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III. PROCEDURES: 

A. Pharmacy_ Management: 

1. The Nedical Staff shall require that all 
pharmacy procedures adhere to applicable state 
and federal laws ?l1d regulations. 

2. �~�l�l�i�e�r�e� prescriptions are generated by contract or 
consultant health providers, substitutions may 
be made in accordance with approved guidelines 
contained in the Central Drug Formulary and 
approved by the facility's physician. 

B. Prescription Practices: All pharmaceuticals shall 
be prescribed in accordance with the Central Drug 
FormuJary which governs approved prescription and 
non-prescription medications. Practices to be 
followed by the health care staff include: 

1. Dis<.:ouraging the long term use of minor 
tranquilizers and analgesics subject to abuse 
unless clinically indicated. 

2. Specifying" stop order" time periods for all 
behavior-modifying medications and other 
medications subject to abuse. Are-evaluation 
shall be performed by the facility physician 
prior to the renewal of such prescriptions. 

3. Dispensing psychotropic medications only when 
clinically indicated. When necessary, the 
patient shall be referred to the parent agency 
psychiatrist for an evaluation of the patient's 
medjcation needs. 

4. Prescribing medications only upon the 
authorization of the supervising physician. All 
verbal aut.horization for prescriptions must 
be signed by the physician within 24-hours of 
such authorization. 

5. Stimulants, tranquilizers and psychotropic 
drugs requiring intramuscuJar administration 
are prescribed and administered only �b�~�T� a 
physician for the purpose of therapeutic 
treatment. 

or 
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6. Under no circmnsta,nces is a stimulant, 
tranquilizer or ~sychotropic drug 
administered for purposes of experimentation 
and research. 

7. All prescriptions ~ha]l be signed by a 
qualified health professional licensed and 
authorized by the appropriate jurisdiction. 

3 

C. Medication Distribution or Administration: 

1. No medication is to be administered to any 
juvenile except: 

a. On an indiviclJal (case-by-case) basis. 

b. By single dosage (exception: certain 
drugs that are allowed to be carried 
(Nitroglycerine, Cafegot, Ergostat, 
Inhalants, eye and ear drops). 

c. At prescribed times. 

d. By a designated staff member (physician, 
licensed nursing staff, or by other staff 
who have been trained in medication 
administration). 

e. As authorized by a medical doctor or 
dentist. 

2. The administration of all medications shall be 
recorded on a form approved by the Medical 
Staff and shall become part of the juvenile's 
medical record. Each dose shall be documented 
with the date and time of administration and 
shall be signed or initialed by the staff member 
administering it. 

3. Should a juvenile refuse a prescribed 
medication, that juvenile shall be required to 
sign a refusal form approved by the Nedical 
Staff. If the juvenile refuses to sign the 
form, the form shall be witnessed by a staff 
person other than the Medical Staff person 
responsible for administering the medication • 
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4. Any medication prepared for administration 
later in the day or by another staff member is 
to be placed in a container identified with 
at least: 

a. The juvenile's name, number, and location. 

b. The time and date the medication is to be 
administered. 

c. All special instructions. 

d. The name of the person who prepared the 
medication. 

D. ~ecurity and storage of Controlled Substances: 

1. Controlled substances, except for narcotics, 
methadone and insulin, shall be stored by the 
r-~edical Staff in locked containers which are 
securely fastened to a major structural support, 
i.e., steel beam, concrete floor. 

2. All narcotics (methadone and insulin) shall 
be stored in a safe located in an area 
unaccessible to juveniles or unauthorized 
staff. Access shall be limited to pharmacy 
staff and Medical staff members as authorized by 
the Chief Administrator. 

3. Insuljn, pre-filled insulin syringes and 
other medications requiring refrigeration shall 
be stored by the Medical staff in a locked 
refrigerator. 

4. Needles, syringes and over-the-counter drugs 
shall be stored by the Medical Staff ,;:.n locked 
mp.tal containers. 

5. OVer-the-counter medications shall be stored in 
limited supply in the examination rooms or other 
areas as authorized in writing by the Medical 
Staff and the Chief AdIuinistrator. 

6. Each container for dispensed medication is to 
be labe]ed by the Nedical Staff with at least: 

a. Name and number of the juvenile. 
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b. Name of the person who filled and 
dispensed the prescription. 

~ 

c. Name of the medication and directions for 
its use. 

d. Date of filling and dispensing. 

e. Name and address of the pharmacy or doctor. 

f. Amount dispensed. 

7. All controlled dangerous substance stock on hand 
shall be verified at least once a year by a 
physical inventory by the licensee and the 
person responsible for its security and 
recordkeeping. Working stock shall be 
verified at least monthly or sooner, 
preferably at each work shift change. Any theft 
or unexplained loss of a controlled dangerous 
substance shall be reported immediately to the 
State Bureau of Narcotics and Dangerous Drugs Qf 
the State Department of Health and Human 
Resources as well as the Chief Administrator and 
the parent agency. 

E. Inventory: Complete records of controlled 
substances and related equipment shall be maintained 
by Medical staff as follows: 

1. Narcotics, prescription drugs, needles and 
syring~s shall be inventoried weekly by the 
Medical Staff. 

2. A report of inventory shall be submitted to the 
Chief Administrator. 
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3. All prescription drugs, needles and syringes 
shall be recorded in the medication log, which 
will serve as a perpE:tual inventory. 

4. At least weekly, the Meojcal Staff shall review 
the medication logs citing medication received 
and used. 

5. All inventories and review of inventories, 
shall be document~d in writing in the medication 
log with the staff member's signature and date. 

Efil'ctive DIllie Approved B~': 

-
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MEDICATION RECORD 

NAME : ______________ HEALTH PROBLEHS : __________ _ 

ALLERGIES: ______________________________ _ 

NON-PRESCRIPTION 

_. 
DATE TIME ITEM AMOUNT WHOM DATE TIME ITEM AMOUNT WHO~l 

-
PRESCRIPTION 

MEDICATION____________________ OATE ________ _ 

COUNT ___________ TIMES _______ --'AMOUNT 

,-

DATE TIME AMOUNT WHOM DATE TIME AMOUNT WHOM 

I 

I 

PRESCRIPTION 

MEDICATION DATE ------------------------- ------------
COUNT ____________ TIMES ______ -:.AMOUNT ________ _ 

DATE TIME AMOUNT WHON DATE TIME AMOUNT \>JHOM 

I 

I 
COMMENTS: --------------------------------------------------
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Ch2Pt.er: Rei:a(oo Sl:u1dll.J1is: 

MEDICAL AND HEALTH CARE ACA: 2-9246, 2-9247, 2-9264, 
SERVICES 2-9265, 2-9269 

Subject: 

MEDICAL RECORDS 

. 

I. POLICY: A complete health record shall be kept for 
each juvenile to accurately document ail health care 
s~rvices provided to the juvenile at tho facility 
throughout the period of detention. These records, in 
accordance with parent agency rules relating to security 
and privacy, shall be retained after a juvenile's release 
for a period of time sufficient to allow treatment 
continuity. 

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

Inactive Record: Record of a juvenile who has been 
released form the facility. 

III. PROCEDURES: 

A. Medical Pecords include: 

1. The completed receiving screenin~ form. 

2. Health appraisal data forms including history 
of iramunizatJoJ:1s. 

3. All findings, diagnoses, treatments, 
dispositions. 

4. Prescribed medications and their administration. 

5. Laboratory, x-ray e.nd diagnostic stUdies. 

6. Signature and title of do~umentor. 

7. Consent and refusal forms. 

8. Release of information forms. 

9. Place, date and time of health encounters. 

10. Health service reports. 
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11. Medical treatment plan. 

12. Progress reports and discharge summary. 

B. Collect->-Ol: ap0. Fecording of Health data: Only 
qualified facility Medical Staff shall collect and 
record health history, vital signs and other health 
appraisal data onto the approved medical record 
forms. 

C. Storage of Records: The Medical Staff off5ce 
shall maintain a system for identification and filing 
which ensures rapid access to each patient's medical 
record. The facility provides adequate space and 
equipment for the stcrage of all medical records in a 
manner safe from fire and water damage and secure 
from unauthorized use. 

1. The medical records are the responsibility of 
the Medical Staff who shall control access to 
the medical reports. 

2. Medical records shall be kept in separate 
locked cabinets located in the ~edical records 
section. 

3. All inactive medical records which shall be 
separated from the active records shall be 
accessible only to those persons approved by 
the Chief Administrator. 

4. Inactive files shall be forwarded to the parent 
agency storage area after the juvenile's 
relcasf'. 

D. Confidentiality of Medical Information: 

1. The active health record shall be maintained 
separately from the master file. 

2. Hedical records shall be confidential ana 
secure, and shall be safeguarded against' loss, 
defacement, tamperjng and use by unauthorized 
persons. 

ot 3 
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3. Authorized staff shall r,ul: dj f"ct'~s any 
information in medi(;<t~. records with anyone not 
directly involvE'd in the therapeutic car.e; 
treC't-ment, or monitoring of the quality of care. 

4. An authorization from the Chief Administrator is 
required for release of medica] information to 
persons not otherwise authorized t.O rE'cejve this 
information. 

5. A juvenile requesting his medical record may 
review it in the.presence of Medical Staf.f. 

E. Transfer of Health Records: Whenever a juvenile 
is transferred to another residential facilit..y, or 
health care facility, a summary of the medical 
record, prepared by Medical Staff, shall accompany 
the juvenile. Security staff shall notify the 
Medical Staff at least 24-hours prior to a routine 
transfer whenever feasible. Any portion of the 
oedical record which reasonably can not be copied at 
the time of transfer !Ot.all be forwarded to the 
receiving facill ty within 72 hours. The following 
information shall accompany all juveniles being 
transferred: 

1. 11eC.i c? t j on needs during transit. 

2. Special medical problems or needs, such as 
diabetes or epilepsy. 

2. Psychiatric problems, especially suicidal 
tendencies. 

4. Handicaps which may require special procedures 
during transportation. 

Eftl"o::tIve rmle 
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.ill,JVENILE PHYSICAL FORr-1 

Da te: ----------
Physical Provided By Public Health Nurse, Physican Assistant or 
Medical Doctor. 

Name: -------------------------------------------------------Height _____________ Weight ________________ Temperature ____________ __ 
BP(R) _______ BP{L} _______ AP RP ____ _ 

HGB UA ----------------------------------- ---------------------------
Tine Test Results ------------------------
Chief Complaint: ____________________________________________________ __ 

General Aepearance: 
.f Skin 

Hair & NCo i 1 s 

Head & Face Neck ------------------------------- ------------------------
Eyes 

Corrective Lenses Last Eye Exam -------------- -------------
Ea rs Nose 
Mouth & Pharynx 
Ches t & Back Breasts --------------------------- -----------------
Lun gs 

Cardiovascular 

GI & GU 

---
Extremities _________________________ NeHrological __________________ __ 
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GENERAL MEDICAL INFORMATION: 
N a me ( Las t, Fir s t, M. I . ) D . 0 . B . M F --- ------
Address _______________________________________ Telephone _______ _ 

Parent or Guardian/Relationship -----------------------------------
Address Telephone ---------------------------------------- -----------

Family Physician ___________________________ Date of Last Physical ___ _ 
Aller~ies Special Diet _________________ __ 

*Medication Reason ----------------------
Health Problems __________________________ ~-----------__ ----------__ 
Does Juvenile complain of pain, illness, or abuse? __________________ _ 

Family History: (if deceased state age and cause of death) 

Father: Age Illnesses -------------------------------
Mother: Age Illnesses -------------------------------
Brothers: Age ____ _ Illnesses -----------------------------
Sisters: Age ____ __ Illnesses -------------------------------

Would anyone in the family benefit by a nurse comin9 to their home? 
If so, why? _____________________________________________________ __ 

Family Histor~:-- cont. (indicate relationships) 
Diabetes Se i zu re s ----------------- -------------------------
Cancer -------------------- Allergies or Asthma 

Heart Disease Tuberculosis --------- ------------------
Mental Illness Othe r -------- -----------------------------

Have you received all your immunizations? ----------------------------

*Side Effects of Medication: 



HAVE YOU EVE R? 
Lived with anyone 
Coughed UP blood 
Bled excessivelv 
Attemeted suicide 
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Name: -----------------------------------
Date: __________________________________ _ 

Medical Confidential 

HEALTH HISTORY 
YES NO DO YOU? YES I 

who had TB Wear glasses or contact lense~ 
Have vi s ion in both eyes I 

after i nju ry Wear a bra ce or back support I 

NO 

HAVE YOU EVER HAD OR 
YEsl NO 

HAVE YOU EVER HAD OR 
YES INO 

DON'T 
? HAVE YOU NOW HAVE YOU NOW? KNOW 

Asthma Night Sweats 
Tubercul<isis Tumors, Cysts or Growths 
Cancer or Tumor Cram[)s in your Le gs 
Diabetes Rupture or Herni a 
Emphysema Recent Paln or loss of Weight I 
Ear 1 Nose or Throat Trouble Frequent indlgestion 
Hearing Loss. Stomach Trouble or Ul ce r 
Chronic or Fre_quent Colds He~atitis or Jaundi ce 
Hay Fever Ga 11 Bladder Trouble 
Severe Tooth or Gum Trouble Hemorrhoi ds or Re c ta_l Trouble 
Shortness of Breath ~ead injuries 
High Blood Pressure Epi I epsy 0 r Seizures 
Pain or Pressure in Heart Frequent or Severe Headaches 
Pounding He a rt Loss of Memory or Amnesla 
Arthritis or 3ursitis Periods of Unconsciousness 
Fractures (Broken Bones) Paralysis, Numbness, I-Ieakness -Bone Joint or Other Deformity DizzJness Fainting Spells 
Painful or Tri ck Shoulder Ne rvous Problem of Any Type 
Foot Trouole AI coh 011 s m 
Recurrent Back Trouble Syphllis, Gonorrhea 
Swollen or Painful Joints Drug Allergies 
I(idney Trouble Lumps Pain Dlscharge on B re a s 
F re~ue n t or Painful Urination Chanqe ln Menstrual Pattern 
Blood in Urine Pregnancy/Abortlon/Miscarriaqe 
Recurrent Infections Treated fo r Female Disorder 
Rheumatic Fe ve r Thyroid Trouble 
YOUR PRESENT DOCTOR'S NAME (Address/ Have you ever been a patient or received 

Phone) treatment in a hospital? (surgery,injury) 
State whe re , when, why & address 

Have you eve r been treated fo r a mental Have you eve r taken n1a r cot i c s? (I f y~s, 
? ~ condltlon. (If ye~, state reason and state what klnd, when you last took lt 

ive details and if ou are in a treatment program) 
~H_i~g~h~e~s~t~l~e~v~e~l~o~f~e~d~u~c~a~t~lo~n~~y~e~a~r~s~~ __ : Additlonal Remarks use reverse side) 
Have you ever been incarcerated in this 
facility before? (If so, when?) 
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AUTHORIZATION FOR H1ERGENC,( MEDICAL CARE 

I , _______________ , hereby grant permission to. 

