeting.

Staffing Evaluation: The Chief Administrator shall
regularly avaluate the facility staffing needs to
ensure the best use of manpower resouxces. The
evaluation procecgs shall include consideration of
existing needs, staff suggestions and
recormendations, as well as current and projected
plans and goals for the facility. The appropriate
stafif-juvenile ratio shall be maintzired at all

times.

Status of Personnel Program: The Chief
Administrator shall report the status of the
personnel program regularly to the parent agency.
These reports may be made by separate correspondence
or included in the Chief Administrator's regular
narrative reports to the parent agency. The report
shall include at a minimum statistics on:
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1. Total number of authorized staff.
2. Total number of staff on duty.

3. Vacancies by category.

4, Affirmative action data.

5, Unusual vacancies.

6. Staff-supervisor relations.

Eftective Date Approved By:
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Chapter: Related Stzndards:
PERSONNEL ACA: 2-9066, 2-9067

Subject:

Personnel Records

J. DPOLICY: The Assistant Administrators shall maintain
adequate personnel records for each staff member, ensure
the confidentiality of those records and provide staff
access to them. Staff members shall have the right to
challenge information in their personnel files.

II. DEFINITICONMS: As used in this document, the following
definitions shall apply:

A. Official Personnel File: A current and accurate
record of a staff member's job history including all
important information relating to that history.

B. Mandatory Acknowledgements: Signed receipts from
staff which indicate acceptance to abide by mandatory
rules and regulations.

III. PROCEDUPES:

A, Official Personnel File: The Office Manager is
directed to establish a permanent, separate and
confidential record for each Tacility staff member.
The recerd shall he divided into recruitment,
performance, awards and adverse actions, current
assignment and education/training. Each section
shall contain, at a minimum, the £ollr i

information:
1. Recruitment:

a. Application for employment.
b. A summary of verification of applicant’'s
background, including training, education,

enployment history and salary records.

C. References.
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2. Performance:

a. Current position description.

b. Current completed performance rating.

c. Previous completed performance ratings.

d. Correspondence and/or notations related to
performance.

e, Reason for termination or discharge.

3. Awards and Adverse Actions:

a. Copies of all awards and commendations for
meritorious rerformance.

b. Notations of any awards for special
suggestions foxr facility or programmatic
improvements.

c. Copies of awards received fcr special
community services.

da. Complete record of all adverse actions
finding the staff member's performance
1llegal or substandard.

e. Provisions shall be made to remove adverse
actions, i.e., letters of reprimend,
written warnings, etc. £from the personnel
file after two years, giver that no re-~
current actions on the part of the
staff member occurs.

4, Current Assignrent: Current assignment

material should be organized to allow easy
access and accuracy. Each file must include
at a minimum:
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a. Staff membexr's name.

b. Cocial security number.

c. Current position title.

d. Current salary and grade.

e. Date appointed and type of position.

£. Location of position: c¢ity, county, state.

g. Facility.

h. Receipt signatures for all mandatory
acknowledgements (i.e., code of ethics,
affirmative action agreement, oath of
office, grievance manval, or other
documents which staff member receipts are
required by the parent agency.

5. Fducation and Training: The following

information shall be included in a staff
memrber's file:

a. A complete record of verified educational
achievements

b. 2 summary and/or copies of certificates for
&11 specialized education.

c. A summary of the staff member's current
achievement toward mandatory training
reguired by the parent agency and facility.

B. Supplement -to Supervisory Evaluations: If a staff
member is not satisfied that supervisory evaluations
accurately reflect either the fact cr the totality of
the events being described, the staff member shall
have the right to supplement the personnel record
with documentation designed to correct the perceived
discrepancy.
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Personnel Record Security: All records shall be

maintained in a physically secure area with locking
devices to prevent unauthcrized entry. The records
should be stored in fire resistant cabinets except

during preparation, assembly and review of material.

1. Information Confidentiality: All information
in a staff personnel file is considered
confidential and may be released only with
written consent of the staff member. 2any staff
member or official who discloses information of
a confidential nature cobtained from the staff
member's personnel file may be guilty of illegal
conduct or conduct in conflict with parent
agency and/or facility regulations. This
restriction does not include review of the
material parent agency. Such authorizatiocns for
review are usuvally limited tc administrative
cffice employees, supervisory staff and parent
agency officials whose duties require an
understarding of the background and qualifi-
cations of the staff member.

Review and Challenge by Staff: Staff are en-

couraged to review the contents of their personnel
files periodically to ensure that the information is
accurate and complete.

1. Review:
a. Reviews should be conducted under visual
observation of a staff member of the

administraetive office.

b. The review may reveal the need for
additional updating information.

Z. Challenges: Incorrect or misleading material
may be challenged by the staif.




PERSONNEL DATA SUMMARY TYPE OR PRINT IN INK (if additions! space is needed, use 8% x 11 sheet]

POSITION APPLIED FORA AT INSTITUTION
PLEASE COMPLETE BOTH SIDES
1. LAST NAME FIRST NAME MIDDLE INITIAL 2. SOCIAL SECURITY NO, 3, TELEPHMONE NO,
4, ADORESS.STREET, R.D. CITY COUNTY STATE ZiF COBE
8, ARE YOU A U,S, CITIZEN 8. HOW LONG A RESIDENT 7. DO YOU HAVE DRIVERS LICENSE
Cdves 1 wo CJves v
8. ARE YOUR SCHOOL/EMPLOYMENT RECORDS LISTED UNDER [8a. IF ITEM B IS “YES" LIST 9 VETERANS CREDIT CLAIMED
ANOTHER NAME NAME HERE
[Jves ] no (] ronseLr [ ] FRoMsPousE
10, EDUCATIONAL RECORD {CIRCLE HIGHEST GRADE OF SCHOOLING}
f +.2-3 .4 .8.8-7-8-9.10 . 11 . 12 COLLEGE {1 - 2 - 3 -4 . 8§ P.G.
1% ODIPFLOMA
NAME AND LOCATION OF EDUCATIONAL INSTITUTION DATES SEM DATE R MAJOR SUBJECTS OR COURSES

. o
ATTENOED | CREOITS| GRAD. | DEGREE

HIGH SCHOOL,

COLLEGE OR UNIVERSITY

GAADUATE OR PROFESSIONAL

OTHER SCHOQLING (SPECIFY)

12, LIST BY NUMBER, YEAR ISSUED AND DATE OF EXPIRATION ANY LICENSE, CEATIFICATE OR REGISTRATION ISSUED
OR PROFESSIONAL ASSOCIATION WHICH RELATES TO, OR IS A REQUIREMENT FOR THE POSITION FOR WHICH YOU ARE APPLYING,

13, LIST ANY PRAOFESSIONAL OAGANIZATIONS TO WHICH YOU BELONG (DO NOT LIST ANY ORGANIZATION THAT WOULD REVEAL YOUR RACE,
COLOR, BELIGIOUS CREED OR NATIONAL ORIGIN.}

14, LIST ANY OTHER TRAINING AND EXPERIENCE YOU HAVE THAT YOU BELIEVE PARTICULARLY APPLICABLE "0 THE TYPE Qf WORK FQR
WHICH YOU ARE APPLYING.

18, A LIST OFFICE MACHINES YOU OPERATE 8. TYPING {C. DICTATION 0, FOREIGN LANGUAGES SPOKEN

WFM wem

16, EMPLOYMENT AECORD LIST YOUR COMPLETE EMPLOYMENT RECORD INCLUDING PERIOD OF UNEMPLOYMENT STAATING WITH YOUR
PRESENT POSITION AND WORKING BACKWARDS, {INCLUDE PAID EMPLOYMENT, VOLUNTEER OR UNPAID WORK
AND MILITAAY SERVICES WHICH 1IN YOUR OPINION HELPS YO QUALIFY YOU FOR THE JOB YOU WANT,

A, NAME AND LDORESS OF EMPLOYER POSITION TITLE NAME ANO TITLE OF IMMEDIATE SUPERVISOR
DATES OF EMPLOYMENT NO, HOURS WORKED EACH WEEK
o
From To

DESCRIBE FULLY YOURA MAJOR DUTIES AND RESPONSIBILITIES

NO, EMPLOYES SUPERVISED {8Y POSITION TITLE)




8. NAME AND ADORESS OF EMPLOYER POSITION TITLE NAME ANO TITLE CF IMMEDIATE SUPERVISOR

DATES OF EMPLOYMENT NQ, HOURS WORKED EACH WEEX

From To

DESCRIBE FULLY YOUR MAJOR CUTIES AND RESPONSIBILITIES

NO, EMPLOYES SUPERVISED (BY POSITION TITLE)

C. NAME ANDO AQDRESS OF EMPLOYER POSITION TITLE NAME ANO TITLE OF IMMEDIATE SUPERVISOA

DATES OF EMPLOYMENT NQ, HOURS WORKED EACH WEEK

Fram To

CESCRIBE FULLY YOUR MAJOR DUTIES AND RESPONSIBILITIES

NOQ. EMPLOYES SUPERVISED (BY POSITION TITLE)

D, NAME AND ADORESS OF EMPLOYER POSITION TITLE NAME ANO TITLE OF IMMEDIATE SUPEAVISOR

DATES OF EMPLOYMENT NO, HOURS WORKED EACH WEEK

From To

DESCAIBE FULLY YOUR MAJOR DUTIES ANO AESPONSIBILITIES

NO. EMPLOYES SUPERVISED {(8Y POSITION TITLE)

t7.