------------------------~ 
to take whatever measures are 

necessary to provide hospitalization and medical care, including 

surgery. in case of emergency, for _______________ _ 

This authorization is valid only in situations requiring 

emergency medical care as directed by a qualified physician, and 

after reasonable effort has been·made to contact the parent, guardian 

or custodian in order to obtain consent to the specific medical 

procedures recommended by the physician. 

This authorization is not be construed as covering non-emergency 

surgery or hospitalization for which my speci fic consent must first 

-be obtained. 

Signed ____________ __ 

Signed _____________ __ 

Date _________________ __ 

Witness -------------
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Medical Record Charges ') Of - . 

Name- Date Admitted- Time-
County Date Released- Time-

r tem I Date I Description I Unit Cost Total Cost 

length of Stay Total Days- Per Diem-

Medical 

I __ Center I Prof. Build. I __ Hospital I Other Examination -- --

Medication Name Rx. No. 

laboratory 
Tests 

Psychological 

-"-

Other 

Medical Authorization: Billing Authorization: Total Cost 
Director 

-- - --- - ----- -- --- --- - - -----.-~-.----
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AUTHORIZATION FOR E~lERGENCY MEDICAL CARE 

I, _____________________________ , hereby grant permission to 

to take whatever measures are --------------------------------
necessary to provide hospitalization and medical care, including 

surgery, in case of emergency, for __________________________ __ 

This authorization is valid only in situations requiring 

emergency medical care as directed by a qualified physician, and 

after reasonable effort has been made to contact the parent, guardian 

or custodian in order to obtain consent to the specific medical 

procedures recommended by the physi ci an. 

This authorization is not be construed as covering non-emergency 

surgery or hospitalization for which my specific consent must first 

be obtained. 

Signed ____________________ _ 

Signed ____________________ _ 

Date ____________________ __ 

Witness ---------------------



Sample Juvenile Training Schools 

PROGRESS RECORD 

Na~: __________________________________________________________________ _ 

INITIALS 
DATE COMPLAINT TREATMENT OF MEDICAL STAFF 
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CHAPTER 13 

JUVENILE RIGHTS 

COMMENTARY 

This chapter encompasses 

American corectional Association Standards 2-9273 through 
2-9281, 2-983 through 2-985, 2-9288 

National Advisory Co~ittee Standards 3.191, 3.192, 4.41 
through 4.45, 4.48, 4.81, 4.82 

American Bar association Standards 4.5 

Theese standards are designed to establish certain basic 
condititons which should be provided for all detained 
juveniles. 

Topics presented here as juvenile rights are regularly the 
theme of litigation and. grievance actions. All policies on 
juvenile rights should be carefully and thoroughly reviewed 
by any user who is establishing state and local related 
policy, to ensure compliance with state and local 
legislation and CQurt rulings. 
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JUVENIT,E TRAINING SCHOOLS 13.1 2 

Chapter. . Relatw SI:mdard.s: 

JUVENILES RIGHTS ACA: 2-9273 - 2-9279,; 2-9280 

Subject: NAC: 3.191, 3.192, 4.41, 

Legal Rights of Juveniles ABA: 
4.44 
4.5 

1. POLICY: All juverlilE::b viiI' r.E rrotectea from 
discriminaticn based on race, nationdl or!g!~. ~n]or, 

creed, sex, physical handi.cap or political beliefs and 
will ha~Ye eq1;aJ access to programs and activities. They 
will be ~ssured that seeking jUdicial relief will not be 
r:\et with reprisal or penalty aud w:ill havE" 1lI'C'ensored, 
confidential contact by telephone, in writing, or in 
pc·rscr with their legal representative. 

II. DEFINITIONS: As uReo in tlJis document, the following 
definition shall apply: 

Legal FeI·resentative: Assigned or retained attorney at 
law. 

III. PROCEDURES: 

A. Juveniles Without an Assigned or Privately 
Retained Attorne~: 

The Assigned Supervisor or juvenile careworkers may 
inform juveniles of legal rE::sources available to 
them but at nn time are they to engage in 
oonversation whioh might in any way be construed as 
offering legal advice regarding the juvenile's case 
dnd under no circumstances should staff question 
Juveniles regarding alleged offenses. 

B. Communication by Phone with Legal Representatives: 

1. Limitations: Calls are usually limited to 
once a day to avoid unnecessary intrusion upon 
the legal representative and facilit~ staff. 
However, if a juvenile indicates impottant 
infonnatiorl needs the prompt attention of his 
legal representative the call will be placed. 

.. ~ 
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2. During Regular Business Ho~rs: Upon request, 
i"rom a juveniJe the juvenile careworker shall 
contact an attorney by phcnr::. If' rre attorney 
is not available a message will be left to 
return the call. 

C. Written Communication with Legal Representative: 

l. A juvenile I s written or dicta.tee rressage will be 
mailed or distributed to the -juvenile's legal 
representative by the Shift Supervisor or 
juvenile careworker. 

2. Outgoihg written or dictated messages will be 
uncen~o:r.f)d_ Dictated messages will not be 
censored, and will not be opened once the 
message has been ~ompleted for delivery. 

3. Mail from the COllrt or other legal authority 
will be opened in the presence of staff to ce 
monitored for contraband. 

D. Visits/In-Person Communication with I.egal 
Representative: 

Except in an emergenry a juvenile's legal 
representative may visit during regular business 
hours. If a juvenile requests a visit with 
legal representative a juvenile careworker will 
see that the ~eguest is relayed. 

: -
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2 JUVENILE TRAINING SCHOOLS 13.1 

Chapter: . Related Sl:andard.s: 

JUVENILES RIGHTS ACA: 2-9273 - 2-9279, 2-9280 

SUbject: NAC: 3.191, 3.192, 4.41, 

Legal Rights of Juveniles 
4.44 

ABA: 4.5 

1. POLICY: All juveniles ~iil' .h r-Tntected from 
~iscriminaticn ~ased on race, nationdl oriqi~, enJor, 
creed, sex, physical handicap or political beliefs and 
will have E-qt:.el a.ccess to programs and activities. They 
T • .,lll be assured that seeking' judicial relief will not be 
r:tet wi'Ch reprisal or penalty and will havE' lll'lcensored, 
confidential contact by telephone, in writing, or in 
p£·rscr with their legal representative. 

II. DEFINITIONS: As URen in this document, the following 
definition shall apply = 

Legal Fe.f.resentati~~: Assigned or retained attorney at 
law. 

III. PROCEDURES: 

A. Juveniles Without an Assigned or Privately 
Retained Attorney': 

The Assigned Supervisor or juvenile careworkers may 
inform juveniles of legal resources available to 
them but at nn time are they to engage in 
conversation which might in any way be construed as 
offering legal advice regarding the juvenile's case 
dnd under no circumstances should staff question 
Juveniles regarding alleged offenses. 

B. Communicati.on by Phone with Legal ReJ?resentatives: 

1. Limitations: Calls are usually limited to 
once a day to avoid unnecessary intrusion upon 
the legal representative and facility staff. 

) 

HowevE:r, if a jmrenile indicates important 
inforrnatioTI needs the prompt attention of his 
legal representative the call will be placed. 
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01lapl.er. Related St:mdll!f'ds: 

2-9274. 2-9277, 2-9278~ ACA: JUVENILES RIGHTS 2-9281 - 2-9283, 2-9285 
2-9288 

Subject: NAC= 4.41 through 4.45, 4.48 

Environmental & Programmatic 
ABA: 4.5 Rights of Juveniles 

I. POLICY: All juveniles in secure residential care have 
certain rights and responsibilities that must be 
recognized. T}:8se ar8 clearly defined and both juveniles 
and staff shall be familiar with them. Complaints of 
abridgment of the rights set forth below shall be subject 
to the grievance process and juveniles who do not accept 
those responsihilities (which would result in rule 
violation) are subject to disciplinary process. 

A. Juvenile ~ght~: 

1. 

2. 

3. 

4. 

Juveliiles have the right to expect that they 
will be treated respectfully, impartially and 
fairly, a.nd vdll h: ael.dressed by name in a 
dignified conversational form. 

JUVeniles b~ve the right to be informed of the 
rules, prccf'-oures and schedules concerning the 
operation of the facility. 

Juveniles hC'lve the right to not be subjected to 
corporal punishment, harassment, intimidation, 
threats, hClrm, assault, humiliation or inter-­
ference with the normal bod.5.Jy fUnctions of 
eating, sleeping, or bathroom functions by any 
other juvenile or staff person. They will be 
under the supervision and control of trained 
staff and/or trained volunteers only. 

Juvenjlep hi'lve tIle right not to be 
-- • I 

discriminated against because of race, national 
o:-:2.qin, color, creed, sex or physical handicap. 
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Environmental & Pro-
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uveniles 

5. Juveniles have tJ:e ~.~rrH ~C' I'~rticipate in 
re:i.iyious services and religict.l:3 C.'Gltl1seling 
on a vo]urtary basis, subject only to the 
limitClt-ion necessary to maintain order and. 
security. They will h~v€ access to clergy, 
spiritual advisors, puJ:-.Jications and related 
ser'liceb which allow them to adhere to their 
religious practices. 

6. Juveniles have the right to nutritious meClls, 
proper bedding and clean clothing, dcd J y 
showers, toilet facilities I c.cE'qt::C'te lighting, 
proper ventilation for warmth and fresh air and 
un oyerC']] safe environment maintaineC: in 
compliance "rit.h statE! alld local fire and safety 
laws and regulations. 

7. Juveniles have the rigl'~t to appropriate medical 
and dental treatment. 

8. Juveniles have the right to haiTe req-ular visits 
with family and the right to send and receive 
malL. Jm.'eniles also have a right to un­
cense:t:ed and uninspected outgoing mail. 
Incoming mail will be checked by staff in 
their presencE" end cmy J.imi taotion imposed will 
be necessary to maintair.. el:cer and security. 

9. ~uveniles have the right to wear p€rsonal 
clothing or wear combinatiol1s of thejr own and 
facility clothing. This choice is limited 
only by facility regd rements for safety, 
security, identification and hygiene. 

10. LTuvEniles have the right to wear tl1eir hair 
and fad C' J. hair in any style they choose as 
long as it does not pOEe any health and safety 
problem. 

11. JuvE~niles have the right to the possessio!l ot 
items of jewelry that could not be used to 
inflict bodily hoxm. Any limitations imposed 
will be to maintain safety, security and order. 

of 3 
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uveniles 13.2 P:ige 3 

B. 

1..'. uuveniles have t.he rigl,t t.o puytic:pflte in 
programs ~n U".L faci Jit.y: subject to state 
and local laws COIlCerf'jy,~ education. 

:I 3. ':juveniles have the right to participate in both 
indoor and outdoor recreation. 

J 4. c'uv€riJ.6s have the right to not participate in 
uncompensated work acsigmllents unless t~e work 
is related to housekeepin~ or maintenance of 
faci::'~ ty, community service work, or persona.l 
hygienic needs. 

15. Juveniles have the right to report any probJ.eITls 
or complaints they bwe_while in the facility 
wi thout any fear of 1,un:!..f:hrrent. 

16. Juveniles have the right to appeal any 
disciplinary measure taken against them for the 
1riolation of a facility rule and have the right 
to have a response to the appeal in accordance 
with the appeal procedures. 

Responsibili ties: GuidelirJes clearly establish 
expectations and require the acceptance of certain 
basic respond.bili ties. 

1. Juveniles have the responsibility of following 
the rules, procedures, schedules and directions 
of staff while in the facility. 

2. Juven~les have the responsibility of not 
discriminating against other juveniles or 
staff, or not using language or behavior in a 
manner vlhi(:h would imply prejudice or 
discrimination. 

3. Juveniles have the responsibility of helping to 
clean and maintain living quarters. 

4. ,:;1.!verd les ha.ve the responsibility of asking for 
medical and dental cart when they need it. 

5. Juveniles have the responsibility of conduct.ing 
themselves properly during visits, ano of not 
accepting or passing contraband, and not 
violating the law through the mail. 
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Juveniles 

6. Juveniles have the rGsronsibility of main­
"!:aining their clothes in a clean and odor free 
con(jj tion. It is also their responsibill ty to 
keep hair cle;:m. Hair care services are 
available to them on a regular basis. 

7. Juveniles have the re~For.sibility of reporting 
any infringement of their rights to staff 
members of the facilj ty. 

8,; Juveniles have the responsibility of follo'Vlinc; 
the grievance procedures in making any complaint 
and of reporting to facility supervisors any 
action t.aken against them by other juveniles or 
staff because of their complaint. 

9. Juveniles ha~TE' thE: responsibility of starting an 
appeal and using the appeal procedures for any 
disciplinary action they feel resulted jn their 
being treated unfairly. 

II. DEFINI'l'IONS: As used .in this document, the fo11mdng 
definition sha11 apply: 

Discrimination: An abridgement of rights based upon a 
person's race, rr;ligion, color, sex, age national 
origin; or handicCl.p. 

III. PROCEDURES: Specific procedures to fulfi11 tre 
above requirements are detailed in'other chapters of this 
publication. 1u assure compliance with the Juvenile 
Rights policy's intent, refer to chapters listed below. 

Chapter 7 
Chapter 8 
Chapter 9 
Chapt.E"r 10 
Chapter 11 
Chapter 12 
Chapter 14 
ChaJ:;t€:r :c:: 

[ 

Physical Plant 
Safety and Emergency Procedures 
Security and Contrel 
Food Services 
Sanitation ar.d Hygiene 
].1cdicnJ and Health Care Services 
Rules and Discipline 
('ornrotrd cation, Mail, Visi tir.g alia 'h:;lephone 
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JUVENILE TRAINING SCHOOLS 13.3 3 

Chllpt.er. Relllied Sl:uId:ml.s: 

JUVENILES RIGHTS ACA: 2-9284 

Subject: 

Juvenile Access to the News 
Media 

"~" 

I. POLICY: Juveniles shal~ have reasonable access to the 
general public through news mcc:i?, subject to the 
limitations necessary to maintain oretel.- and security, as 
well as to protect their rights. 

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

Representativ~s of the News MediC!: Persons whose 
principal employment is to gather or report news for 
a nE:v-]spaper, magazine, news service, or c_ radio or 
television news prograrn. 

III. PRO("FDUPES: 

A. News Media Requests: A news media representative 
who wishes to visit or conduct an interview must 
make application to the Chief Administrator. Prior 
to approval, the news :media must agree to abide by 
all the rules and regUlations of the facility. 

1. A request for interview nlay be denied if 
written consent has not been obtained frorn the 
juvenile'u parent or guardian and legal 
representative. 

2. A juvenile is not to be personally identified in 
an interview Either by: 

a. Identifiable descriptions. 

b. Photographing or :filning which might reveal 
the identity of the juvenile. 

E. F'Dcilitx_ Visits: 

1. All media representatives shall make advance 
arrangements for vjsit~. 
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.., 
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3. 

4. 

5. 

MediCi :t:el.'~es(:;ntatives may photogra1!11 1,:rcgrC'J'IF 
ano act~vjties in the facility and meet the 
juveniles involved. 

Use of a juvenile's name and identifiable 
photographs or voice recordings i,s .strictly 
prohibited at all times. 

The Chief Administrator may s~srend ~edia visits 
during a facility emergency. 

A juvenile placed in secure residential care may 
not act as a reporter or publish under a 
byline. 

C. Personal Interviews: Personal interviews with 
juveniles shall be conducted within the framework 
above, ane in addition: 

1. A juvenile may not receive compensation or 
anything of value for an interview. 

2. Either a juvenile or a media representative may 
initiate a request for a personal intervie,;,T. 

3. The Chief Administrator or hjs/her designee 
shall notify a juvenile, and/or the juvenile's 
parents/guardian of any request and shall, as a 
prereguisi te, obtain ';.ri tten consent from the 
juvenile, and/or parents/guardian prior to the 
intervim\T. 

4. The Chief Administrator shall approve or 
(Usapprove an interview reqnest wi"thin 2 working 
days after the consent form is received by the 
Chief Administrator. 

5. Any 
may 

a. 

b. 

disapproval shall be documented. A denial 
be given for ar.y of the following reasons: 

Refusal or failure to adhere to any of the 
forgoing conditions. 

The juvenile is physically or mentally 
unable to participate. This must be 
substantiated by the Medical Staff in 
writing and a copy placed in the juvenile's 
record. 
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News Media 13.3 Page 3 

" ':'1-IE' ~lritten consent of the juvenile, 
a1'('l/o1" juvellJ.le I s parent or guaraian, is 
not completed. 

d. The interview, in the opJ.nJ.on of the 
Chief Administrator, would endanger the 
health or safety of the interviewer or 
would adversely affect the order of the 
facility. 

e. The juvenile is involved jn a pending court 
action and the court, having jurisdiction, 
hils iSS11f'c1 an order forbidding such 
interviews. 

f. The juvenile is a "protection" case and 
notice of his ",hereabouts would endanger 
the juvenile's saff.!ty. 

Enl'!:tive Onte Approved By: 
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Sample Juvenile Training Schools 

MEDIA ACCESS TO JUVENILE 
CONSENT FORM 

1. TO BE SIGNED BY THE JUVENILE 

I hereby consent to the (Sample Juvenile Training Schools) 

authorization of an interview and limited photographing of me 

by of 
~------------------~--(name of interviewer) (name of employer) 

on 
~--~~~--------------(date(s» 

at (Sample Juvenile Training Schools). 

This consent is subject to the absolute conditions that: 

1. My identity will be kept confidential and will not be 
revealed to the interviewer. to those associated with 
the interviewer, or to those who will see, hear or read 
any product of the interview. 

2. No photographing or filming will be allowed that could reveal 
my identity. 

3. I may refuse to participate in or continue to participate in 
the interview and/or filming at any time. 

(da te) (signature) 

II. TO BE SIGNED BY THE DIRECTOR 

I certify that I read the above information to 
(name of juvenile) 

and witnessed his/her signature. 

(date) (signature) 

III. TO BE SIGEND BY PARENT/GUARDIAN 

I hereby, as the parent/guardian of the above named juvenile, con-

sent to the foregoing. 

(date) (signature) 



• 
Sample Juvenile Training School 

The (Sample Juvenile Training School) authorizes 
name of 

------------------------, representing 
individual name of employer or representing 

To the (Juvenile) under the care of (Sample Juvenile Training Schools): 

Date 

Access is authorized subject to the following connitions: 

(1) Any juvenile interviewed may refuse to participate in 
the interview at any time; and 

(2) agrees not to reveal either identifiable 
descriptions or the identity of any Juvenile interviewed; 
and 

(3) No photographs or filming will be dome which, when develop­
ed, might reveal the identity of the Juvenile so photo­
graphed or filmed; and 

(4) Should the identity of any Juvenile interviewed be 
revealed to any person or persons associated with 

(5) 

-------------------------, they will not disclose that 
identity; and 

agrees that the work product of 
the interview will not contain any information which 
would lead to the identification of the Juvenile 
interviewed. 

--------------------- Director 

I, , representing 
hereby accept authorization to interview Juveniles under the care of 
(Sample Juvenile Training Schools) pursuant to the terms and conditions 
set forth above, and agree to comply with those terms and conditions. 

Signature of Individual Applicant 

Title 
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Ch2P~ Related Sl2nd2l'lis: 

JUVENILES RIGHTS ACA: 2-9276 

Subject: NAC: 4.81, 4.82 
Juvenile Grievance Procedure/ 
Juvenile Advocacy/Ombudsperson 

I. POLICY: Upo!: c.cTrrd ssion r juveniles shall be infu:nned of 
their right to grie\Te r any circumstance, behavior or 
discipliNl.ry 2.ctiol1 of staff or other juveniles. 
Grievances that have not beeh resolved iI.formally through 
discussion with inaivic1ual staff members shall be filea 
according to the procedures outlined be 1m., • 11.11 
grievances sha]]. be handled expeditiously and without 
threats of or reprisals agair,st tht:: individual gJ::iev~!1t. 

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

A. Grievarce: A circumstance or action considered to 
be unjust and grounds for complaint or resentment. 

B. Or:Jbudsperson: A professional person, familiar 
with the system, -who has substantial experience in 
juvenile law, youth services and investigation. 

III. PROCEDUP..ES: 

A. Informal Resclution: The juvenile should first 
try to resolve a grievance against a staff merr~er 
infonr.ally by'discussing the problem with 
facility staff. Staff shall be available to discuss 
such complaints. If informal resolution can not be 
made, the juvenile should complete a grievance 
request and submit it to the Assigned Supervisor. If 
assiEte.l1ce is needed to complete or make delivery of 
the grievance request, a jtwenile careworker or 
volunteer staff me~~er should be asked. Upon 
request, the juvenile careworker should also 
submit the grievance request to the Assigned 
Supervisor. 

B. Grievance Process: 

1. A juvenile may select a representative or 
spokesperson from the sta:f:f, volunteers, legal 
cOl1'luunity or juvenile population at: any time 
during the grievance process. 
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3. 

1;0 reprisals shall be taken aga.ir;cf:. C'WYC'l'e using 
or paJ::tiC~lJCit:i .. n(J ..i .. n this process. 

Reasonably brief t..ime Emits shall be 
established and all responses to a grievance 
sha 1 .. 1 be in ,.,ri ting. Failure to respond wi thin 
the required tir.le limit entitles the juvenile to 
proceed to the next level of review. 

4. A juvenile with c.n €.mergency grievance 
(isolation, lack of essential medical care) 
shall receive action which can provide i~~ediate 
l:edress. 

5. The grievance p.l'ocedure itself will be used to 
deteIT:'.ine whether a specific complaint falls 
within the jurisdiction of grievance procedures. 

6. The Chief Administrator must be notified 
immediately of grievance requests against staff 
members. The Assistant Administrator must be 
notified iIllmediatE'Jy of all grievance requests 
against other juveniles. 

C. Filing a Porma] Grievance: 

1. Availability of forn:~:: Juveniles will have 
full access to forms. 

2. Content of forms: The forms shall contain the 
name of the juvenile, the date, person or 
poJicy grieved, and the nature of the grievance. 

3. Submitting the forms: Grievance forms should 
be submitted to the Assigned supervisor. He/she 
will notify both the Assistant Administrator and 
the Chief Administrator. If a jmlenile cannot 
gain direct access to the Assigned Supervisor, a 
juvenile careworker will make the delivery. 

D. First- LeveL Hearing by Review Committee or 
Person: 

1. Time Limits: The review authority shall 
convene within three working days of the 
report. Findings shall be submitted in 
vlrj ting to both the juvenile and the Chief 
Administrator within three additional days. 
Emergency grievances, however, will be reviewed 
during the next shift. 
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2. Conduct: of the hearing: At the hearing the 
juvenile may relate his/her side of the story, 
call witnesses and question facts presented. 
Recommendations of the committee Inay include: 

a. The transfer of th~ juvenile to another 
section. 

b. Disciplinary action against. the staff 
merrJ:;·er or juvenile responsible for the 
behavior that is grieved. 

c. Further investigation. 

d. Changes in po]jcies or procedures, or any 
and all of the above. 

E. Second Level: Auth~~ity Review: 

1. The findings of the review authority may be 
appealed to the Chief Administrater or in his 
abRE"nCe, the Assistant CI1ief Administrator. 

2. The Chief Administrator shall review the matter 
within three working days of receiving the 
review authority report, and submit his findings 
in a written report to tlie juvenile within three 
additional working days. 

F. Third Level: Independent Feview by Appeal 
Authority: 

The findings ef the Chief Administrator may be 
appealed to an independent appeal board, whose 
decision is final. 
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G. Juvenjle lIdvocacy/Ombudsperson Program: 

1. Rationale: The role of the Ombudsperson 
encompasses more than the formal facility 
grievance procedure. This office: 

a. Facilities a flow of information to groups 
outside the agency. 

b. Provides a perspective of juveniles' needs 
and programp different from that of staff. 

c. Provides an on-going evaluation mechanism 
which monitors the quality of life issues 
in the facility. 

d. Offers stat-utory protection for any 
statements made to the Ombudsperson. 

2. Duties of Ombudsperson: An ombudsperson 
may: 

a. Investigate matters not raised in facility 
grievance procedures. 

b. Initiate an investigation even when a 
juvenile has not made (or does not want to 
make) e fOrITlal complaint. 

c. Investigate matters not appropriate for a 
facility grievance procedure such as: 

4 

(1) Malfeasance by facility administration. 

(2) Quality of treatment. 

(3) Compliance with state laws requiring 
specific standards for programs and 
supervision. 
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a. Any juvenile, parent of juvenile, attorney, 
staff member of facility volunteel: may 
initiate the ombudsperson process. The 
9J::'ievar1ce must be submitted within three 
working deWs of the action 01' incident 
involved unless there is good reason, 
acoeptable to the ombudspers('\fl, for the 
delay in reporting. 

b. The grievclnt or representative r::li1~' 

contact tb.e ombudsperson in person, hy 
telephone or by written messagc. Grievance 
boxes shall be placed in areas accessible 
to juveniles. 

c. On receJv~ng a grievance the 0rt'.budsperson 
sr.alJ Meet with the juvenile as soon as 
possible and shall determine the merit of 
the complaint based on the juvenile's 
presentation. 2:= the complaint is not 
found meritorious, the ombudsperson 
shall inform the juvenile, in writing, 
explaining his/her reasons for that 
choice. If the juvenile agrees with the 
conclusion, he/she shall sign a statement 
to that effect. Both the grievance and the 
signed statement shall be kept in the 
juvenile's file. 

d. If the complaint has merit, the 
ombudspcrson shall arrange to contact 
and interview all parties either 
collectively or individually within four 
working cays. 

e. If the juvenile is due to be released 
within thE' four working days, the 
ombudsperson must contact a,ll parties 
within one workjnr cay (unless a party is 
unavailable) . 

f. If the Juvenile leaves the facility, the 
ombudsperson shall continue to complete 
the investigation. 
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'.1. l·~-tf:]'· c'crr!pJeting all intervie"l~1 U:e 
owbuas~~rson shall prepare a factual 
report paraphrasing aJI relevant 
informat.i.on received during investigation. 
All exhibits, that is, signed statements 
from the allege0 victim or alleged 
wrong-doer, eye-witness accounts and 
copies of relevant weaicul reports 
shall be attached to the final r~port. 

h. The ombudsperson shall sene. the completed 
rGport to the Chief Administrator of the 
facility, the par~nt agency or ar 
i.llciependent review board who ,,,ill assIst in 
resolving problems. 

i. If a staff member is found in violation of 
any youth's rights, the parent agency after 
having been advised by the review board 
shall determine the appropriate staff (a 
reprilt1and) discipljnary action ranging from 
to termination. 

H. ~iv~~ Action Resulting From a Grievance: If a 
juvenile believes that, after the appeal or 
ombudsperson process is exhausted, his/her civil 
rights have been violated, or are still in jeopardy, 
he/she shall not Le prevented or restrained from 
filing a law suit to adc'ress grievances. 

I. ~valuation: The Assistant Administrator will 
assess the grievance procedure as part of a progress 
report submitted to the parent agency. 
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Advocacy/Ombudsperson 

'i'hib assessment will include: 

1. The number of juveniles using the procedure. 

2. Any clarification or changes in policies and 
procedures which have resulted from the use of 
grievance procedures. 

3,. Recommendations for improving the procedure. 