WERE YOU EVER CONVICTED OF A CRIMINAL OFFENSE, OR HAVE YOU EVER FORFEITED BOND OR COLLATERAL IN CONNECTION WITH A
CRIMINAL CHARGE? IS ANY CRIMINAL CHARAGE AGAINST YOU NOW PENOING? (OMIT {1} MINOR TRAFFIC VIOLATIONS, AND {2) ANY OFFENSE
COMMITTED BEFQRE YOUREIGHTEENTH BIATHDAY WHICH WAS FINALLY ADJUDICATED IN A JUVENILE COUAT OR UNDER A YOUTH
OFFENDER LAW,) IF “YES”, GIVE DETAILS ON A SEPARATE SHEET OF PAPER, CONVICTION OF A CRIMINAL OFFENSE IS NOT A BAR TO
EMPLOYMENT IN ALL CASES, EACH CASE IS CONSIDERED ON I1TS MERITS,

[ Jves [ ] w~o

18. WERE YOU EVER CONVICTED FOR CHILD ABUSE OR NEGLECT? YES [:] NO

| HEREBY CERTIFY THAT ALL STATEMENTS ARE FULL ANO CORRECT TO THE BEST OF MY KNOWLEDGE AND BELIEF, | AM AWARE THAT
ALL STATEMENTS CONTAINED HEREIN WILL BE VERIFIED AND THAT WILLFUL MISREPRESENTATION WILL RESULT IN DISMISSAL

DATE

SIGNATURE

{Sign a8 you usually sign)
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a. Preparation of a written statement
describing the information to be
challenged and the reason why the
informeticn is believed to be incorrect.

b. Presentation to the staff member's
immediate supervicor of dated information.
The supervisor will examine the evidence
and prepare a written recommendation for
action to the Chief Administrator.

C. Review by the Chief Administratcor cof
controversial material and information
presented by the staff member and the
supervisor. The Chief Administrator
shall rendex & written decision to the
staff member within 30 days of receipt of
the initial date of presentation to the
supervisor. The Chief Administrator may
decide:

(1) To allow the information to remain in
the file.

(2) To allow portions of the information
to remain in the file.

{3) To remove the information and all
references to it.

Appeal of Decision: Tf dissatisfied with the
decision as rendered, the staff member may
submit the material and all relevant information
to the parent agency for review. The parent
agency shall respornd in writing within 30 days
of receipt of the appeal. The parent agency may:

a. Allow the Chief Administrator's decision to
stand.

b. Modify the decision.

c. Reverse the decision of the Chief

l Administrator and remove cor modify the
controversial information as requested by
the staff menber.
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4. Retaining Records: After employees leave the
facility, their files shall be retaired for at
least 5 years. After the 5 year period the
complete file should ke replaced by an indivi-
dual file card of each employee indicating
pexricd of employment, reason for termination,
and performance during employment.

Effective Date Approved By:




CHAPTER 4

TRAINING AND STAFF DEVELOPMENT

COMMENTARY

This chapter encompasses American Correctional Association
Standards 2-9085 through 2-9099 and National Committee
Standards 1.425 through 1.429, about an organized plan to
achieve specific learning objectives.

To create a common understanding of facility objectives and
policies, initial as well as on~going training of all staff
members is necessary.

Each facility must determine the resources and degree of
training available within their budget constraints.
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JUVENILE TRAINING SCHOOLS 4.1 9
Chapter: Related Standards:
TRAINING AND STAFF DEVELOPMENT ACA: 2-6085 - 2-9099

Subject: NAC: 1.425 through 1.429 I

Training & Training Criteria

I. POLICY: Training programs fcr all staff members shall
be planned, coordinated and implemented by a qualified
employee at the supervisory level wbeo has completed 40
hours of training as a trainer in areas in which the
training is being conducted. This training shall include
all maintenance and operation service personnel, food
service workers, clerical staff and cther service
personnel, such as juvenile careworkers, school
teachers, and the administrative staff. The inclusion of
all perscnnel in training prcgrams establishes a common
understanding of cbjectives and policies, facility rules
of juvenile conduct, ané@ the sanctions available.
Programs shall be planned to meet the needs of each staff
member's respective job classification and shall be
pertinent to their work with juveniles.

I1. DEFINITION: As used in this dccument, the following
definition shall apply:

Training: Includes formal classroom instruction,
on-the~job training under the direction of an

instructor, training meetings or conferences which include
a formal agenda and instruction by a teacher, supervisor
or official, manual training, physical training, etc.
Training prcgrams usually include requirements for
completion, attendance recording and a system for
recognizing completions.

ITII. PROCEDURES: The Assistent Administrator shall be
responsible for planning and ccordinating all training
programs to conform to the policy reguirements,

Individual conferences with Assigned Supervisors should be
held regularly according to a definite plan for staff
development. Weekly staff meetings should be held fcr all
personnel in direct contact with juveniles. Space and
equipment shall be provided for training and staff
development .
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a, Program Design: The Assistant Administrator,
working in conjnction with the Staff Training
Officer shall design and impleament a training

program which includes:
1. Pre-service orientation for new staff.

2. In-service training in the existing practices,
procedures, and skills necessary for working
with juveniles.

3. Professional development and skills/techniques
development in keeping with the latest
information in the various components of the
facility proaram.

4. Profersional and career advancement training.
B. Basic Training Objectives: General program

objectives shall be implemented by the supervisory
staff:

1. To familiarize the new staff member with the
facility grounds and physical plant. ’

2. To inform the new staff member of the parent
agency rission and facility plant.

3. To provide staff with improved skills in their
gspecialties.

4. To provide a cadre of resource people for
facility sections and programs.

C. Curriculum:;

1. Juvenile: Theories of juvenile development,
juvenile delinguency, family dynamics and the
part these forces play in juveniles.

2. Staff: Study of organizational structures,
the process of communication, counseling
skills and supervision.

3. External Environment: = Study of the police,
courts, probation officers, and other facilities
and organizations having direct or indirect
impact on juvenile corrections.
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D. Fundamental Training: Depending on the staff
member's title and position within the facility, the
following types of training are considered
fundamental:

1. All Staff:
a. Human relations.
b. Communication skills.
c. Special needs of juveniles.

d. Facility philosophy, policies and
procedures.

e. Emergency procedures.
£. First aid and life sustaining functions.
g. Rights and responsibilities of juveniles.

h. Staff rights and responsibilities.

i. Detecting and reporting child abuce.

2. Support Staff (secretaries, maintenance
engineers, nurses, cooks, clerk typists,
consultants and drivers):

a. Basic skills development.
b. New technologies in area of speciality.

3. Supervisory Staff:

a. Management theory.

b. Planning and evaluation systems.
c. Staff-supervisor relations.

d. Public relations.

e. Relationships with other agencies.
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4. Juvenile Care Staff:
a. Crisis intervention techniques.
b. Problem solving and guidance counseling.
c. Juvenileées rules and regulations.

d. Juvenile grievance and disciplinary
process.

e. Physical restraint procedures.
f. Report writing.

g. Significant legal issues.

h. Use and misuse of authority.

i. The juvenile justice system.

3. Key control and security system.

k. Social and cultural lifestyles of O
juveniles.

1. Relationship building techniques.
m. Transportation of juveniles.

E. Crisis Intervention: In addition to their regular
program of pre-service and in-service correctional
training, all juvenile careworkers must demonstrate
special aptitude in crisis intervention technigues.
They must be able to spot the initial signs of a
crisis and use non-manipulative techniques to
forestall any dangerous behavior.

F. Training Modalities: The training staff shall use:

1. Training packages and programs.

2. Instructors and speakers from within the
facility.
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4.

Ares specialists (court officials, university
professors, consultants, public safety officers,
fire marshals, and similar specialists.

Audio~visual programs.

G. Mandatory Training Requirements by Category of

Employment:

1.

All new staff members shall receive 40 hours of
orientation training prior to independent
assignment.

Clerical and support personnel with minimal
juvenile contact shall receive 16 hours training
during the first year of employment in addition
to training specified, and 16 additional hours
each year thereafter. This training should
minimally irclude:

a. Policy orientation.

b. Organization of the parent agency and
facility.

c. Facility programs.

d. Regulations of the parent agency and local
facilities.

e. Special training directed toward the staff
membexr's section and/or task-oriented
assignments.

Support personnel who have daily contact with
juveniles must receive an additional 40 hours
each year thereafter. Training for this group
may include categories listed previously in
these procedures. These minimum training areas
include:

a. Security for sections.

b. Rasic counseling technigues.
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c. Security procedurss, counts, discipline.
d. Emergency procedures.

e. Section relationships as they affect parent
agency and facility goals.

4. Personnel who work with juveniles confined
separately from the total population shall
receive specialized training.

5. All new juvenile care/supervisory staff must
receive an additional 120 hours of training
during the first year of employment and 40 hours
of additional training each subsequent year.
Training must include:

a. Leadership/supervision of juveniles.
b. Behavior observation/adolescent psychology.

c. Social work and counseling skills. I

d. Dealing with vieclent juveniles/crisis
intervention.

e, Significant legal issues.