Eflr':dve Date Approved 8~~ 
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SAMPLE JUVENILE TRAINING SCHOOLS 
OMBUDSPERSON INITIAL REPORT 

Resident Attorney Parent Staff Ocher Institution: 
S Box Verbal 
0 Date Received: 
U 
R Box location: 
C 
E 

Date Time Flace UIR (Attach) 

Complainant: 

Others involved: 

What happened? 

Conducted by: Date: 

Summary of Resident's Statement: 

TYPE OF COMPLAINT SUBSTANTIATION 

Existence of Policy Frivolous Believable, but Probable 
Application of Policy no extrinsic cause 
Behavior and Actions of Employees evidence 

Unfair treatment 
Physical Abuse 

Behavior and Actions of Residents 
Livin~ environment or conditions 
Request for Assistance Would mediation be practical? 
Other 

Who should participate? 

Action taken by Project staff: 

Has resolution successful? 

.Implications of Incident: 



SAMPLE JUVENILE TRAINING SCHOOLS 

Juvenile's Ideas, suggestions or Grievance Form 

Name ______________________________ __ Date Submitted ------------------------
If you have an idea, suggestion or grievance that you want a Supervisor, Program Director or Administrator to 

address, please'fill out the form in the appropriate place, give it to a Supervisor and you will receive an answer 
as soon as possible. If your grievance is something that needs to be resolved immediately, the on-duty Supervisor 
will respond to it with a workable solution. If it is something that cannot be dealt with immediately it will be 
discussed at the next Supervisor's fleeting which is held every Wednesday at 3:00 PH. In any event you will receive 
an answer to 'lour problem or idea as soon as it can be thought through and a solution worked out. 

Ideas, Suqgestion or Grievance (Please Be Specific) 

Signature Date ____________________ __ 

nesponse __________________________________________________________________________________________________________________________________ _ 

Signature Date 



SAMPLE JUVENILE TRAINING SCHOOLS 

JUVENILE GRIEVANCE PROCEDURE 

If you have a complaint or grievance r please follow the steps given 
below and give the completed report to the juvenile careworker on 
duty. The juvenile careworker must give the report to his or her 
shift supervisor. All written grievances will be answered. This 
does not mean we will agree or disagree with them. Corrective 
action will be taken if your situation requires it. 

1. Write down, in your own words, what you think the problem is 
and why it happened. 

2. Write down why you think what happened is unfair. 

3. Write down what you think should be done to prevent it from 
happening again. 

SIGNATURE 



CHAPTER 14 

RULES AND DISCIPLINE 

COMMENTARY 

This chapter encompasses 

American Correctional Association Standards 2-9289 through 
2-9295, 2-9299, 2-9300 through 2-9316 

National Advisory Committee Standards 4.47, 4.51 through 
4.54 

American Bar Association Standards 8.7 

Prior to implementing policies or procedures based on these 
samples, local counsel in the facility'S'. jurisdiction must 
be consulted to determine compliance with state and local 
regulations. 

Information from many sources was evaluated and used in an 
effort to present samples complying with ACA standards and 
current judicial rulings. No section of this publication is 
more consistently the subject of juvenile grievance and 
litigation than rules discipline. 
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Chapler: Related Sl2nd:uds: 

RULES ADN DISCIPLINE ACA: 2-9289, 2-9290, 2-9291, 
2-9314, 2-9316 

Subjed: NAC: 4.47, 4.51 through 4.54 

Rules and Regulations 

J. POI,ICY: Rules of conduct as well as the penalties 
that may be i1T'posed are included in the ,Tuvenile Rule 
Book and shc3l1 be used as a guideline for both juveniles 
and staff. 

II. DEPINITIONS: l\s used in this document I th~ following 
definitions shall apply: 

A. Physical Restraint: Actual holding of a juvenile. 

B. Room Restrictions: Remaining in a room, at the 
reguest of a staff me~ber, until given permission 
to lE'"ave. 

III. PROCEDPRFE: 

A. Rule Book Distribution, Interpretatio~ and 
Translation: 

1. A copy of the Juvenile Rule Book, containing 
chargeable offenses ane: t.he penalties and 
disciplinary procedures that. may be imposed, 
will be gh'crt t.o each juvenile upon admission. 

2. Arratlgements "Till be made by the Assignf"c1 
Supervisor for translatic'~ "'hen a juvenile 
speaks another language or interpretation if a 
juve~iJ.e has a problem with reading or under­
f"t.?r.ding any portion of the rule book. 

B. Staff Training: All stiirf rr.embers will be given a 
copy of the ~nJ.le Rule Book. stCiff that have 
direct contact with juveniles \·,:1.11 rE:ceive at least 
two hours of in-service traj rli.ng annually to ensure 
farlliliarity with the rules, sanctions aVcdlcble and 
the rationaJe for the rules. 

, 
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. RULES AND DISCIPLINE Rules and Regulations 14.1 
~ 2 

C. Offense Priority: Prior to initiating a report or 
a disciplinary action, careful attention should be 
given to the rule book ir determining the seriousness 
of the misbehavior. Fifteen examples are: 

1. Horseplay: However, it is important that the 
staff member knows the difference between two 
juveniles vlho are simply playing around and two 
who are attempting to cover up a more serious 
problem. 

2. Out of Assigned Area: This could be an 
absence in the classroom or from the location 
of an assigned errand. It is an issue of 
intent. In most cases this is a relatively 
minor offense when considered on a one time 
basis. 

3. Failure to Carry Ou~ Assignment: The 
frequency with which this behavior repeats 
itself determines the seriousness. 

4. Aggravating or Harassing Others: This could 
cover such areas as language, making fun of, or 
in any other way holding a peer up to ridicule. 

5. Verbally Disrespectful: This must be 
confronted and could conceivably be considered 
for disciplinary action, but it is not 
considered to be uncontrolled behavior. 

6. Destructiop. of Property: The seriousness will 
be affected by the degree of destruction and the 
value of the property destroyed. Staff must 
alvlays di st-inguish between intentional and 
accidental destruction. 

7. 8tea]jnq: The seriousness will be affected by 
the value of what is stolen. 

8. Sex Offense: Would involve voluntary 
participation. It does not include a forced 
encounter. Once force is used, the offense 
becomes assault, and is of a much more serious 
nature. 
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~. ..!::'j.~obey ing a DiEect 0:1' df,,:: ; f:(J f1.~ E'8 ] to 
stop or re:fusing to initiate a particulur 
behavior or activity ordered by a staff member 
is consjdercd an offense. 

10. Intimidation or Threatening: Intimidation and 
threatening another person must be considerc~ Cl 

serious offense warranting significant 
consequences. 

11. Possession or Contraband: Possession of any 
item that can be used as a weapon or for 
purposes of escape {matches, alcohol and drugs 
or money) or has not been s.r;eciiically 
authorized iF' considered a serious offense. 

12. Verbally Uncontrolled: 'l'his is a situatior· jn 

which a juveniie is cursing, threatening, and, 
after being warned to cease, has refused to do 
so. 

13. A.W.O.L. or Escape: This is a law 
violation and would warrant placement of 
charges with the court. An attempted escape 
warrants immediate room plC'l0eIl1ent. 

14. Fighting: Any physical violence should be 
considered one of the more serious offenses and 
warrants ir..wecJiat:e room placement. 

15. Assault: An intentional physical attack on an 
individual, inflicting serious injury or harm 
should be con~ider0d a very serious offense 
and warrants immediate room placement. In 
addition, placement of charge.s with the court 
may be indioated • 
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D. DisciplinE-. 

1. Sta.ff will make every effort to maintain control 
of juveniles through methods of positive 
reinl~o:t-Cement • 

2. Discipline will be adminif:tered in a lfJay to 
create a learning experience for the juvenile 
and wi]] hE' commensurate with the seriousness of 
-the misbehavior. 

3. Disci.pli.ne wD 1 never be of a nature or 
~(Iriinistered in a way that will degrade cr 
rmrrd ] i ate. 

4. The following actions will never be used as a 
meaps of djscipline: 

a. Corporal punishment. 

b. Physical restraint. 

c. Psychological intimidation. 

d. Denial of regular meals. 

e. Denial of medical care. 

f. Denial of sufficient sleep. 

g. Denial of sufficient exercise. 

h. Denial of contact with parents/leg2l 
guardians. 

i. Denial of legal assi~·ta1"ce. 

5. Room restriction will only :Je used when it is 
absolutely necesSClry for the protection of 
juveniles or staff or for controlling self 
destructive behavior. The juveniles will be 
returned to th~ir regular program as soon as 
possible. 

6. AI] disciplinary action will be reviewed by the 
Assigned Supervisor and the Assistant Chief 
Administrator for Prograrr. Operations. 
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E. Physical Restraint: '1'his is used only when the 
juvenile is acting in a manner that is assaultive, 
injurious and dangerous to himself/herself, peers, 
staff and/or property. As a part of on-going 
training, staff members shall be trained in the 
ter:hniaues of physical restraint. 

F. Reporting: Based on the facts of the incident, 

5 

on.'!-y the Assigned Supervisor or his· designee may 
authorize temporary room restriction and/or U!?f' C'f 
physical restraint. For room restrictions beyond the 
initial "coo13ng off" period of one hour, and/or the 
use of physjcal restraint, the staff member shall! 

1. Write an Incident Report, describj ng the 
situation and the juvenile behavior. 

2. Note the juvenile's room restriction in the 
Temporary Restrictic;>u Log. The Log sheJ 1 
contain: 

a. The name of the juvenile. 

r. 

c. 

Th.e date and time of the juvenile t s 
rf'striction/restraint. 

Name of the staff member requesting such 
rp~triction/restrain~o 

c. Name of Assigned Supervisor authorizing 
8ur:h restriction/restraint. 

e. Reason for juvenile's temporary 
restJ~iction/restraint. 

f. Date and time of juvenile's relea.se from 
restricti011 auarters. 

3. A Room Confinen,ent Check sheet shall be 
marked every 15 minutes the juvenile is kept on 
restriction. 

4. When the juvenile is released from his/her 
room, the Incident Report aud the Room 
Confinement Check Sheet are to be placed 01'1 

file . 
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c. Anrucl Evaluation and Review: 

1. 'l'he Assistant Administrator shall review the 
policies relating to the juvenile rules and 
discipline, examine the existing practices and 
consider suggesti.ons for revisions. 

2. The Assistant Administrator shall complete a 
written evaluation including any recommendations 
and forward this to the Chi.ef Ao~inistrator. 

Efllfo:tive D:lle Approved B~': 
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Sample Juvenile Training Schools 

_____ Incident Report __ Behayi or Report 

RE: / 
--------------------------~---------

D.O.B. L 
LAST FIRST M.1. 

DATE: ___________ _ 
a.m. 
p.m. TIME: ___________ --' 

OTHERS INVOLVED: 

DESCRIPTION OF INCIDENT: 

WITNESS: (WITNESSES) : 

DISPOSITION: 

APPROVED: 

MO. 

FAMILY COURT LEGAL NO. 

__ Fighting 

Assault 

DAY 

__ Disobeying A Direct Order 

__ Destruction of Property 

__ Verbally Disrespectful 

____ Out of Assigned Area 

__ Horsepl ay 

Failure To Carry-o~t Assignment 

Verbally Uncontrolled 

Sex Offense 

__ Stealing 

YEAR 

Intimidation or Threatening 

____ Aggravating or Harrassing Others 

Possession of Contraband 

_ AI~OL or Escape 

_ Lying 

(Juvenile Careworker) 

(Shift Supervisor) 
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OIapt.er: Rd:aled Sl.:uidards: 

RULES AND DISCIPLINE ACA: 2-9292 - 2-9295, 2-9315 

Subject: NAC: 4.47, 4.52, 4.54 

Minor Violation Resolutions ABA: 8.7 

J.. ;'(}T.J::CY-: '!'h~re are written guideJil"es fcl. intormally 
resolving minor juvenile misbehavior when circumstances 
dictate immediate, inforIl'co.l action. staff shall prepare 
a disciplinary report when a juvenile has committed a 
violation of facility rules. 

II. DEFINITIONS: As used in tbis document, the following 
definition shall apply. 
p.estriction: The curtailment of activity as a 
disciplinary action, used only if consultation and 
advjsE'I'lE'nt with the erring juvenile fails. 

III. PROCEDURES: 

A. Activity Res!rictioE: A juvenile careworker or 
Assigned Supervisor may exclude a juvenile from 
paLticipation in activities for a period of time 
depenc'Lin<;: on circumstances. This is imposed as a 
result of misbehavior. Mjsbchavior in the cafeteria 
may WG.i.:rant a cafeteria restriction while poor 
conduct in another area could result in a restriction 
of a different fl_ctJvity. 

B. Room Restriction: A juvenile may be restricted to 
his/her room for minor misbehavior, for a specified 
period of time. The amount of time varies depending 
on tbe nature of the violation anCl circumsta.nces, but 
shall not exceed one hour without approval of the 
Chief Administrator or his/her designee. Prior to 
room restriction the reason sha11 be explained and 
the juvenile will have an opportunity to explain 
his/her behavior. During room restriction the door 
will rerocd.n un] ocked and staff contact will be made 
at least every fifteen minutes, depending on the 
juvenile's emotional state. The juvenile's attitude 
assists in detennining the end of the restriction 
period. Any room restriction may be followed by a 
seotion restriction if appropriate. 
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c. Group Pestriction: There shall be no total group 
restriction without approval of t.he Cbief 
Administrator or hjs/hE:'r designee. The exceptions to 
this are: 

1. Up to a maximum of one hour of group 
restriction may be initiated by the juvenile 
careworker, based upon general group 
misbehavior. 

2. Immediate group restriction is allowed if tr.ere 
is a clear and present danger to security or 
safety. In these cases the Assiqned Supervisor 
and the Assistant Administrator or the Chief 
Adminjstrator should be notified iITmediately for 
further instructions. 

D. yarly Bedtime: Scheduled bedtime will be reduced 
in units of one hour. A juvenile may receive a 
one hour or a two hour earlier bedtime at the 
discretion of the Assigned Supervisor when 
disciplinary acrion is warranted. 

E. Warning: A wc;.l.·ning may be used without further 
disciplinary action. The Y.rc:rning shall communicate 
what the offense was and the expectation, ,-lith the 
understanding that, if repeated, specified 
disciplinary action will be initiated. 

F. Reports of Disciplinary Action: If there is a 
reasonable belief that a juvenile has committed a 
viola tion of the rt11es and regulations, the staff 
mew.ber may choose to either verbally warn the 
juvenile or submit a disciplinary repcrt. p.~ 

disciplinary report should contain: 

1. Specific rule (8) violated and the details. 

2. Behavior of the jU,\T(->ni J f' in connection with the 
violation. 

3. All action taken by the Gta.ff JTlember (5), 
including any force. 

or 4 
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40 Name(s) of any witness(es). 

5. Description and disposition of any physical 
evidence regarding the violatjon. 

6. Signature of reporting staff member and the 
date and time of the incident and report. 

7. cTuvenile • s written account of the incident. 

£'. cTtwenile' S signature verifying that he/she has 
read the report. If he/she refuses to read or 
sign, it wi.ll be noted on the report. 

G. Individual Discipline Plan~ Trj", cat> be used for 
short-term or extended discipline and serve as a 
behavior profile for evalt1?tion reports. The plan 
dOCllment.s repeated misbehavior. The form used shall 
include facts important to using discipline. 

1. Date, Tiwp., Juvenile's name. 

2. Exact infraction or misbehavior cited (note: 
the misbehavior could be matched with 
appropriate discipline). 

3. Privileges suspended with details of how this 
was ~mplemented. 

4. List of priorities ror the restoration of 
privileges (note: a privilege must be earned 
}:y q00d behavior for it to be restored). 

5. Consultation8 ~vith the juvenile, informing 
him/her of the details of the infraction, 
suspended privileges and time expectation for 
restoration shall be noted. 

3 

6. Periodic evaluation of an individual discipline 
plan is done either by the st2'.ff mewber involved 
in the incident or by staff en the shift 
implementing tf1e oiscipline process. 

7 Date and time for evaluation of goee behavJor 
~hal] be included on the form. 
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H. Investigation: If the Assista.nt Admird.strator 
believes it is necessary, he/she may appoint ar· 
impartial investigator to investigate an allegec 
violation. 

1. Crimine>J Prosecution: When it appears likely that 

4 

an incident may be subject to criminal prosecution, 
the investigation procedures 8ha11 ce suspended and 
the Chief Administrator notifiod. The <:hief 
Aclrninistrator shall notify appropriate officials for 
possibJe: prosecution and shall make every effort to 
safeguard evidence and 0ther appropriate evidence. 
This material shall be turned over to the appropriate 
prosecutorial authorities. 

Efll"ctive O1lle Approved By: 
a 
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S~mple Juvenile Training Schools 

Report of Room Restriction 

Juvenile _______________________________________ Date ______________________ __ 

Time of Incident, ___________ ...:Location of Inciden~ _______________ _ 

Reques ted by ____________ ---.;Approved by _____________ _ 

Time of Confinernent, ________________ in Room, ________________ _ 

Reason for Confinement: 

Assault 

Fighting 

Threatening immediate physical violence of another ~erson 

Presents an immediate danger to his/her own physical well-being 

Escape; threatening to escape 

Destruction of property 

Protection; upon written requesi of juvenile 

Aggravated disobedience; threat to the security of faC"llity 

Possession of dangerous weapon 

Introduction of contraband to facility grounds 

Other (specify) 

Brief description of the incident: ________________________ _ 

Shift Supervisor 



Sample Juvenile Training Schools 

NOTICE OF DISCIPLINE 

Juvenile's Name: Date: Time: -------------------------- --------- -----------
Room Number: ____________ ~Reason for Discipline: ________________________ _ 

Type of Disc;pline: _______ Work __________ Essay __________ Other __________ _ 

Restriction is being used in connection with this discipline: Yes No 

Release Information: ____________________________________________________ __ 

Staff Signature ________________________ __ 

Shift Supervisor's Si9nature __________ __ 

This form is to be completed in duplicate: 

One Copy to Director. 

One Copy to Assistant Director of Program 
Operations 
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Ch2Pter. ReJ:a(ed Slandards: 
, 

RULES AND DISCIPLINE ACA: 2-9299, 2-9300 - 2-9313 

Subject: NAC: 4.52, 4.54 
Disciplinary Procedures for 
Major Rule Violations and 
Adiustment Committee 

:r. POI.JCY: When a juvenile is charged with violating a 
facili ty rule ~7hi ch would result in either a disciplinary 
report, or confineJrlent, he/she has the right to a 
hearing befoxe the Adjustment Committee. 

II. DEFINI'l'IONS: As used in this document, the following 
definitions shall apply: 

A. Adjustment Committee: A group of supervisory leveJ 
staff empowered to conduct hearings and impose 
disciplinary actior.8 that: comply with the policies 
and procedures of the facility. 

B. Confinement: Placement of a juvenile in a locked 
room to control behavior that is a clear and 
present danger to the juveniJe, other juveniles, 
or staff. 

C. Major Rule Violation: These ~re actions such as: 
willful destruction oJ. property, stealing, 
non-forced sex offenses, intimidation or 
threatening, possession of contraband, attempting to 
escape, fighting, e~f:c.llJ.t., etc. Please refer to 
Policy #11.1. 

III. PROCEDURES: 

A. Time-Out Confinement: After all other tech-
niques and resources have failed and only when the 
juvenile's behavior presents a clear and present 
danger to himself, other juveniles or staff, 
confinement should be utilized. The lergt.h of 
confinement should not excpE'oO the point at which the 
juvenile regains self-control and in the opinion of 
staff, can safeJy be returnee. to the regular 
programming. 

1. Only the Ch:ief Administrator or his/her designee 
can authorize cO.l1fJr:;ement. Authorization is 
valid for a maximum or one hour unless the 
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Comml.ttee 

juvb~~lc is arrused of violating a maj0r rule. 
In such Ccr:f..'C the J<1veuile may be confinel! 10I 

up to 24 hours with approval of the Chief 
AdministrC1tcr or his/her designee. 

2. The Chief Administrator or his/her designee must 
makl::' tJi:t:ect personal contact with the jmTenil~ 
during confinemen'L. The Chip.f 1I.dministrator 
must be informed as sam: as possible of any 
cOllfinemer;t \<'h5 ch is authorized by his/her 
designee. 

3. Juveniles placed in cGr:fir.ement separate from 
their living section 'must be afforded Jiving 
condit.jons and rights approximating tho::><=: 
available to thE:- general juvenile population 
unless clear and sub.sLantial evidence justifies 
an exception and administrative apI'rev.;:J. has 
been secured. 

4. All juvenile cClrE"\oJorkers are familiar with 
these p:cocedures and special trainir:g in 
juvE=>niJe management and restraint techniq'ues 
is providen to all facility personnel. 

5. The Assigned Supervisor on duty is responsible 
[or recording all incidents of copfjnement. on 
forms specifically designed for th~t purpose. 
The information to ce recordecl in the report 
includes: 

C:.. Nc?Ine of juvenile. 

b. Date and time period of confinement. 

c. Names of sta£T m~mbers recomnending 
confinement. 

d. Reason(s) for confinement - cef:cription of 
behavior. 

e. Unsuccessful alternatives used. 

f. Authorization signed :Cy the Chief 
AdJuinistrator. 

g. Persop authorizing release from 
confinement. 
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B. 

l.Jomml.ttee 

6. Thf' JI.::;::>':'91;eu SUl:lervisoJ:: is responsiL lEo .~-G?· 

seeing H.Lc:t C'I copy of the confinement report il:' 
placed in the juvenile's r~c0rd. 

7. During confinement: 

a. Po·tel1tJ.ally dangerous articles shan hE' 
removed. 

b. Physical needs of the juvenile must be met. 

c. One staff person will bp Cl.s.signed by the 
Assigned Supervisor to supervise the 
juvE"nilo. 

d. The assigned staff-person will visually 
check the juvApjlA every 15 minutes and 
record attitude changes, reasons for 
continuing confinement, all visits and 
statements of physical and emotional 
condi tion of the juveni.le. This repo:l:'t: 
~'lill be placed in the juvenile's records. 

Disciplinary Confineroept: 

In a disciplinary confinement period, an outside 
liroit Sf1«1.] be set for the maximum period of 
confinement. 

1. Where no liml.t exists a juvenile shall remain it' 
confinement no longer than 5 days. 

2. A permanent log shall be maintained for all 
juveniles placed in room confinement and 
shall include; 

a. l'TamE.. 

b. Rousing location 

c. Date and tiffie admitted 

d. Reason for admission 

e. Tentative release cay 
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f. Hedical and/or psychiatric needs 

g. Unusual juveniJE' be:hc:.vior 

h. All releases 

C. Disciplinary Hearing: 

A juvenile has a right to a disciplinary hearing 
when cor,finement or a disciplinary' report hal2 been 
initiated. The juvenile should be seen by his/her 
cour·,s.:lor as soon as possible, but not more than 24 
hCll1 rs following the violation. The juvenile shall 
remain in population while waitir.g for an Adjustment 
Cummlttee Hearing unless he poses a clear and present 
threat to the safety of self and others. 

D. Adjustment COI:'lT':ittee Composition: 

1. The Adjustment Cow~ittee should be comroscd of 
at least trrce (3) supervisory level staff 
persons appointpd on c:. rotating basis by the 
Chief Administrator. To enherc€' tt,€; Cor.1mittee's 
impartiali ty, a staff persOll f:rom an ir:c'lE'pendent 
agency should be assigIie<'l to the Committee. 

2. The designvted chei!:"person shall be required to 
ha"€" cor.:ple1:ed training in disciplinaLY 
procedures. 

3. The Committee's composition should 1:e racially 
and ethnically baJanced to meet the needs cf tJ-:e 
facility. 

E. AdjustInent_ C.?l11nd ttee Hearing Procedures: 

1. The Adjustment COl11mittee shall begin no later 
than 7 days (or sooner, if po~~ible) excluding 
webhends and holidays, after the commission of 
the rule infraction or the discovery of it, 
unless the juveni~c if.: unable to participate in 
t.he. hearing. 

2. 'l'he juvenile and his/her counsel c'r l11ust 
receive written not:t.c.:c of the facts and charges 
being ~rescnt€"d aQeinst him no later than 24 
hours following the incider,t. 

3. A juver.iJe EPa]], upon request, have the 
assist2r.ce of n s~aff member in the presentation 
of his/her defense. 
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& Adjustment Committee 

.:1. 'l'nE: juvenile shall be present at the hearj nq, 
unless he/she waives that right in writing or 
through behavior, ano may have his/her 
caseworker present. 'l'he juvenile may be 
excluded Gurjpa testimony given in confidence 
and the re&nons for the absence or exclusion 
shall be documented. 

5. A juvenile is given an opportunity to make a 
statemen'c, present documentary evidence, and to 
have in attendance any pe.rson (s) who has 
relevant information, except when doing so may 
~eopardize the life or safety of persons or the 
securi ty or oycler of the facility. 

6. Prior to privilege suspension, the Adjustment 
Cor,JTli ttee will explain the reasons for their 
d€cision. 

7. 'l'he juvenile and his/her counselor must be 
given a copy of the Adjustment Committee 
summary. T.f= persona] safety or security is 
jeopardized by certain references in the 
\-lr1 tten record they may be deleted from the 
juvenile's copy, but the fact that omissions 
bave been made shall be noted on the copy. 

8, The Adjustment Committee shaD tuke any of the 
following actions, based upon the evinence: 

a. Find that the juvenile did not commit the 
offense. In that c.ase, the Committee shall 
order that the disciplinary report be 
dismisncd ap0 expunged from the juvenile's 
record. 

b. Find that further i!IVestigatjon is 
necessary. 

c. May order tlmt the juvenile be held in 
investigative status. (This does not imply 
confinement but may be a limited exclusion 
from the routine program activities.) 

0' 7 
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& Adjustment Committee 

9. If the decision is adverse to the juvenile, the 
juvenile must be informed 0.1 his/her right to 
appeal within 15 days of the Adjustment 
Cornnd.ttee's decision through the grievance 
procedures. The Chief Administrator shall 
respond to the appeal within 30 days. The 
Chief Administrator shall decide if: 

a. Juvenile discipline was in compliance with 
the facility's policies and proced~res. 

b. The decision of the committee was based on 
substantial evidence. 

c. '1'he sanction imposed was appropriate to 
the rule violation. 

10. When there is a finding that". 1:he juvenile did 
commit the offense, a copy of the Adjustment 
Committee summary along with the disciplinary 
report shaD DE' :forwarded to the Chief 
Administrator, parent agency and other 
appropriate authorities and a copy of each 
report shed] be filed in the juvenile's record. 

11. The Chief Administrator may remand the decision 
of the Adjustment Committee for new proceedings 
if, upon review, the proceedings are found to be 
deficient due to: 

a. Inadequate notice, failure to state the 
correct date of the offense or the 
failure to provide the juveniJe adequate 
notice of the hearing. 

b. Lack of impartiality of the AdjuE't1r€I't 
Committee. 

c. Improper exclusion of witnesses. 

12. New or additional procee0ings may be ordered 
in other circumstances, determined by the 
Ch.ief Administrator. The juvenile shall be 
provided with notice of thE' rehearing as soon as 
possible. The rehearing shall take place within 
three (3) days. The procedures en remand shall 
be conducted in accordance with the procedures 
-governing the initial hearing. 
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13. 'l'he C1Ii€:!f Ac1n:;i.nistrator may remand the decision 
for additioT;a] documentation, correction 0:1: 

clarification of the surr~ary, including the 
statement for exclu.ding witnesseE:, or the basis 
for the finding of guilt and the imposition of 
sanctions. 'l'he Chief Adninistrator· should 
receive all reports and information concerning 
the ~f.jllstme!it committee's summary before these 
materials are forwar.ded to the parent agency, or 
other appropriate authorities. The juvenile 
will not have the right to a new hearing but 
shall be notified of the decision. After the 
Committee has amended its summary, it shall be 
forwarded to the Chief Adrninistrator in 
accordance wi th the_ procedures in the original 
disposition. 