£. Decision-making.

g. Security procedures.

h. Key control.

i. Social/cultural 1lifestyle of juveniles.
e Report writing.

k. Emergency proceduresg/first aid.

1. Child growth and development.
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6. Administrative and supervisory personnel are
required to receive 80 hours of training each
subsequent year, including:

a. Ceneral management and related subjects.
b, Labor law.

c. Staff-~supervisors relations.

d. Criminal justice.

e. Public relations.

H. Part~Time and Volunteer Staff: Shall be required
to participate in training according to the number of
hours each week on-~the~job. If a volunteer works
the same number of hours as a full-time staff member,
the volunteer shall receive the same training
opportunity as a full time staff member. Orientation
for part-time and volunteer staff must be appropriate
to their needs and based upon prior experience,
frequency of juvenile contact and program
responsibility.

I. Advanced In-Service Training: Shall be
determined by the Staff Training Officer and shall
include advanced social service practice and theory,
i.e., legislative action affecting the practice of
social work, ethical issues, management skills, etc.
Participation in advanced in-service training shall
include in-house, local or out-of-town training.
Professional conferences and seminars shall be made
available for staff who have shown consistent;
above-average performance on~the-job.

J. ~Training Records: Staff training records chall be
kept by the respective Assistant Administrator. A
separate training reccrd@ shall be established for
each staff member and shall include:

1. Staff members name.

2. Assignment category (i.e., careworker,
«lerical and support, professional specialist,
administrative/supervisory or part-time).
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3. Entry on duty date.
4. Annual training hours required.

5. In up~to-date chronological list of training
completed by the staff member.

Training Record Review: Review of each staff

member's training record shall be accomplished by the

Assistant Administrator at the end of each quarter.
A complete listing of the staff member's training
status, a summarization of the staff member's

training status, and a summarization of the training
and achievements shall be completed quarterly by the

Assistant Administrator and forwarded tc the Chief
Admaristrator for review.

Library and Reference Services: Shall be

available to complement the training and staff
development program. Professional literature,
including technical books, audio-visual equipment,
and journals dealing with the juvenile corrections
field, delinguency, juvenile guidance and related
fields should be available for reading.

Profesgsional Organizations and Education:

Provisions should be made for staff education
development and participation in criminal justice
associations, professiocnal organizations and
activities at both local and naticonal levels.
Combinations cf academic education programs,
professional seminars, workshops and conferences,
and similar work related activities are invited.
Funds are available to provide administrative leave
and/or reimburcement for such participation when
approved in advance by the Chief Administrator.

Educational Reimbursement: A complete listing of

all requests shall be made to the Chief Administrator.

1. Requests submitted to the Chief Administrator
should contain:

&. Name of accredited institution.

L. Course title and description.
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c. Number of credits.
d. Tuition and fees.
e. Dates of course.

2. The Chief Administrator may approve or
disapprove. If approved, the Chief
Administrator may recommend:

a. Total funding.
b. Partial funding.
c. Referral to outside funding.
d. Administrative leave.
o. Outside Resources: The training staff may refer to
other outside resources such as colleges,
universities, or federal agencies for guidance and

assistance in developing and conducting the training
program.

Eftective Date Approved By:




CHAPTER 5

ADMINISTRATIVE INFORMATION & RESEARCH
COMMENTARTY

This chapter encompasses American Correctional Association
Standards 2-9085 through 2-9099 and National Advisory
committee Standards, 1.425 through 1.429. The policy and
procedures are about management information systems.

An important management tool is the ability to access
accurate and timely information. Within budget constraints,
systems of collection and dissemination must be developed.
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Chapter: Related Standards:

ADMINISTRATIVE INFORMATION AND ACA: 2-9100 - 2-9115

RESEARCH
Subject: NAC: l.21, 1.24, 1.31, 1.32

Administrative Information

Systems

T. POLICY: An information system, based on accurate and

carefully evaluated data, should be established so that
research and timely responses to juveniles' needs and
outside inguiries can be made.

II. DEFINITION: As used in this document, the following
definition shall apply:

Demand Information: Required information such as the
number of admissions or releases during the specific 12
month period by offense, length of stay and tyre of
release, usually generated only when a special report is
required.

ITI. PROCEDURES:

A. Maintaining an Information System: The facility
shgll maintain an information system consisting of
files and records, both manual and computer—
assisted, corcerning all major aspects cf facility
operations.

B. Oneywting an Information System: The Chief
Administrator shall determine the system's capability
for demand information by performing the following
tasks:

1. Surveying similar programs to determine types
of information being collected.

2. Analyzing repcrts generated in the past to
determire types of information usually required.

3. Providing a written summary of the staff's
findings to ensure potential demand information
is incorporated in the system.
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C. Organizing an Information System: The Chief
Administrator shall asgssign staff to participate in
developing ané revising systems for the collection,
verificatior, processing, storage, access and
handling of necessary operation and planning data foxr
the facility. These procedures should be reviewed by
the Chief Administretor at least quarterly.

D. Petrieval and Review of Information Collected:

1. The system shall generate typed quarterly
reports summarizing the data collection.

2. Reports shall be reviewed by the Chief
Administrator and other designated staff and
submitted to the parent agency.

3. Program adjustments and future program plans
shall be developed as a result of these reports.

E. Security of Information Collected: 2All proposals
for outside research must be reviewed and approved by
the Chief Administrator. The Chief Administrator or ’
designee chall discuss opportunities for research

projects as well as specified research and evaluation
nieeds of the facility. All research reguests shall
be answered as soon as possible. Applications to
conduct outside research shall include:

1. Title of study.

2. Name, address and telephone number of the
principal research and all research staff.

3. aAn endorsement by a recognized research
organization, such as a university, college,
private foundation, consulting firm or public
agency that has a mandate to perxform research,
certifying that the research proposal is for
valid scientific, educational or other public
purposes.

4. A summary of the goals of the study and the
justification for the research.
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5. A detaziled research design including:

a. The facility resources and personnel that
may be needed for the study.

b. The sampling procedures for selecting
juvenile subjects or juvenile records for
the research as well as criteria that will
be used for sample selection.

c. The procedures for data ccllection, copies
of research instruments to be used
including interview schedules,
questionnaires, data collection forms and
tests.

d. The security procedures tc be followed to
protect the privacy of participants and
confidentiality.

a. Details of compensation.
6. A proposed research contract let by the facility

or parent agency should include a full budget
breakdown.

F. Procedure for Obtaining Approval:

1. Two copies of the application shall be submitted
to the Chief Administrator for review.

a. If the study requires the direct
involvement of juveniles, such as response
to interviews or completion of
questionnaires, the Chief Administrator may
ask a representative group of staff to
review the proposal and to submit a
recommendation for approval or disapproval.

b. The Chief Administrator shall forward to
the parent agency one copy of the
application, together with his/her
decision.
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2. The Chief Administrator shall ensure that all
researchers are informed of parent agency policy
concerning research, A signed agreement shall
be completed prior to initiation cof the project.

3. The Chief Administrator shall approve the plan
for using aiid disseminating the research, and
shall review and comment on the final Ffindings
prior to actual dissemination.

4, Medical, psychological and social research.
(See 12.8)

G. Conduct of Outside Research: Research in the
facility must comply with county, state and
federal guidelines as well as the parent agency cn
the use and dissemination of research findings.

1. The researcher shall obtain signed forms from
juveniles, parents/legal guardians and staff
scheduled to participate ir the research.

2. A staflfT member shall be assigned to meniter the
research project and shall ensure
confidentiality.

3. The principal researcher shall explain the study
and its Justification to all potential
subjects. A written summary, in laymen's
language, shall be prepared and a copy given to
each potential subject. It shall be made clesr
to all juveniles and parents that their
participation in the research is nct required
and shall in no way affect their stay in the
juvenile facility.

4, The principal researcher shall maintain adequate
records enabling the Chief Administrator to
ascertain the status of a study at any time.

5. Any data collected during the course of the
research shall be used crly as agreed to by the
subjects prior to their entry into the study.

€. Mo juvenile shall receive compensation,
rerumeration or payment of any kind in
connection with a research study without the
written permission of the Chief Administrator.
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7. No staff shall receive compensation,
renumeration or payment of any kind in
connection with a research study without the
written permission of the Chief Administrator.

8. Access to research data collected identifying
juveniles chkall be limited to research staff
charged with collecting and evaluating the data,
and to the Chief Administrator or designee.

S. All research data and findings shall ke
reviewed for accuracy by the Chief Administrator

prior to publication or dissemination.

*Approval of the parent agency is required if the
Chief Administrator is to receive compensation.

H. Follow-Up Reports on Outside Research:

1. Immediately following the facility phase of any
research study, a brief report shall be prepared
by the principal researcher. This report,
including a2 summary of the content of the
study, shall be copied for the Chief
2Administrator.

2. When the entire research is completed a copy of
any report shall be provided to the Chief
Administrator by the principal researcher.