14. Upon remand, sanctions greater than those 
impused at the original hearing shall not be 
permitted, unless the juvenile is charged with? 
different offense whicr.. provides for a greater 
penalty than provided under the original 
violation, or new evidence is produced which 
justifies the greater disciplinary action. 

F. Computation of Discipline for .l\1u1 tiple Offenses: 

1. When a juvenile has been found in violation of 
more Jchan one ru.le violation arising from a 
single incident, the maximum penalty shB.ll 
not exceed the maximum penalty for the most 
serious offense he is found to :nave committed. 

2. When a juvenile has been found in violation of 
more than one r.ule infraction, arising from 
separate incidents, the maximum penalty for each 
violation may be imposed and such penalties 
shall run consecutively. 
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CHAPTER 15 

COMMUNICATION: MAIL, VISITING AND TELEPHONE 

COMMENTARY 

This chapter encompasses 

American Correctional Association Standards 2-9317 through 
2-9325, 2-9327 through 2-9333 

National Advisory Comm.ittee Standards 4.41, 4.44 

American Bar Association Standards 7.6 

Any user planning with these documents as a guideline should 
consider revising the samples to provide for greater or 
lesser security as required by local conditions. Such 
revisions can be accomplished and, at the same time, be in 
compliance with the standards listed. 

Both state and federal courts have been increasingly 
attentive to the areas of correspondence, mail and visiting 
for detained juveniles. Various legal rulin~s have been 
considered in the developmen't of ACA standards and these 
sample documents. Each user should, how~ver, develop 
statements to comply with recent judicial rulings 
appropriate to their area. 
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Chapter. Related Standards: 

COMMUNICATION: MAIL, VISITING ACA: 2-9317 - 2-9324; 2-9331 
AND TELEPHONE 2-9332 

Subject: NAC: 4.41, 4.44 

Juvenile Correspondence ABA: 7.6 

I. POLICY: The facility recognizes the juvenile's need 
for and right to maintain contact with persons outside 
the facility and ass~rts that he/she may do so with a 
reasonable degree of privacy. 

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

A. Correspondence: Communication to or from 
juveniles through letters, post-::ards, greeting cards 
or parcels. 

B. Contraband: Any item or article in the possession 
of a juvenile, or found within the facility, that has 
not been officially issued, purchased in the 
commissary or approved by written policy. 

C. Money: Cash, checks, postal notes, money orders 
or drafts. 

III. PROCEDURES: 

A. Written policy and procedure governing 
correspondence of juveniles are made available 
to all stdfi and to juveniles upon admission and 
are reviewed annually and updated. 

B. The amount of mail a juvenile may send or receive 
is unlimited, except when the facility provides 
postage. Excluding legal correspondence, the 
facility shall provic,e postage for a minimum of two 
letters each week for each juvenile. All mail s.nd 
legal matte:r:s shall be delivered to the juvenile on 
the day of receipt from the postal office. 

c. PJ.:. nail will be opened, examined for contraband and 
then distributed. Both incoming and outgoing mail 
are not read by staff, except where clear evidence 
justifies such action. If corresponde~ce is read, 
the juvenile must be present when the letter is 
opened. 

I 



Chaplet' Subject Polky /I 

,COMMUNICATION: MAIL, Juvenile 
VISITING AND TELEPHONE Correspondence 15.1 ~ 2 

If ar')! ('ol:traband is found the letter and its 
contents s~('uJ~ be directed to the Assistant 
Administrator. If no contraband is found, the letter 
should be immeniately given to the juver.i]e. 

D. Juveniles are permitted tc send sealed letters to 
specified persons and organizations. including, but 
not limited to: 

1. Courts. 

2. Counsel. 

3. Officials of the confining authority. 

4. Administrato!. of grievance systems. 

5. Paroling authority. 

E. Cash, checks, or money orders removed from incoming 
mail shal] De credited to the juvenile's account or 
placed with the juvenile's other secured property. 

F. Packages are subject to inspection. Juveniles should 
be present during the inspection and notified of any 
items withheJd from them and the action should be 
recorded on the juvenile's property inventory sheet. 

G. A released or transferred juvenile shall bE: perlTd tted 
to take all personal mail. Additional mail received 
should be forv.7arded by the Office Manager unopened. 
If no forwarding address is available, mail should be 
returned, unopened, to the sender or Post Office. 

H. Restricted Magazines, Newspapers or Periodicals: 

1. Publications ~~al} be prohibited if they pose a 
clear, nirect and irrlTledia te danger to security 
or if the}' depect sexually explicit materi als. 

of 3 
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2. The facility's Chief Admipjstrator shall 
confiscate any materials meeting the above 
criteria ana snaJl either turn them over to 
proper legal authorities, return them to the 
sender, or destroy them as appropriate. 

I : A.prn~ 8" 

3 of 3 
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JUVENILE TRAINING SCHOOLS 15.2 2 

Ch:zpt.er: Rel:Zled Sl2.nd:ardS: 

COMMUNICATION: MAIL, VISITING ACA: 2-9330 
AND TELEPHONE 

Subject: ABA: 7.6 

Access to Telephone and 
Telegraph 

I. POL1CY: To maJ.ntai!'l C'o:r.ununj ty ties and contact with 
attorneys, each juvenile shall hav~ eaual and adequate 
access to a telephone. 

II. DEFINITIONS: Nene. 

III. PROCEDURES: 

A. Upon Admission: Upon admission to the facility a 
juvenile may telephone either his cr her natural 
parents, legal guardians, foster parents, custodians 
and attorney immediately. 

P. Outgoing Calls: A juvenile may make local and 
collect calls to his natural parents, legal 
guardians, foster parents, or custodjans during 
regular hours specified by the Chje~ Administrator. 
Jl.. juvenile shall be allowed one free long distance 
cal] to his/her family each week. 

C. 

1. A juveniJ e careworker may place all calls for 
the juvenile and will supervise but not monitor 
conversations unless there is reason to believe 
that a call is being used to violate the rules 
of the faci Ii ty . 

2. The dUration and frequency of outgoing calls 
shall be limited to allow all juveniles an 
opportunity to place calls. 

3. A juvenile may phone his/her attorney at any 
reasonable time (excludj~g weekends and 
holidays) as often as he/she wishes if their 
attorney agrees: to accept charges for these 
calIs. No time limits shall be placed on these 
calls. 

Incoming Calls: Juveniles may receive calls from 
court workers, social workers, police officers, and 
lawyers'at any time. 
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COMMUNICATION: :t:-IAIL, Access to Telephone 
VISITING AND TELEPHONE and Telegraph 15.2 P:l3e 2 

D. Recording Juvenile 'I'elephone Calls: Where juvenile 
telephone calJs are scheduled and supervised, a 
telephone log shall be established and maintained by 
the Assigned Supervisors. All local or long distance 
telephone calls received or made by the juvenile 
shalJ be documented in this log, including date and 
time of the call, name and number of the juvenile 
making the call, and party and telephone number 
called, time call was completed, and careworker 
monitoring call should initial the log. 

E. Telegraph: On the basis of urgent needs, juveniles 
shall be permitted to co~munjcate by telegraph at 
their own expense when other methods are less 
appropriate. 

F. Emergencies: Juveniles may receive and place 
calls at other than the usually designated hours 
and without restrjctions in the event of an 
emergency. 

Efil"ctive DIlle Approved 8~': 

of 2 
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SAMPLE JUVENILE TRAINING SCHOOLS 

TELEPHONE CALL RECORD 

Please use new sheet for each new day. 

Care-
worker's Juvenile's Check One Carpleted Juvenile's 
Initials Date Time Name Incoming OUtgoing Name of Party Called Number of Party Relationship Yes No Initials 

I 

-
-- - - ---- - - ----- - -- - -- -- -- ----
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JUVENILE TRAINING SCHOOLS 15.3 3 

Chapter. ReJlIted Sland.ards: 

COMMUNICATION: MAIL, VISITING ACA: 2-9325, 2-9327, 2-9328, 
AND TELEPHONE 2-9329, 2-9333 

Subject: NAC: 4.44 

Juvenile Visiting ABA: 7.6 

I. ?()Lc'C~:: ?'.r.E! Ti"cl Ii ty administration encot:rages 
juveniles to maintain ties with their families and 
friendE tl":rc.ugh r8gular visits, limited only by staff 
demands and the visiting facilities available. 

II. DEFINITIONS: NonE:. 

III. PPOCEDURES: 

A. Authorized Visitors: Each juvenile will submit to 
his/her counselors a list of persons who are expected 
to visit. This list must be approved by the Chief 
Administrator and placed in a file located at the 
sign-in station. Attorneys, clergy, government 
officials, legislators or media representatives may 
be appro\7E'O :for visitation by the Chief Administrator 
on a case by case basis and will not count against 
the juvenile's normal visiting scbedule. A special 
area is to be set aside for attornE'y/client 
interviews. Known ex-offenders other than family 
are to be prohibited visitation privilege::. unless 
prior approv~l bas been granted by the Chief 
Administrator. 

B. Visitor Sign-In: Every juvenile's visitor shall 
sign-in Ul1 a form approved by the Chief 
Administrat:or. Handbags and packages are to be lett 
at the desk. Briefcasep way go in after being 
checked. 

C. Identification: All visitors over the age of 
eighteen will be required to produce positive 
identification before entry to the visiting area. 
Exceptions may be granted only by the Chief 
Acwinistrator. Visitors under the age of eighteen 
must be accompanied by a parent or guardian. 
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COl1MUNICATION: NAIL, 
VISITING AND TELEPHONE Juvenile Visiting 15.3 P:lge 2 

D. Publication and Distrihution of Visitation Rules: 
The facility shall publish the operational procedures 
governing visits in the Juvenile Handbook. Such 
information is to be made available by the Assigned 
Supervisor to the juver.ile upon arrival at the 
facility and shall be made available to visitors 
prior to their arrival at the facility. The handbook 
should include: 

1. rays and times for visiting. 

2. li':r.c and the number of visitors allo'Wed at 
(lI"le time. 

3. Regulations about sp0cial visits. 

4. The possibj]ity of being searched. 

5. What may be brought into the visiting area 
by the juvenile ane the visitor. 

6. The statute which addresses trafficking of 
contraband. This statute is also to be 
posted in a conspicuous place in the 
visiting area. 

7. Information about transportation to the 
facility. The facili t.y -v1i1.1 assist in 
arranging transportation between public 
transit terminals and the facility as 
appropriate and approved by the Chiei" 
Administrator. 

8. Informatio~ about the facility's standards 
for proper attire while visiting. 

E. Special Visits: Special visits may be grcnteo, 
with prior approval of the Chief Admil1istl.'ator on c 
case by case basis. Every effort will be made to 
allow special vl..3itatje)TI privileges for hospitalized 
juveniles. SotlTces of transportation, accessibility 
to the facility by the visitor, and the distance a 
visitor must travel are to be considered. 

of 3 
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Subject 

Juvenile Visiting 

PoUty # 

15.3 P'llge 3 

1'. Denial of Visitation: A denial of visitation 
privileges shall be based on the serurity, safety 
and order of the facility and the safety of the 
individuals involved. A denial of visitation shall 
be given to the juvenile in writing by the Assigned 
Supervisor ruld shall include the name of the 
restricted or prohibited visitor, the name of the 
person making the decision and the right to appeal 
the decision. A juvenile may deny any visitation. 

G. Volunteers: Volunteers are subject to all 
provisions of these administrative procedures, except 
that their vh:it will not count ag'ainst the 
juvenile's normal visiting schedule. 

H. searches of Visitors: The visitor shall be 
informed about why the request for search is being 
made. Use of metal detectors and inspection of 
purses, packages and bundles shall be governed by the 
security needs of the facility. A sign shall be 
posted stating that visitors are subject to search. 

I. Contact Visits: Juveniles and their visitors shall 
not be phYsically separated unless required for 
security reasons. They shall be allowed as much 
informality and privacy as possible. 

Eftt'ctlve [}nle Appro .... ed By: 

of 3 



Sample Juv..:.nile Train:lng Schools 

VISITATION AUTHORIZATION AND 
RECORD OF VISITS: 

NAME 

RELATIONSHIP 

APPROVED BY 

ANYTIME: YES NO IF NO. 
INDICATE RESfRICTIONS: 

~PECrAL PRIVILEGES ORAYED BY 
AS FOLLOHS: 

INFO. REC O.BY: 

NMil: : 

RELATIONSHIP 

APPROVED BY 

ANYTIME: YES NO IF NO, 
INDICATE RESTRICTIONS: 

::,ptL . .J.AL P.f{IVITEGES OKAYEOlIT 
AS FOLLOHS: 

lNFO. REC D. BY: 

NAME: 

RELATIONSHIP 

APPROVED BY 

ANYTIME: YES NO IF NO, 
INDICATE RESTRICTIONS: 

::'PEGIAL PRIVILEGES OKAYED BY 
AS FOLLm~5: 

INFO. REC I Q. BY: 

JUVENILES NAf.1E ._-------
DATE ADMITTED ----------------
P.O. OR SOC. WORKER "------

DATES VISITED 
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CHAPTER 16 

PROGRAMS 

COMMENTARY 

This chapter encompases 

American Correctional Association Standards 2-9334 through 
2-9379 

National Advisory Committee Standards 4.45, 4.49, 4.213 
through 4.216, 4.218, 4.262, 4.2121, 4.2151 

American Bar Associaiton Standards 4.14 

and describes basic programs. Cooperation and coordination 
with the community are encouraged. Frequent contact with 
academic communities offers opportunity to improve quality 
and .quantity of the programs. 

Today's economy forces the user to look carefully to all 
areas of programming to achieve maximum use of furis. It is 
believed these documents will foster intelligent planning 
and responsible management of programs . 
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PoUcy Numbt':t Pnges 

JUVENILE TRAINING SCHOOLS 16.1 3 

-
01apter: Relatoo Sl2nd:u-d.s: 

PROGRAMS ACA: 2-9339 - 2-9342, 2-9375 

Subject: NlL.C: 4.213, 4.214 

Individualized Programs 

I. £.9IJ!CY: Th~ Eacili ty shall providt; 11 program which 
i.s designed to enhance the growth and development of 
each juvenile. 

II. DEFINITIONS: As used in this documen1:, the following' 
definition shall apply: 

Classification Team: Responsjble 
comprehensive assessment report. 
shall be composed of a counselor, 
educational staff, medical staff, 

III. PROrF.DURES: 

for preparing a 
The classification team 
a juvenile careworker 
and ct psychologist. 

A. Assessment: Each juvenile shall bl: assessed to 
determine classifica·tion, and security risk, as well 
a.s educational, vocational, and personal needs. To 
make appropriate program placement, the 
classification team shall 'include information 
:t"(~2.atjve to 

1. Family history. 

2. Developmental history. 

3. Physical examinations. 

4. Psychological testing. 

5. Psychiatric interviews. 

E. Community release plan. 

7. Language and educationa.l analyses 

8. The past behavior upon which the adjudication 
was baF:E'(~ including victira information 

9 • Length of stay. 

10. Assessment of chemical abuse and depet!cE:l"cy. 
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Subject Policy /I 

Individualized 
Programs 16.1 Page 2 

P. placement: While considering the juvenile's 
opinion and needs, the classification team shall meet 
and develop the juvenile's program plan. The 
individu?-lized plan shall: 

1. Include measurable objectives to be achieved 
and timetables for meeting those objEctiveR. 

2. Idelltify individuals and departments 
responsible for implementing the program plan. 

3. Be agreed upon by both the juvenile and the 
staff. 

~. Include provisions for monthly review. 

5. Be changed only after the staff and juvenile 
agree. 

6. Be documented, copied, given to the juv0niJp, 
and plnced in his/her master fiJe. 

C. Evaluation: Staff shall evaluate the 
effectiveness of programs at least annually. 

1. Staff shall determine the collective service 
needs of juveniles from: 

a. A well planned information system. 

b. Careful screening of case files. 

c. Discussion with other staff, juveniJes, 
parents and other persons concerned with 
facility programming. 

2. Staff shall assess effectiveness of special 
programs for juveniles with special needs. 

of 3 
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Subj«t Polley /I 

Individualized 
Programs 16.1 ~ 

3. Incentive System: The program staff in 
coordination with volunteers, counselors 
and Assigned Supervisors, will develop ana 
implement e behavioral incentive system. 
The incentive system will provide the 
()pportunity for juveniles to earn 
additional privileges and activities 
contingent upon acceptable behavior. 

3 of 3 



• 

@ 5 ..... ,. PoUd" ",d 'roadu", 
Policy Number Puga 

JUVENILE TRAINING SCHOOLS 16.2 5 

Chapl.er. ReJ:aled Sl.2ndMtis: 

PROGRAMS ACA: 2-9335 - 2-9338, 
2-9343 - 2-9350 

Subject: NAC: 4.216, 4.2122, 4.262 

Juvenile Education Program 

I. POLICY: To meet the diverse neeos of juveniles in 
secure residential care, the facility shall provide a 
comprehensive education program which shall include 
acanemic, vocational, and special education components. 
To accomplish this major goal, the facilit:y shall maintain 
a minimum teacher-stude~t ratio of no fewer than 1 
teacher to 15 students. Compulsory education laws will 
apply to all juveniles. 

II.. DEFINITIONS: As used in this document, .he following 
definition shall apply: 

Teachers: Persons who are certified by the state 
educational authority in areas in which they teach 
and who have had training and experience providing 
remedial instruction to educationally disadvantaged 
juveniles. 

III. PROCEDURES: 

A. Facility Edu~ation Plan: The education program 
shall contain the following features: 

1. Each juvenile shall enter the program at his/ 
liC~ instructional 1.evel and will proceed at a 
comfortable pace. 

2. Each juvenile shall receive educational and 
vocational counseling to assist in developing 
his/her educational goals. 

3. Bach juvenil~ shall receive pre-vocational 
counseling training which shall include: 

a. pre-vocational orientation 

b. world of work orientation 

c. vocational instruction 
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Juvenile Education 16.2 
Program ~ 

d. cour.se] jng 

e. related remedial education 

f. employability plans 

g. work experience 

4., The facility may UEe conrraunity resources to 
supplement the facility's programs. 

a. Selected juveniles may participate in 
academic and vocational programs outside 
the facility. 

2 

b. Resources from the community may provide 
help in planning, funding, and coordinating 
the vocational program within the 
facility. 

5. The person designa.ted as the education 
coordinator shall develop a facility education 
plan \-,hich shall include: 

a. The development of Individual Education 
Plans for all juveniles. 

bo Assessment materials and procedures to 
determine the need 'for remedial or special 
education services. 

c. Outlines of the coursework and 
individualized education programs provided 
to meet juveniles' needs. 

d. Schedules of curriculum activities. 

e. Lists of materials and specialized 
equipment which meet minimum Education 
Department standards. 

f. Arl education staff profile depicting all 
academic instructors and their appropriate 
certification. 

g. Establish a communication link between 
public school agencies and the facility to 
provide con'tj nui ty to the juvenile! s , 
education. 

of 5 
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PROGRAMS 

6. 

Juvenile Education 16.2 ~ Program 

h. Establishing community contacts to assist 
juveniles in preparing for and taking 
GED's. 

The facility education program will be reviewed 
on an annual basis by the education staff of 
the facility including review of equipment, 
curriculum, assessment and testing materials, 
health and safety, certification of general 
staff, and implementation of the facility 
education plan. 

3 

.., , . The facility educational and vocational program 
shall be reviewed every three years by qualified 
individuals ,.,ho are knowledgeable in the 
standards set by professional educators, 
'.icensing boards, and in labor market trends. 

B. Liaison With Community Schools: The facility 
education program shall establish a cooperative 
relationship with a year-round public school 
system. 

1. Juveniles shall receive academic credit for 
education which may be transferred to 
community schools. 

2. Diplomas shall be awarded by state or local 
boards of education. 

C. Teacher Responsibilities: EdUcational and 
vocational instructors must be licensed and 
accredited by the state and are required to: 

1. Assess the capabilities and needs of individual 
juveniles assigned to the education program. 

2. Develop and implement an individual educational 
program that will provide a strongly structured 
environment for each juvenile. 

3. Develop and implement short-term edUcational 
units appropriate to each juvenile's needs. 

4. Maintain an on-going record of juvenile 
progress. 

, 

of 5 



Chaplet" Subjea Policy /I 

PROGRAMS 
Juvenile Education 

16.2 Program P:lge 

!":. I'~(.;.iptcdp an accurate record of the tut.a.L numbe.r 
of juveniles t.aught and the total number of 
hours of inst,ruction. 

D. !~~I'iption from the School Program: As a 
general policy: 

1. ;Juveni Ie may be removed from the school 
program fer reasons of serious misbehavior 
for a period of time not to exceed one day 
without t1:.e approval of the facility 
Chief Administrator .. 

2. Juveniles who are already graduated front 
high school need not attend, but may do so 
if they choose ~nd if room is available in 
the classroom. The education coordinator shall 
verify the juvenile's graduation. Juverilcs 
who have graduated will have alternative 
programming made available to them. 

E. Special EdUcation: SpeciaJ education services 
shall be available to juveniles who have been 
eWlluated with appropriate diagnostic tests and 
W[l0 have been found to: 

1. F'thibit below average intellectual funct.ioning. 

2. Exhibit average intellectual functioning but 
whose learning potential is limited by 
emotional and/or physical difficulties. 

3. Exhibit specific learning disabilities. 

F. Class Attendance is a high priority: 

1. No juvenile will leave the classroom without 
coordination with the teacher. 

G. Classroom Facilities: Designed in conformity 
~Jith local and state educational reqtlirements, 
classrooms have: 

1. Adequate classroom space to acco~modate the 
design capacity of the facility. 

4 of' S • 
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2. .several individual l)(,ct1:~ w}1exe easily 
j:ist:racted juveniles car, \-,:0rk alone and still be 
under the supervision of the teacher. 

3. 8pace of a large table for active, short-term 
rrojects. 

4. Storage spa:ce for: classroom supplies. 

H. Education Supplies: Educational supplies inclUde 
all hardware and software used in the educational 
program. 

1. Software: Since the program is highly 
indivj dual.ized, the filcility shall ma.intain 
(either through purchase, rental or loan) 
various levels of cOTrJllerically-made records, 
~i~n strips and cassette tapes for each subject 
flre:'a. Other sofhlare supplies, such as 
transpar~ncics, chalk, paper, pencils, etc. 
shall be sufficiently stocked and replaced as 
necessary. 

2. Hardware: The facility shall maintain 
necessary hardware such as typewriters, 
calculators, tape recorders and overhead 
projectors. These items shall be kept in 
workj ng cor,di tion and parts repaired and/or 
replaced as necessary. 

j 
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Chapter. Rd:ated SWldard.s: 

PROGRAMS ACA: 2-9346 - 2-9348 
2-9365 - 2-9368 

Subject: NAC: 4.49 

Vocational Services ABA: 4.14 

1. POLICY: A comprehensive vocational. prC'lgram shall be 
provided by the facility_ A juvenile's participatjon in 
the vocational program shall be determined by his/her 
indivi.dnc:J program plan. 

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

TIl. 

A. Job Training and Partnersnjp Act (JTPA) : A 
federally funded training and employment program. 

B. Private Industry Councils (PIC): Groups of 
businessmen and citizens established to administer 
the J'l'PA program . 

PROCEDURES: 

A. Pre-vocational Activities: These activities are 
integrated with academic programs. (See PcJjcy 16.2) 

B. On-Campus Vocational Programs: On-campus 
vocational programs introduce juveniles to 
oppcrturd ties in the world of work, reinforce 
learning of ba.sic .skills through application to 
"real world" activities, and, when possible, provide 
skills and experiences needed for entry level 
employment in an occuparjonal field. The facility's 
vocational prograrr, shall: 

1. EmphasizD E::I:lpJ.C'lyment-oriented attitudes and 
values n2.ong ~"i th strong basic skills which 
will allow juveniles to adapt to future job 
requirements. 

2. Prepare juveniles to pursue further training in 
specific occupations. 
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-

fIRe available community resources, such as: 

a. Liaisons wi"th locnl secondary schools, 
vocational technical schools, junior 
colleges, Private Industry Councils of 
JTPA, etc. 

b. Advice and assistance from labor, 
business, PICs, and industria] 
organizations. 

4. Be structured, sequential and time-limited, 
vli th an emphasis on the skill development of 
juveniles. 

5. Provide special vocational opportunities for 
residents with physical, mental, or emotional 
handicaps and/or learning disabiJities. 

C. On-Campus Work Programs: To be considered 
vocational programs, work programs shall outline and 
document achievement of specific employment-related 
skills. 

1. Pacility mairteDance programs shall be used 
only CI.12 C! supplement to the scheduled school 
day. 

2. Juveniles shall not be permitted to perform any 
work which would be prohibited to children in 
the community in accordance with state and 
federal child labor laws. 

D. Off-Campus Work Programs; Off-campus work 
programs in local communities shalJ: 

1. Be carefully planned to ensure appropriate 
placements for juveT'iJ E'S and the safety of the 
community. 

2 of 3 
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2. Be considered vocational programs if 
employment-related skills are outlined and 
documented. 

3 

3. Ensure that juveniles employed in the comnlunity 
by public or private organizations in positions 
normally occupied by private citizens shall be 
compensated at the prevailing rate. 

En,ctlve Dale 

: I 
Approved B~·: 

of 3 
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ChllPtu: Rel21ed Sl2nd:anis: 

PROGRAMS ACA: 2-9334, 2-9357 - 2-9359, 
2-9369, 2-937-0 - 2-9372. 
2-9374, 2-9360, 2-9366 

Subject: 

Recreation 
NAC: 4.218 

I. POLICY: The facility provides recreation and exercise 
programs to juveniles as soon as' they are adlTd.tted to 
the facility. 

II. DEFINITIONS: None. 

III. PROCEDURES: 

A. Recreation: 

1. A staff member trained in recreation and/or 
physical education is responsible for 
planning, organizing and supervising activities, 
including the use of the gym, playground, 
arts and crafts program and special events. 
These activities will be available to all 
juveniles with limitations only in instances of 
program capacity or when unacceptable behavior 
and/or security would prohibit. 

2. The programs section will provide for a minimum 
of cne hour of large muscle exercise and one 
hour or planned free time during school days 
with an additional hour of energetic physical 
exercise on weekends and holidays. 

a. Program staff should develop progra.'TIs so 
that juveniles benefit from their stay in 
the facility. Programs should provide 
acceptable leisure time activities to 
alleviate idleness and boredom, provide 
positive reinforcement and develop the 
concepts of cooperation and sportsmanship. 

b. Programs should be co-educational and 
co-recreational whenever possible. At 
no time will physical recreation be used 
as punishment. 
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B. Reporting: The Assistant Administrator 
shall monitor the quality of these 
activiti~s regularly and prepare an annual 
report describing the status of programming 
and the major progress or problems. 

c. Games and Sports Acti vi ties: All program 
activities should be consistent with the 
needs and preferences of "the juveniles, not 
the staff. Not all juveniles enjoy 
organized sports such as basketball, 
volleyball and softball; non-competitive 
activities therefore, should supplement 
organized sports so that all juveniles can 
feel at least moderately successful. 
Certain activities such as tumbling, 
wrestling, weight lifting, etc. should be 
conducted only if a skilled person is 
assigned to supervise the activity. 

d. Juvenile Participation in Recreation: 

(1) All juveniles will be scheduled for 
activities but will be given the 
opportunity to choose not to attend. 
Juvenile careworkers should 
actively encourage juveniles to 
participate but failure to do so would 
not be punished. 

(2) If a number of juveniles indicate a 
lack of interest in a scheduled 
activity, it should be reevaluated. 
A "suggestion box" for juvenile input 
about recreation programs should be 
owd lable. 

e. Activities in the Section: The programs 
section will facilitate the constructive 
use of juveniles' time by lending games and 
equipment to juveniles on a sign-out 
basis. 

f. Arts and Crafts: Quiet time leisure 
activities should include arts and crafts. 

of 3 
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g. Volunteers: The program section will 
recruit and coordinate community volunteers 
to be involved in special recreation 
programs and events. 

h. Roles of Recreation Staff, Volunteers and 
,Juvenile Careworkers: The program 
staff is primarily responsible for 
planning, organizing and supervising 
juveniles. Staff are encouraged to be 
involved in the sports and games but they 
should do so only if their involvement 
does not impair the supervision of the 
juveniles. 

i. Special Events: The Recreation Staff 
shall organize a number of activities in 
addition to the daily routine programs 
described above. The activities may 
include a weekly full length movie, a 
weekly party for well-behaved juveniles, a 
weekly party for the two cleanest sections, 
parties for holidays and special events, 
roller skating, organized team sports such 
as basketball, volleyball and softball, 
discos, da.nce instruction, exercise 
clubs, weight watchers club, sewing club, 
etc. 

j. community Activities: The Recreation 
Staff shall encourage interaction with the 
community by: 

(J) Inviting community groups to present 
recreational programs within the 
facility. 