3. In any report of results, researchers shall not
use correct names of subject or describe any
juvenile in such detail that they might be
identified.
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I. Violations of Cutside Research Regulations:

1.

Permission to conduct the current study and any
further research may be discontinued for any
violations of these regulations or of cther
parent agency regulations in the course of the

research.

Violations of the regulations may subject the
viclator to civil or criminal liability.

Eftective Date

Approved By:




CHAPTER 6

RECORDS
COMMENTARY

This chapter encompasses

American Correctional Association Standards 2-109, 2-9110,
2-9112, 2-9116

National Advisory Committee Standards 1.51, 1.52, 1.53
American Bar Association 5.8

The policies are about juvenile records and suggest
procedures for implementing these policies.

Recognizing the wide range of legislative and administrative
requirements, certain procedures have been outlined that are
in general use in most jurisdictions.

Before implementing policies and procedures based on these
samples, review the most recent judicial rulings and adjust
the sample documents to meet those requirements.
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JUVENILE TRAINING SCHOOLS 6.1 3
Chapter: Related Siandards:
RECORDS ACA: 2-9110

Subject: NaCcs: L.51, 1.52, 1.53

Record Requirements ABA: 5.8

I. POLICY: Aan accurate record, available only to

authorized personnel, shall be developed for each juvenile
and maintained in a secure location. At a minimum, each
record shall contain:

A. Name, age, sex, place of birth, and race or
nationality.

B. Initial intake information foxrm.
C. Documented legal authority to accept juveniles.
D. Information on referral source.

E. Case history/social history.

F. Medical consent forms.
G. Name, relationship, address and phone number of
parent (s) and/or person(s) juvenile resided with at

time of admissicn.

H. Driver's license number, social security number, and
medicaid number, when applicable.

I. Court orders of adjudication and Aisprui’ .on.
J. Signed release of informaticn Forms, when required.

K. Program rules and disciplinary policy sianed by
juvenile.

L. Individuel plan and program assignment.
M. Progress reports on program involvement.
N. Grievance and disciplinaxy reccrd, if applicable.

0. Referrals to other agencies.

P. Final discharce or transfer report.
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II. DEFINITION: As used in this document, the following
definition shall apply:

Commitment Papers: The written court order confirming
placement of a juvenile, sometimes referred to in
legal terms as a "mittimus."”

III. PROCEDUERES:

A. Immediately following the arrival of a juvenile, the
Intake Staff shall examine the juvenile's
commitment papers, certificates and receipts to
ersure compliance with appropriate legislation and
parent agency rules. The Intake Staff shall
establish an admission file which contains:

1. All information and material related to
commitment and confinement. If there are any
questions regarding the legality of
commitment, the parent agency will be notified.

2. All subsequently received legal documents and
official correspondence concerning the juvenile. .

B. An admission form shall be completed for every
juvenile admitted to the facility and shall contain
at least:

1. Name, age, sex, race, date and place of birth.

2. Date and time of admission and release.

3. Name, relationship, address and phcne number of
parent (s), guvardian (g), or person (s) with
whom the juvenile resided at the time of
admission.

a4, Offenses.

5. Name of juvenile court intake worker.

6. Indication of receipt of case history material.

7. Education and school attended.

8. Religion (if volunteered).
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9. Medical information, including any special
medical problems.

10. Any psychiatric background information.
11. Special comments.
12. Signature of admitting staff person.
C. Assessment, Frogram Assignment, and Progress FReports.

The following information shall be placed in the
juvenile's master file:

1. The evaluatiocn and recommendations of the
assessment team.

2. A record of the juvenile's program and housing
assignments and any changes in those

assignments.

2. All progress and disciplinary reports.

Eftective Date Approved By:




Sample Juvenile Facility

RECORDKEEPING AND EVALUATION

Date:

THE JUVENILE RECURD

NAME OF JUVENILE:

Check ( ) if included. Note reasons, if not.

Face sheet including name, sex, birthdate, birthplace, address,
police district, offense, partents' marital status, physical
condition, dates of admission, verification of personal property,
date and person to whom transferred or discharged.

Admission form including name, history number, birthplace, date
of admission, parents names and addresses, problem areas,

signature of nurse and intake/probation staff.

Copy of delinquent petitiom.

Record of program plan.

Court order and other legal documents.,

Parental consent for medical/surgical care.

Health records, including medication administered.

School records.

Record of juvenile's grievance reports, procedures, findings.
Record of disciplinary actions.

Record of denial of visiting privileges.

Record of documentation on isolation including incident reports,
avthorization and monitoring reports.
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JUVENILE TRAINING SCHOQLS 6.2 4
Chagpter: Related Standarnds:
RECORDS ACA: 2-9109 - 2-9116
Subject: NAC: 1.51, 1.52, 1.53
Case Record Maintenance ABA: 5.8
I. POLICY: Records maintenance shall include clearly
identifying and storing case records in a secure area.
II. DEFINITIONS: None.

III. PROCEDURES:

A. Initiation of the Record: The Assigned Supervisor
shall be responsible for initiation and development
of the juvenile case record.

1. Information shall be filed in feolders stamped
"Confidential."”

2. Folders shall be assigned identifying numbers.

3. Folders shall be placed in alphabetical order
for easy reference.

v 4. Format and organization of material shall be
standardized.

5. 211 material shall be filed immediately.

B. Establishment of Case Records:

1. Documents: At a minimum, the file shall
contain:

a. Initial intake information.

b. Documented legal authority to accept
juvenile.

C. Information on referral source.
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Pecord of court appearances.

Mame of probation officer or caseworker.
Medical history.

Signed receipt from juvenile which
indicates acceptance of the facility rules
and disciplinary policy handbook.

Signed informed consent form.

NMotations of temporary absences from the
facility.

Visitors' names and dates of visits.

A record of telerhcone calls made and
received.

Program assignments, progress reports.
Grievance and disciplinary record.
Referrals to other agencies.

Final discharge or transfer report.

Format: The file shall be set up irn the
following manner:

a.

Left Side of Foldler:

(1) Legal status data.
(2) Admission data.
(3) Outside agency data.

Right Side of Folder:

(1) Educational and/or vocational program
data.

(2) Daily life program data.

(3) Discharge data.
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C. Security: Records shall be stored inside a locked
metal file cabinet and shall be directly supervised
and controlled by an authorized staff member. If a
record is removed from the files area a receipt
indicating reason for removal should be signed by the
staff member. Only authorized person (s) shall have
access to records.

D. Access to Records: In accordance with
confidentiality statutes, access to records and files
shall be restricted to:

1. The juvenile whe is the subject of the record
and his/her counsel.

2. The parents or guardian of the juvenile named in
the record and their counsel.

3. Judges, prosecutors and law enforcement oflicers
when essertial for official business.

4, Individuals and agencies for the express purpose
of conducting research, evaluvative or
statistical studies, provided the proper consent
has been obtained. )

5. Members of the administrative staff of the
parent agency when essential for authorized
internal administrative purposes.

F. Records Review: Shall be conducted at the time of

G.

transfer or release. The Counselor shall evaluate
information for accuracy. Documents no longer
appropriate or relevant shall be removed and the
staff person (s) concerned notified. To prevent
destruction of any document, a written objection may
be entered within 30 days.

Transfer of Records.
1. The juvenile's updated file will accompany the
transferring juvenile or will be transferred

within 24 hours.

2. Medical and educational records will be included.
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H. Records of Released Juveniles: Records shall be
retained until the jurisdictional age of the juvenile
and will then be dispeosed of according to statute.

Eltecilve Date Approved By:




Sample Juvenile Training Facility

INFORMED CONSENT FORM

Name of Facility Making Disclosure Signature of Director

Name or Title of Person or Organization to Which Disclosure is to be
" Made:

Name of Juvenile:

Purpose or Need for Disclosure:

Extent or Nature of Information to be Disclosed:

This consent is subject to revocation at any time
except to the extent that action has already been taken
in reliance thereon.

Date, Event or Condition upon which this consent expires

Date Signed by Juvenile Signature of Juvenile
Signature of Staff Witness to Juvenile Signature Printed Name of Staff
Member:

Signature of Consenting Parent or Guardian Date of Signature
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Chapter: Related Standards:

RECORDS ACA: 2-9110; 2-9112

Subject:

Master Index and Daily
Populatin Movement Report

II.

IIT.

POLICY: The facility shall keep an accurate record

showing the location of juveniles at all times. The

Chief Administrator shall designate staff to maintain a
master index file identifying the location in the
facility, or if temporarily out of the facility in a
satellite section or other location, and shall list all
unusual incidents or misbehavior. This ‘information shall
be readily accessible.

DEFINITIONS: As used in this document, the following
definition shall apply:

A. Master Listing: A complete alphabetical listing
of all juveniles officially assigned to the facility.

B. Inactive File: Repositorxy file kept alphabetically
containing cards of all juveniles having been
released from facility.

PROCEDURES:

a. Master Listing: An alphabetical listing of all
juveniles in the facility shall be kept in the
administrative office. Accuracy of this file is
essential. All movement shall be recorded
immediately, never carried forward bevend the close
of the shift and a daily review shall be made by a
designee of the Assistant Administrator. All
discrepancies shall be reported immediately to the
Chief Administrator. Iocator cards shall contain:




Chapter

Subject

Pollcy #

RECORDS

1

Master Index & Daily
Population Movement

3

6.3

C.

1. Juverile’s name, essential demographic
identifying information of all juverniles in
the facility, room assigrments, tempcrary
release status (i.e., court hearing, home

visits, escapes, etc.).

Supervisor.

1. No entry in the log shall be erased.
Corrections shall be added as an entry in the

log.

2. The log shall ke continuous, with a face sheet
for each shift and sufficient insert sheets to
permit the recording of all ncteworthy events.

Daily Log: The daily log is the primary record of
daily cccurrences in the facility.
of this log is the responsibility of each Assigned

The maintenance

3. Each blank on the face sheet shall be filled in

on each duty to review the previous events

recorded. The log sheets serve as a vehicle of

communication between shifts and among staff.

4. It is the responsibility of the staff member
coming on duty to review the previous events
recorded. The log sheets sexrve as a vehicle of
communication between shifts and among staff.

5. It is the responsibility of the
Administrator to read the pricr
to either respond personally or

Assistant
day (s} log and
bring to the

attention of the Chief Administrator any remarks

or observations made that require action.
a log hasn't been completed properly he/she
should call it to the attention of the staff

member who completed the entry.

Incident Report: The Chief Administrator shall

ensure that a written procedure for reporting unusual

incidents is used.
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1 Master Index & Daily

RECORDS Population Movement 6.3 Page 3 of

1. Whether a participant or an observer of an
incidert, each stafif member has a responsibility
to report an unusual incident to the Chief
Administrator.

Ny
.

Definition of Unusual Incident:

a. A juvenile's physical or sexual assault on
another individual.

L. A staFf member's physical or sexual assault
on another individual.

c. Use of force by a staff member.

a. Serious illness or death of a juvenile or
steff rember.

e. Suicide attempt.

£. Escape, attempted escape, runaway, or
unauthorized absence.

g. Fire.
h. Major property loss or damage.

i. Any juvenile or staff action which coculd
lead to a criminal charge.

3. Any incident that is considered to be
media-sensitive.

k. Other incidents the Chief Administrator
has stated should be reported.
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Master Index & Daily

RECORDS Pepulation Movement

6.3 Page 4 of 4

D. Daily Report of Juvenile Movement: The
administrative office shall prepare a summary report
of all juvenile movement anl shall include:

1. Results of all juvenile counts.

2. All new juveniles, including names and room
assignments.

3. A list of all releases, including names and
destinations.

4, All room changes, section relocations, etc.,
which affect the locaticn of any juvenile.

Eftective Duate Approved By:




Sample Juvenile Training School

DAILY POPULATION MOVEMENTS

Date: / /

Total Population in the Facility at 0000 Hours on this Date:

They were in Rooms:

Room Number Section

Juvenile's admitted to the Facility on this Date were:

Juvenile: Referral Source:
Juvenile: Referral Source:
Juvenile: Referral Source:
Juvenile: Referral Source:

Juvenile's Discharged from the Facility on this Date were:

Juvenile: Discharged to:
Juvenile: Discharged to:
Juvenile: Discharged to:
Juvenile: Discharged to:

Total Population on escape or AWOL Status or on Authorized Release
from Facility:

Total Population Physically Present in the Facility at 2400 Hours
on this Date:

Signature of Staff Member Compiling Report:

Title:




Shift Supervisor:

Recordkeeping and Evaluation

Shift Supervisor's Report

Date:

Shift Time:
Section | Population Restrictions Medical Problems Serious Behavior problems Strip Comments
at close of (names of (name of occurring during the shift Search
the shift Juveniles and| Juvenile and the | (name and type of problem)
restriction) type of problem)
Escapes: Isolation:

Submitted by:

Shift Supervisor

Approved by:

Assistant Director for Program Operations




Sample Juvenile Training School
INCIDENT REPORT

NAME OF PERSON FILING REPORT: DATE OF REPORT:

NAMES OF ALL PERSONS INVOLVED: DATE AND TIME OF INCIDENT:

EACH STAFF MEMBER DIRECTLY OR INDIRECTLY INVOLVED IN THE INCIDENT SHOULD FILE A
SEPARATE INCIDNET REPORT. DO NOT COLLABORATE IN WRITING ONE REPORT. TRY TO
ANSWER IN YOUR REPORT THE WHO, WHERE, WHEN AND WHY QUESTIONS. BE OBJECTIVE IN
YOUR STATEMENTS.

NATURE OF INCIDENT:

ACTION TAKEN:

RESULTS OF ACTIONS:

YOUR OPINION AS TC WHY THE INCIDENT TOOK PLACE:

OTHER OR ADDITIONAL INFORMATION
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Aschlres

SEE INSTRUCTIONS ON REVERSE SIDE

RECORDS TRANSMITTAL REC'D BY { DATE KEC'D AL CESSION NUMGLR NV BY INPUT BY

RECORDS OFFICER APPROVAL AGENCY|[ PREFIX{ ARCHIVALYT{RESTRICTIONS ON USE OF RECORDS
(SIGNATURE AND MAIL STOP)
{ IYF'.S

_® L

Mino
DEPARTMENT OR AGENCY OFFICE OF RECORD TRANSMITTED BY (NAME, SCAN PHONE, MAIL 570P) |DATE PREPARED
AGENCY . INCLUSIVE | CUT-OFF a DISPOSITION
RO R Ao =° BOX RECORDS SERIES TITLE bATES TOTAL RETEN- AUTHORITY
NUMBER TION PERIOD NUMBER

SSA-1 (9-84)
Forward all copier to Archives for distribution
Distribution: White Copy - Archives Yellow Copy - Office of Record Pink Copy - Records Officer




Division of Juveniie Rehabllitation

CASE FILE TRANSFER FORM
Sending Facility
Receiving Agency
CASE NAME SERIAL NO. D.O.B.
Received From .__ : Date
Received By Date

Parson Transierring Files

Received By Date

Finai Destination

The above case record(s) and material contained therein are the properiy of the Division of Juvenile Rehabilitation.

The contents of this file are CONFIDENTIAL. )} Reference DJR
Distribution: Original stays with file ) Bulleting 11
1 copy for office completing this form ) and29

DSHS 1an(2.78) 25



CHAPTER 7

PHYSTCAIL PLANT

COMMENTARY

This chapter encompasses

American Correctional Association Standards 2-8158, 2--9117,
2-9118, 2-9120, 2-9121, 2-9129, 2-9136 through 2-9145,
2-9157, 2~9150 through 2-%154, 2-9157, 2~9159, 2-9162,
2-9163, 2-9169 through 2-9183, 2-91214

National Advisory Committee Standards 4.211, 4.2111, 4.2112,
4.2152, 4.2194

American Bar Association Architecture of Facilities
Standards 3.3 through 3.5, 5.1, 5.6, 5.9, 5.10, 6.1, 6.2,
6.13, 6.14, 6.16, 6.17

The design and administration of the physical pilant are
often subjects of litigation and , with increasing
frequency, courts are considering the adequacy of the
conditions of confinement. Space requirements and
conditions listed throughout the chapter are based on ACA
Standards.

The difficulty in implementing many of these requirements is
acknowledged. There are growing indications, however, that
certain conditions of confinement may indeed aggravate ant
accelerate behavior patterns officials are so often expected
to correct.



Chapter Subject Policy #

dInternal Control and
FISCAL MANAGEMENT Monitoring of Account- A 2.5 Page 3 of
ing Procedures

F. Audit Schedule: Present legislation recommends
external, annual audits and mandates an external
audit within a three year interval.

Eftective Date Approved By:




Policy Number Pages
Sample Policies and Procedures

JUVENILE TRAINING SCHOOLS 2.6 3
Chapter: Related Standards:
FISCAL MANAGEMENT ACA: 2-9041, 2-9050

Subject:

Inventory Control

I. POLICY: Accountability for all facility property and
supplies shall be provided through the use of regular
inventories. The Chief Administrator shall systematically
review space and equipment requirements at least annually
and report deficiencies and suggest plans to the parent
agency.

II. DEFINITIONS: None.

III. PROCEDURES: The Assistant Administrator shall be
responsible for:

A, Inventory: All facility property shall be divided
into appropriate categories and inventoried.

1. Storerooms shall ke inventoried on the last day
of each calendar month. This process shall be
simplified by regular use of bin cards located
in close proximity to the stock item. This card
contains a chronological record of an item on
hand, as well as items received, issued and
balanced. Typically storeroom items include:

a. Food supplies.

b. Stationery.

C. Cleaning supplies.

d. Clething.

e. Standard items used by the Building

Supervisor such as plumbing and carpentry
supplies, tools and similar items.




Chapter Subject Policy #

FISCAL MANAGEMENT Inventory Control b 2.6 Page 2 of 3

2. Minor equipment and furnishings, with values of
at least $200.00 but less than $1,000.00, shall
be inventoried at least annually. Equipment
records, listing the location of all such
property, are maintained in the administrative
office. Assigned Supervisors shall have
duplicate records of all property assigned to
their sections. Records shall include:

a. Description.

b. Location.

C. Responsible supervisor.

d. Purchase date and acquisition price.
e. Current value.

3. Equipment with current values of $1,000.00 or
more shall be inventoried by the Chief
Administrator's office at least annually.
Records of this property shall be maintained
in the administrative office and shall contain

the information listed in section 2a through e
above. The records shall also include:

a. All major equipment that is permanently
installed having a value of $1,000.00 or
more. Typically, major fixed equipment
includes:

(1) Air conditioner compressors.
(2) Boilers.

(3) Commercial ovens.

(4) Dining room serving tables.

4, Major property shall include buildings, plant
facilities and land. Records and descriptions
of this property shall be maintained in the
administrative office.

B. Inventory Assignments: Staff shall compile

inventories in accordance with the following
schedule:
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FISCAL MANAGEMENT Inventory Control 2.6 Page 3 of 3
Responsible
Items Staff Member Schedule
1. Storeroom stock Food Service Supervisor Monthly

& Building Supervisor

2. Equipment, Fur- Each Assigned Annually
nishings Valued Supervisor
over $200.00

3. Major Fixed Assistant Admin. Annually
Equipment for Management Services
- valued over
$1,000.00
4, Major Property Assistapt Admin. Annually

for Management Services

cC. Inventory Discrepancy: When a discrepany is noted
a written report shall be completed and forwarded to
the Chief Administrator for review and initiation of
appropriate action. Typically, this shall include:

1. A listing of items not located.

2. A listing of any item not properly recorded on
inventory cards.

3. Any deviation from parent agency or facility
policy regarding inventory control.

D. Property Disposal: When an item is no longer
needed in a particular section or is determined
damaged beyond repair, a written report shall be
submitted to the Chief Administrator for appropriate
action.

Eftective Date Approved By:




Policy Number Pages
Sample Folides and Procedures

JUVENILE TRAINING SCHOOLS 2.7 2
Chapters Related Standards:
FISCAL MANAGEMENT ACA: 2-9051

Subject:
Procurement
I. POLICY: A procurement process shall be developed for

fair and impartial bidder selection. The method shall
encourage the participation of qualified competitive
bidders who are able to meet the requirements for
supplies, equipment or services.

II. DEFINITION: As used in this document, the following
definition shall apply:

Purchasing Agent: A staff member specifically

designated and authorized by the parent agency to procure
goods and services within the framework of parent agency
and facility rules and regulations. (May be a staff
member of the parent agency).

III. PROCEDURES:

A. Procurement: All purchases shall be accomplished
by:

1. The Purchasing Agent securing the best products
at the lowest cost. Where practical,
competitive bidding shall be used. This
requires the facility to submit proposed prices
from more than one vendor.

2. FEach Assistant Administrator may authorize
"immediate need" purchases, not exceeding
$150.00 during the fiscal year, without securing
competitive prices. A purchase order shall be
completed and sent to the Purchasing Agent when
an "immediate need" purchase is indicated.

B. Bid:

1. The Purchasing Agent shall be responsible for
posting public notices inviting bids and
providing prospective bidders with copies of
the plans and specifications. To facilitate
competitive bidding among responsible bidders,
the Purchasing Agent may require a refundable
certified check or bid bond with each bid.




Chaopter Subject Polley #

FISCAL MANAGEMENT Procurement | 2.6 Page 2 of 2

2. Any prospective bidder who believes any part of
the plans, specifications or invitations to bid
are unclear or are in need of modification
shall call such problems to the attention of the
Purchasing Agent who will initiate appropriate
action.

3. The complaining bidder if dissatisfied with the
Purchasing Agent's recommendation, shall have
the right to communicate a written objection
directly to the Chief Administrator prior to the
opening of bids.

4, The Purchasing Agent shall return all bid
deposits, certified checks specifications and
plans of the unsuccessful bidders within five
working days of contract award.

c. Opening of Bids:

1. All bids for contracts shall be opened by the
Purchasing Agent and the Chief Administrator
during a duly called meeting and all bidders
shall have the right to examine the bids after
their opening.

2. At the time of opening bids, the Purchasing
Agent shall note for the record any objections,
criticism or challenges made, and the Chief
Administrator shall review them prior to
contract award.

D. Award of Contracts: The Purchasing Agent shall
award the contract as soon as practical, but within
30 days after the opening of bids. Award will be
made to the lowest, responsible, qualified bidder.
This requirement, however, may be waived after
submisgion of a statement to the Chief Administrator
and parent agency indicating the reasons for
objection to the lowest bidder. Contract awards
shall be publicly posted.

Eftestive Date Approved By:




SAMPLE JUVENILE CORRECTIONS FACILITY

PURCHASE REQUISITION
DATE

SEcTioN SPACE RESERVED FOR PURCHASING AGENCY
Proposal No ' S e
Price Inquiry Date
Bid Opening Date
(FOR DELIVERY TO) Purchase Order No
Purchase Order Date
&Uw% DESCRIPTION {TO BE TYPED OR PRINTED) PRICE VENDOR
VALUE ESTIMATED BY REQUISITIONING SECTION s
S
SPECIAL REQUESTS AND/OR SUGGESTIONS BY REQUISITIONING FACILITY TO BE SHOWN ON REVERSE SIDE
B ACCOUNTS CHARGEABLE ; REQUISITIONED BY
PND | FACILITY | ALLOT | acT. PRlE o aimer EACH AL LOTMENT
PURCHASE AUTHORIZED BY PURCHASING AGENT
APPROVED BY DIRECTOR
ALL CONFIRMING REQUISITIONS MUST BE ACCOMPANIED BY VENDOR'’S APPROVED BY PARENT AGENCY
INVOICE OR SALES TICKET, PROPERLY SIGNED, AND SHOWING ALL
. TERMS OF THE PURCHASE.
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Sample Polides and Procedures

JUVENILE TRAINING SCHOOLS | 2.8 2
Chapter: Related Standards:
FISCAL MANAGEMENT ACA: 2-9047, 2-9049

Subject:
Position Control & Procurement
of Community Program Services

I. POLICY: The Chief Administrator shall have the
responsibility for assessing presently assigned
positions and determining projected staff needs to
meet facility goals and objectives. Responsibilities
also include effective and efficient use of contract
personnel.

II. DEFINITIONS: None.
III. PROCEDURES:

A, Coordination of Staff and Fiscal Records: The
Chief Administrator shall monitor the coordination
between the staff record section and the payroll
function. At each month's end, the Office Manager
shall submit to the Chief Administrator a complete
list of staff records which can be compared with the
payroll. This list shall include:

1. Total number and type of positions filled.
2. Total number of wvacancies.
3. Total number of positions authorized.
B. Reconciliation: The Chief Administrator shall
compare the actual payroll records with the listing

provided by the Office Manager. This comparison
shall ensure:

1. All positions are authorized officially.
2. Attendance, payroll and personnel records match.

3. Funds are available to meet the payroll costs.
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Procurement of Communitly 2.8

Page

2

of

Purchase of Community Services:

not available in the facility and should be

contracted from appropriate community sources.

Non-profit or governmental organizations shall be
given first consideration in procurement of such

sexrvices, which may include:

1. Medical care.

2. Religious activity.

3. Educational programming.

4. Vocational training.

Eftective Date

Approved By:

Some services are
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Sample Polides and Procedures

JUVENILE TRAINING SCHOOLS 2.9 2

Chapter: Related Standsrds:
FISCAL MANAGEMENT ACA: 2-9052
Subject:

Insurance Coverage

IT.

ITI.

POLICY: Staff members shall be covered by insurance at
all times while in performance of their duties. Many
state laws provide for self insurance coverage for all
staff, including workers' compensation, unemployment
compensation, employee civil liability, liability for
accidents involving official vehicles, and public employee
blanket bond.

DEFINITIONS: As used in this document, the following
definitions shall apply:

A. Self Insurance Coverage: A system designed to
ensure the payment of all legal claims for injury or
damages incurred as a result of the actions of
governmental officials, employees or their agents.

B. Worker's Compensation: A statewide system of
benefits for employees who are disabled by job
related injury.

PROCEDURES:

A. Accident Reporting:

1. All accidents shall be reported in writing to
the Assigned Supervisor within one day of the
occurrence. Any claim, notice, summons or
complaint shall be forwarded to the Chief
Administrator and applies to all injuries or
damages; real, imagined, or alleged.

2. All reports of injuries, damages or loss shall
contain the following information:

a. Time and date of loss oxr injury.

b. Place of loss or injury and name and
address of the person(s) involved.

c. Description of how loss or injury occurred.
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FISCAL MANAGEMENT Insurance-Coverage 2.9 Page 2 of 2 o

d. Description of property loss or damage.

e. Description of activities at the time of
the loss or injury.

B. Worker's Compensation: Benefits are available to
staff injured in the course of duty and information
is available in the administrative office.

Eftective Date Approved By
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JUVENILE TRAINING SCHOOLS 2.10 2

Chapter:

Related Standards:

FISCAL MANAGEMENT ACA: 2-9054, 2-9055

Subject:

Juvenile Canteen Accounts and
Audits of the Account

II.

IIT.

POLICY: Controls shall be maintained over canteen
operations and regular accounting procedures are to be
followed. Juveniles shall have the opportunity to obtain
miscellaneous items not normally provided by the facility.

DEFINITIONS: As used in this document, the following
definition shall apply:

Canteen: A store or system available to juveniles for
the purchase of miscellaneous items not available through
regular program operations.

PROCEDURES:

a. Canteen Transactions:

1. The canteen shail conduct sales at least
weekly. Sales are to be made against canteen
slips.

2. A debit entry is made at the time of purchase
with the juvenile initialing the debit, in lieu
cf a receipt. An entry is made on an adding
machine tape for each juvenile transaction.
Entries are subtotaled for each customer and
totaled for each nights sales.

3. At the close of each day's operation, the
Assigned 'Supervisor reconciles the sum of
juvenile dekits against the adding machine tape.

4, The adding machine tape shall be placed in the
safe until the next business day.

5. The Assigned Supervisor shall enter total
sales in a Jedger using the amounts shown on the
adding machine tape and the tape shall also be
retained.

6. At the end of the week, a check issued against
the juvenile's account is deposited into the
canteen account to reimburse for sales.




Chupter Subjiect Policy #

Juvenile Canteen Ac-
FISCAL MANAGEMENT counts and Audits of 2.10 Page 2
the Account _

B. Transactions with Vendors:

1. Fach week the Assigned Supervisor checks
canteen stock and determines order gquantities
for items in low supply.

2. Vendors are selected on the basis of price and
reliability. At least once each quarter price
quotations are solicited from competing vendors
to take advantage of favorable price changes.

3. The Assigned Supervisor shall complete
order forms supplied by vendors listing items,
guantities, unit prices, total prices and
discounts.

4. When deliveries are made, the Assigned
Supervisor will check the goods against the
packing list and sign for the delivery.

5. Deliveries from vendors shall be placed in the
canteen and kept separate from inventory. The
Assigned Supervisor shall, again, check the
order against the packing list before the goods
are added to inventory. Shortages are reported
to the vendor for corrective action.

6. Invoices shall be forwarded to the Business
Office.

7. Checks are issued for each vendor from the
canteen account.

c. Monthly Bank Statement: The current monthly bank
statement for the canteen checking account is
reconciled against the canteen ledger by the business
office.

D. Canteen 2Audits: Internal audits shall be conducted
quarterly by the business office.

Eftective Date Approved By:




CHAPTER 3

PERSONNEL
COMMENTARY

This chapter encompasses American Correctional Association
Standards 2-9010, 2-9057 through 2-9064, 2-9066, 2-9067,
2-9069, 2-9072, 2-9073, 2-%9076, 2-9077, 2-92079, 2-9081,
2-9083, 2-9084 and National Advisory Committee Standards
1.4, 1.41 which emphasizes the importance of a sound
personnel program.

Statutes and requlations related to personnel administration
vary widely from one jurisdiction to another. These
guidelines are published with the expectation that, while
being used in conjunction with an extensive personnel
manual, judicious use will require revision to conform with
local conditions. ‘



Policy Number Pages
Sampie Policdies and Procedures

o JUVENILE TRAINING SCHOOLS 3.1 5
' Related Standards:
PERSONNEL ACA: 2-9057 - 2-9059, 2-9072,
2-9081
Subjects NAC: 1.4, 1.41

Personnel Selection, Retention
and Promotion

I. POLICY: The facility administration shall provide
employment opportunities to the widest possible range
of candidates and shall select from that group the
best qualified persons to meet program needs. Selection,
retention and promotion shall be based upon merit,
applicable statutes and personnel policy as set forth
in directives from the parent agency. Consultants,
volunteers, and contract personnel who work with Jjuve-
niles shall azgree to comply with written policies of
the facility especially on confidentiality of informaticn.

II. DEFINITIONS: As used in this document, the follewira
definition shall apply:

Lateral Entry: Transfer, at the same grade and salary
level, to another section or facility.

III. PROCEDURES: Procedures that shall be fcllewed by
both the Chief Administrator and Assistant Administrator
include:

A, Personnel Management Principles: The essential
compeonents are:

1. To determine and develop an effective
organizational system.

2. To recruit, promote and retain the best possible
candidates on the basis of merit and specified
gualifications to carry out the facility's
policies.

3. To assure equal opportunities for all candidates
as well as for the existing staff.

4. To assure that proper counseling toward better
job performance and career achievement is
available to all staff,

5. To assure that a career goal is available to all
staff and that appropriate training is provided
to each staff member.
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4 Personnel Selection,
Retention & Promotion 7 3.1 Page 2

of

To provide internal promotion opportunities for
staff whenever possible, balanced with the need
of the facility for experience not available
within the facility.

To develop a personnel management philosophy but
to implement a decentralized personnel operation.

To aggressively pursue an affirmative action
program which recruits persons who might not
otherwise seek employment with the facility.

To maximize job satisfaction and involvement on
the part of each stafi member by encouraging
individual decision making and involvement in
establishing policies.

Employment Prospecting: The Office Manager shall:

1.

Receive job applications and maintain files for
each job description.

Contact names on register for interest in
employment.

Arrange employment interviews with the Chief
Administrator.

Staff Selection and Promotion:

1.

Initial selection and promotion shall be made
based on experience, education, physical
condition, training and performance.

Employment and promotion requirements shall
be evaluated through written tests, oral
interviews, background investigation
verification, or any combination of the three.

Lateral entyy into the facility shall be
permissible at all levels. Nc section shall
initiate or allow any practice which will
restrict selection or promotion of qualified
staff from outside the section.

Salary levels and employee benefits for facility
staff shall be competitive with other parts of
the juvenile justice system, as well as with
comparable occupational groups in the private
sector. '
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5. Staff members must be able to demonstrate that
they have the skills required to perform
specific job related tasks. Supervisory staff
must be gualified professiocnalg in their fields.
6. Staff shall be subject to reassignment. Such
changes will be made with due consideration of
the staff member and the needs of the parent
agency, as well as the facility program.

D. Interview Committee: Supervisors may request an
interview committee to assist them in any procedures
for hiring of new staff, promotion, termination,
etc. The interview committee will consist of:
1. Supervisor of the area that is being hired for.
2. Senior staff of the same area.
3. One other administrative staff member (rot: - ing

assignment).

The decision of the interview committee will be in
the form of a recommendation to the responsible
supervisor. Final authorization, if necessary,
will be the responsibility of the Chief
Administrator.

E. Physical Examinations: = To ensure that candidates

can accomplish the required duties of the position,
rphysical examinations shall be conducted prior to
employment and the findings and recommendations of
the examining physician forwarded tec the Personnel
Officer. Annual physical examinations including a
T.B. test are reguired of all staff to ensure their
continuing ability to function effectively. 2any
staff determined by the responsible medical
authority to be unfit for duty is to be removed or
reassigned according to appropriate laws an-d
regulations.




Chapter Subject Policy #

4 Personnel Selection,

PERSONNEL Retention & Promotion 7 3.1 Page 4 of 5

F. Records Check: The names of all prospective staff
shall be referred to the personnel office of the
parent agency for background investigation. Eecause
of the sensitive nature of training school faci-
lities, appropriate steps are necessary to ensure:

1. Accuracy of information furnished on application
and/or interview.

2. Evaluation of criminal record. A criminal
record shall not bar employment automatically,
but must be evaluated according to the
seriousness of the offense and its relation to
and probable effect upon job performance. An
arrest or conviction occurring after the date of
hire, particularly for an offense that relates
to the employment, may be subject to
disciplinary action or suspension.

3. That as a general rule anyone adjudicated for
child neglect/abuse shall not be considered for
employment.

4. Possession of current certificates, licenses or
registrations as evidence of competence to per-
form specific duties. Proof of license will be
kept on file.

G. Appeals: Any staff or potential staff member wheo
believes they are unfairly treated may submit a
written reguest for review to the Chief
Administrator. If dissatisfied with the response,
the complainant may appeal further to the parent
agency for final decision. Responses to such
requests shall be prompt and in compliance with
grievance procedures.

H. Review:

1. The parent agency's personnel officer shall
provide the Chief Administrator with a
comprehensive personnel pelicy report at the
end of each fiscal year. The Chief
Administrator shall review this report and
evaluate progress as it relates to overall
parent agency and facility program goals.

2. Reports of progress and/or major deficiencies in
the personnel program reviews shall be discussed
with representatives of the parent agency.
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Personnel Selection,
PERSONNEL Retention & Promotion 3.1 Page 5 of 5

I. Provisional Appointments: Unusual and/or emer-
gency situations sometime require employment of
temporary or part-time staff. The parent agency's
personnel office shall develop rules to govern
provisional appointments within the following
framework:

1. Selection of provisional staff is restricted to
persons possessing at Jeast minimum qualifica-
tions for the position.

2. Provisional staff shall be provided with
training, salary, leave accrual, days off and
other staff benefits enjoyed by regular full
time staff in the appropriate job category.
Such benefits shall be prorated for the pro-
visional staff working less than full time.
Benefits may never exceed those for full time
workers.

3. No provisional appointment may exceed one year
in duration and may be extended only by the
Chief Administrator with written approval by the
parent agency. A provisional appointment may
never exceed two years.

J. Staff Hiring: Hiring practices and procedures must
conform to parent agency policies.

K. Professional Memwbership: Staff members are
encouraged to apply for membership in related
professional organizations to enable them to stay
abreast of developments in the field, and to upgrade
their skills through participation in workshops and
conferences.

Eftectve Date Approved By:
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Related Standards:
2~9063, 2-9064

PERSONNEL ACA:

Subject: NAC: 1.4

Affirmative Action

I. POLICY: The parent acgency shall establish and
implement an affirmative action plar which offers
equal opportunities to all persons in all phases of
employment.

IT. DEFINITIONS: As used in this document, the following
definitions shall apply:

Affirmative Action: A concept designed to ensure
equal opportunities for all persons regardless of
race, religion, age, sex, or ethnic origin. The
equal opportunities shall include all personnel
programming including selection, retention, rate of
pay, demotion, transfer, layoff, termination and
promotion.

IIXI. PROCEDURES:

A. Sex: The nature of some program operations dictate
that some sex-sensitive job assignments be made’ and
that some positions be restricted by sex. Each of
these assignments and restrictions shall be fully
reviewed by the Office of Affirmative Action and the
locval or state equal employment opportunity/
affirmative action committee to assure that they
comply with the bonafide cccupational qualification
excepticns recognized in Title VII of the Civil
Rights Act.
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B. Discrimination Charges: Discrimination charges and
their resolution (whether filed internally or with
external civil rights agencies) are reviewed to
assure that policies which have been unintentionally
discriminatory are revised.

Eftective Date Approved By:
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Chapter: Related Standards:
PERSONNEL ACA: 2-9069, 2-9076, 2-9077,
2-9077
Sumuﬂ:Performance Evaluation of NAC: 1.4

Probationary Staff and Annual
Performance Ratings for all Staff

J. POLICY: Performance of all staff, permanent and
probationary, shall be evaluated regularly against the
standards expected for the assigned position.

II. DEFINITIONS: As used in this document, the following
definitions shall apply:

A. Performance Appraisal: A continuous process of
measuring performance against defined standards.

B. Service Rating: Measurement of performance
compared to others performing the same tasks and
past performance of the individual staff member.

C. Critical Flement: 2 component of a staff member's
job that is essential to perform it effectively.

D. Non-Critical Element: Any component of the Jjob
which, although important, is not deemed critical in
relation to other aspects of the job.

E. Performance Standards: The level of achievement
established by the administration for the duties
and responsibilities of a position. Performance
standards may include, but are not limited to,
quality, quantity and timeliness.

F. Probationary Staff: A staff member who has not
attained permanent status.
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IXII. PROCEDURES:

A.

Probationary Period: The probationary period of a

term of not less than 6 months and more than one
year extends the assessment and selection prcocess by
allowing the staff member to demonstrate his/her
capability to perform the duties and responsibilities
of the position. During this time, probationary
staff shall receive an intensive program of job
direction/skills that will enable them to perform
effectively.

1.

Performance Standards: Each probaticnary
staff member shall receive a job description.
Standards of performance shall be given to the
probationer on entry and shall be explained
during the orientation period.

Performance Rating: EFEach probationary staff
member shall receive an administrative rating
periodically, by his/her Assistant
Administrator, to assess the total fitness of
the appointee, including integrity, aptitude,
good work habits, cooperation and conduct.

a. The completed rating must be filed in the
staftf member's official personnel folder -
and retained for two years.

b. The staff member shall be allowed review of
the rating within 30 calendar days follow-
ing completion of the rating period,

c. Careworker staff subject to frequent job
and/or supervisor changes may be rated on a
simplified form monthly.
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3. Probationary Evaluations: The supervisor of
each probatiocnary staff member must submit an
evaluative statement no later than the end of
the last month of the probationdary period. This
signed statement certifies whether the staff
member's performance, conduct and general
character traits have been satisfactory. A
recommendation about the staff member's being
retained beyond the probationary period shall be
included in the statement. The staff member
shall read and initial all ratings of past and
present performance.

a. Evaluations shoulkd be initially prepared
in rough form by the supervisor to be
reviewed for clarity, pertinence,
applicability, -accuracy, etc., and
should be given to the staff member for
review.

b. Evaluations are to be discussed in private
with the staff member to provide full
explanations about the ratings prior to
being signed by the supervisor and staff
member. All evaluations are to be for-
warded to the Chief Administrator for final
review and approval prior to being sent to
the parent agency.

4, Probationary Rights: Failure to meet reason-
able standards of performance and satisfactorily
complete training shall be a basis for dis-
qualifying staff during the prcbationary period.
Probationary staff do not hawe the ri~ht to
appeal evaluations.

B. Performance Appraisals: Performance appraisals
shall be implemented by the Chief Administrator to
encourage the staff to evaluate their own work
habits. 2Annual appraisals shall be required for
all non-probationary staff. This system shall
provide for:
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Establishing performance standards that
objectively and accurately evaluate job
performance.

Communicating to staff both the performance
standards and the critical elements to the
position.

Evaluating staff performance during the
appraisal period.

Recognizing and rewarding staff whose
performance warrants it.

Assisting in improving unacceptable pexrformance.

Reassigning, reducing in grade or removing staff
who continue to have unacceptable performance,
but only after they are given opportunity to
demonstrate acceptable performance.

Establishing major iob elements (critical and
non-critical):

a. Critical and non-critical elements are
the specific projects/tasks which define
the position. These elements and corres-
ponding performance standards shall bhe
communicated to each staff member at the
beginning of the rating period.

b. The individual performance standards and
appraisals must evaluate:

{1} Improvements in efficiency, producti~
vity and guality of work oxr

service.

(2) Timeliness of performance.
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C. Service Ratings: Service ratings for permanent

staff provide both an evaluation of work performance
and a review of work related goals. A service rating
must also be completed on an individual separating
from the facility to provide a final record of work
performance.

1.

An annual service rating must be completed, by
the supervisor, for all permanent staff on their
anniversary date.

A service rating must be completed, by the
supervisor, for all staff who separate, due to
resignations, retirement, suspensions, dis-
missals, military leave, or transfer from the
facility.

The service rating must be completed, by the
supervisor, in quadruplicate. The original and
one copy must be forwarded to the parent agency
by the first week of the month following the
month of review. One copy is placed in the
individual's persconal file. One copy is given
to the individual.

Service rating can be done on a monthly or more
frequent basis as a counseling device to improve
work performance of staff.

After completion of the service rating, the
supervisor shall arrange a private interview
with the staff member being evaluated. The
interview should involve a review of the prior
service rating as a comparison to the service
rating that has just been completed. The staff
member's strengths and weaknesses should be
discussed and he/she should be encouraged to
express his/her opinions.




Chepter

Subject Policy #

PERSONNEL

Performance Evaluation . 3.3 Page 6

of

After a review and discussion of the service
rating the staff member will be given an
opportunity to make written comments before
signing the rating form. The employee's
signature does not imply agreement but only
that the conference was conducted and that the
staff member read the service rating. If the
employee refuses to sign, the supervisor should
note this fact and add any pertinent comment.

Service Rating Descripticn: The sexrvice
rating contains five elements ranging from one
through ten points for each element. The
average of the total points for the elements
constitutes the service rating score.

a. The scores nine and ten are excellent. To
achieve these points the individual must
have performed all assigned tasks in a
superior/outstanding manner. A brief
narrative of how the individual performed
should be provided when these points are
earned.

b. The scores seven and eight are very good.
The individual's performance must have
exceeded the requirements of satisfactory
Jjob performance.

c. The scores five and six are satisfactory.
The individual must meet the full job
recuirements as defined by the supervisor.
In instances where the supervisor has not
established clear job requirements, a
rating of at least five is appropriate.

d. The scores three and four are fair. The
individual must have failed tc meet
specific job performance requirements. - A
brief narrative should be provided detail-
ing job requirements not met and the
specific requirements needed to improve.
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e. The scores one and two are unsatisfactory.
Performance at this level is so deficient
in meeting job requirements that release
from employment is justified. A narrative
is reguired specifying the performance
deficiencies of the individual. If the
individual is to.be retrained, the
retraining program shall be specified in
the goals section of the service rating.

Termination of Employment: After completion of the
probationary period, termination or demotion is
permitted only for good cause and, if requested,
subsequent to a formal hearing on specific charges.
The hearing will be conducted by a civil service
commission or other career service organizations.

1. The Chief Administrator, after clarifying the
situation and with appreval of the parent
agency, may discharge any staff member whose
bebtavior is contrary to the policies of the
facility. The Chief Administrator and
supervisor will discuss the matter with the
staff member before taking action.

2. If a staff member wants to end his/her position
at the facility, a minimum of two weeks notice,
in writing, should be given.

Exit Interview:; An exit interview will be per-
formed by the Chief Administrator upon termination of
any staff member. This interview will become a
permanent part of the staff member's record.

Eftective Dute Approved By:




Sample Juvenile Training School

Professional Service Rating

Namo Social Security Numbsr Division/Area

Status Classifleation/Title Job Assignment

Rating Explanation
An employea’s performance is to be rated numerically in egch of the following six (6) categories with a score of from 1-10 points, Points
awarded in each of the categeries should then be t