(2) Taking juveniles into the community 
for recreational activities. 

of 3 
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Ch!ll~ter: Rebated St1Qdards: 

PROGRAMS ACA: 2-9369, 2-9371 , 2-9373, 
2-9374 

Subject: NAC: 4.215, 4.2121, 4.2151 

Counseling 

I. POLICY~ To assist juveniles in the process of 
adjustment to secure residential placement, a counselor 
rami 1 ~.ar with crisis intervention and short-term 
counseling techniques shall be assigned to each juvenile. 
When needed, counseling servi,ces shall be made available 
to both juveniles and their families through contractual 
agreement with community agencies. 

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

A. Counseling: The process of building a helping 
relationship with one or more juveniles by a 
counselor is defined as counseling. '1'he intent of 
this relationship-building process is to assist the 
juvenile(s) in adjusting to and coping with the 
changes occurring in the juvenile's life. Counseling 
refers to a problem-solving or decision-making 
process which is different from psychotherapy. 
Counseling occurs il".dividually and/or in groups. 
Counseling techniques shall include but 
are not limited to: active listening, empathy, 
genuineness, positive regard for juveniles, and 
various problem-solving strategies. 

B. CV":'ILelor: A counselor is any staff member who 
has been assigned to do counseling. These employees 
should meet one of the following criteria: 

1. A counselor has a bachelors degree in one of the 
behavioral sciences or social sciences and has 
,;~ompleted specialized training in counseling. 
{As defined above, counseling may reflect 
training from a variety of academic disciplines, 
which include: counseling, psychology, special 
education, social work, sociology, etc.) 
Preference should l}c given to staff who have a 
masters degree in one of these counseling­
related disciplines. 

I 
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2. A counselor may be defined as an employee with 
one year of experience who has received 
specialized training in counseling and who is 
supervised directly by a counselor (as defined 
in II,B,l). 

r 'TIl. PROCEDURES: 

A. Counseling: 

1. Upon admission, a counselor is assigned to each 
juvenile, conducts an intake interview, and is 
responsible for the juvenile's counseling 
throughout hjs/her stay in the facility. 

2. Individual counseling periods are scheduled 
between the counselor and the juvenile at least 
one hour each week. Counselors are available 
to talk with juveniles on a spontaneous level; 
office space is provided to ensure privacy, if 
necessary; a juvenile's participation is 
voluntary. 

3. Where appropriate, the facility management 
makes available community resources to meet 
the needs of the juveniles and their families. 

4. The Juvenile Handbook includes a section on 
counseling. The Handbook is available to all 
counselors. The Handbook is revie~led annually 
by the counselor and changes or reccIl'lUendations 
are forwarded to the Assistant Administrator. 

B. Group Counseljng: Group counseling shall be 
provided by staff specially trained in facilitating 
group therapy. Such groups shall: 

1. Meet at least once per week. 

2. Contain no more ·than 10 juveniles. 

I : 
Efil"o:tive Dale Approved By: 1 
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Chapter: Rel:a(ai Standards: 

PROGRAMS ACA: 2-9351 - 2-9356 

Subject: NAC: 4.216 

Library 

I. POLICY~ To encourage efficient use of free time, and 
to allow juveniles to pursue personal interests which 
may aid them upon reJease, reading materials and other 
related services shall be p.rovided through an in-house 
library. 

II. DEFTl\T~TIONS: As used in this document, the follm-ling 
definition shall apply: 

Library: A separate room containing bookshelves 
and tablets and chairs, housing reference materials and 
various levels of educational and recreational books, 
magC'lzjnes, etc. 

III. PROCEDURES: 

A. Function: The library prmrides all juveniles 
access to a comprehensive collection of general 
and specialized reference materials which meet 
educational and recreational.needs, legal needs and 
requests. The Jibrary also provides instruction 
on use, reference services, reader's advisory 
services and intra-library loan services. 

B. Services: 

1. A library cooperative loan service shall be 
established with the local library, local 
school system, and/or the state library system. 

2. The juvenile library shaJ] be located close 
to thfO- classrooms; library hours shall 1::e 
coordinated with the activities scheou]e. 
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PoIk:;r /I SubJ«t 

16.6 Library 

3. Bookshelves shall be located in each living 
area for juvenile use during non-library 
hours. 

4. A specified number of books and magazines may 
be allowed in each juvenile's room for after 
hours reading. 

5. Reading materials shall reflect racial and 
ethnic interests and be age-appropriate for 
various levels. 

C. Selection of Books: At regular intervals surveys 

2 

of the juvenile population shall be conducted to 
determine the needs and selection of books, materials 
and p)::ogram. 

1. Materials shall be selected to serve the 
interests and needs of the juveniles and staff. 

2. Select:ion shall be consistent with the 
juveniles' abilities. 

3. Materials·of a controversial nature shall be 
reviewed by an advisory board of both staff and 
juveniles. 

4. Material selection shall be based on recentness 
and cultural, inspirational and recreational 
values. 

D. Review of Services: Annual review of library 
staffing patterns and the library programs shall 
be conducted by the Assistant Administrator. This 
review shall: 

1. Evaluate juvenile access to the library. 

~ Evaluate staff available during peak hours. 

of 3 j 
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3. Evaluate the use or misuse of the library by 
juveniles. 

4. Discuss plans for repairing or rcp]a~jng 
damaged reading materials. 

5. Compare library staffing patterns with the 
joint recommendations of the ACA/American 
Library Associati.on. 

3 

6. Compare the operation of the library programs 
to stated performance goals and objectives. 

E. Design and Appearance: To encourage concentration, 
the library shall be well-lighted and have good 
acoustics and temperature control. 

1. Space shall provide :fcr individual and group 
activities. 

2. The library shall contain a variety of 
audio-visual equipment. 

Ertl'o;:tjve Dale Approved By: 

of 3 
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O1:apter: Related Standartls: 

PROGRAMS ACA: 2-9361 - 2-9364 

Subject: MAC: 4.45 

Religious Programming 

1. f'OLICY: Since the facility' s adpinj stration 
recognizes the right of juveniles to practice the 
religion of their choice, every reasonable effort shall 
be made to facilitate the free practice of religion, 
limited only to Jes-1timate security and operational 
conside:rations. 

11. DEFINITIONS: AS used in this docuIl'ent, the following 
definitions shall apply: 

A. Chaplain: A duly ordained representative of 
legitimate religious practice, be it traditional or 
unorthodox, who has been approved by the Chief 
Administrator following an examination of his/her 
credentials. 

E. Religious Activity: An activity conducted by or 
under the auspices of a Chaplain, which is designed 
specifically for worship, religious instruction, 
spiritual guidance or counseling. 

C. Religious Practice: A religion, religious 
denomination or sect supported by literature stating 
religious principles and recognized by a group of 
persons who share common ethical, moral or 
intellectual views which are no't defamatory, radal, 
political or derisive in nature. 

III. PROCEDURES: 

A. Needs Assessment: To provide a proper balance in 
religious services a system sha.ll be developed by the 
Assj Ftcmt Administrator to determine the religious 
composition of the juvenile population. Staff 
responnible for religious programs shall make program 
adjustments reflecting the changing population. 
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B. Special Reli~ious Needs: 

1. Juveniles shall have access to religious 
publications of thejr respective faiths. All 
religious material, however, is subject to 
review before entering the facility. Arrange­
ments may be made through a Chaplain for a 
juvenile to obtain personal copies of certain 
approved religious books and periodicals. 

2. The fad Ii ty recognizes that certain religious 
faiths impose dietary restrictions upon their 
members, i.e., abstaining frow the use of pork 
or pork products. These restrictions shaJ] be 
honored, if possible. 

3. When appropriate, liturgical apparel such as 
skull caps, head shields and prayer shawls may 
be worn during the religious activity. When not 
ip. use, this apparel sha.ll be stored in the 
chapel storage area. Religious medallions or 
ornaments may 21£0 be worn if they do not 
interfere with the safe and orderly conduct of 
the faciE t.y. 

C. Religious SeJ:vices: 

1. Attendance shall be voluntary. 

2. The proper atmosphere for the service shall be 
provided a~1ay from the housing unit. 

3. lHl juvelliles in regular population shall be 
advised of their right to attend worship 
services. 

4. Religious programs shall be coordinated with 
the facility's schedule. 

5. Communion services and sacramental rituals 
shall be conducted on a regular basis. 

6. When possible juveniles shall be permitted to 
attend religious services in the community. 

of 4 
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D. Specific Denorr.inational, Church or sectarian 
Activities: 

E. 

1. Worship services or religious activities 
presented by a particular church, denomination, 
religious group or sect usually shall be 
restricted to juveniles of that particular 
religious preference or affiliation. Exceptions 
may be approved by the Chief Administrator. 

2. Chaplains shall anticipate and arrange for the 
celebration of ri tue.ls necessary to meet the 
minimal requirements of a given religious 
faith. Work assignments and schedules shall be 
arranged to accommodate the beliefs and 
practices of juveniles whose religion requires 
abstaining from work on religious holy days. 

3. All worship services or religious activities 
shall be condUcted and/or supervised by a 
chaplain, staff designee or religious 
representative with reasonable frequency. 

Religious Education: 
and conduct a program 
shall be submitted to 
review and approval. 

The Chaplain shall develop 
of religious education which 
the Chief Administrator for 
The program may include: 

1. Religious classes (lectures, instruction r 

discussions). 

2. Religious forums. 

3. Prayer groups. 

4. Religious choirs, ensembles and singing groups. 

5. Self-study Bible courses. 

6. Religious group counseling. 

7. Bible study groups in a classroom environment. 

8. Spiritual maturity groups. 

9. Instruction in doctrines, rituals and ideals of . 
various religious faiths. 

of 4 
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F. Pastoral Responsibilities: 

l. Chaplains shall sPeak to juveniles when 
requested. 

Page 4 

2. lTuveniles may request to see the Chap] <-"tin at any 
time. 

3. The Chaplain, as a confjdant, has a dual 
responsibility to the juvenile and the 
facility. F.~/she must keep pastoral confider.,ces 
intact, ana, at 1.:11e same time, protect the 
facility, its staff and thE juvenile population. 

4. The Chaplain shall be responsible for 
devGlcping rules, regulations, guidelines ar-d 
procedures for the recruiting and training of 
religious voluut€'er:o. 

EIll'ctiYe Dale Approved B~': 
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PROGRAMS ACA: 2-9376 :.. 2-9379 

Subj~: 

Day Leave 

T. F0LICY: Leaves into the community shall be granted to 
juveniles under the following circumstances: (1) 
Off-campus leave as a way of rewarding good behavior, 
providing an opportunity to learn and practice social 
skills, and beginning community re-intergrationi (2) 
Leav~ for services in the communitYi and (3) Personal or 
E:P.lergency leave. 

IT. DEFINITIONS: None. 

III. PROCEDURES: 

A. Off-Campus Leaves: Selected juveniles may leave 
the facility during the day to participate in 
academic vocatj0~al1 or restitution programs. 

1. Juveniles shall be carefully screened for 
off-campus progr<1nts. 

2. Written rules of conduct shall be established, 
specifying inappropriate behavior and its 
consequences. A copy of these rules and 
consequences shall be given to and explained to 
the juvenile. 

3. Prop~r supervision shall be maintained. 

4. Accurate, timely recordkeeping- shall be 
provided. 

5. The program and its participants will be 
evaluated regularly. 
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6. The facility staff and the facility's advisory 
boards ~d] 1 develop methods of obtaining 
community support for the off··campus release 
program. 

7. If, after a reasonable time, a juvenile 
continues tC' successfully participate in an off­
campus release program the Chi~f Administrator 
shall request the juvenile court of placement to 
re~d e-.r the juvenile's status and to consider 
his/her transfer to nOll-secure placement. 

B. Services and Emergency Leaves: Services 
and Emergency leaves may be granted for needed 
medical and dental care, or family emergencies. 

1. Emergency leaves shall :be E?xtended if necessary. 

u. The juvenile's counselor shall inform the 
Chief Admini.strator of the necessity of an 
emergency leave. 

b. The Chief Administrator shall a.pprove all 
emergency leaves. 

2. The degree of supervi.sion required shall be 
dE?terrr,ined by the public risk presented by the 
juvenile. 

E __ En_I'_cti_v_e_Da_t_e~ __ --L ____ A_P_Pro_V_ed_B_~': ___ --, 
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CHAPTER 17 

RECEPTION, CLASSIFICATION AND TRANSFERS 

COMMENTARY 

This chapter encompasses 

American Correctional Association Standards 2-9248, 2-9381 
through 2-9397 

National Advisory Committee Standards 4.71, 4.73, 4.263 

American Bar Association Standards 7 .. 7 

Effective classification of juveniles is a vitally important 
component in any training school program. These policies 
and procedures are designed to facilitate the appropriate 
movement of juveniles into and within the corrections 
system. 
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Chapter: Relaloo Sl2ndan1s: 

RECEPTION, CLASSIFICATION, AND ACA: 2-9248, 2-9381 - 2-9384, 
TRANSFERS 2-9386 

Subject: NAC: 4.263 

Juvenile Admission Procedures 

I. POLIC_Y: An admissiun and orientation process shall be 
conducted immediately following the arrival of a juvenile 
to the facility. 

II. DEFINITIONS: None. 

III. PROCEDURES: 

Initial Screening: 

1. Prior to acceptlng a juvenile for admission, 
the Intake Staff will review the authorizing 
document for name, age, adjudication, and 
community offense. Court Orders should be 
reviewed for name and instructions. 

2. If the Intake Staff has any questions about 
the authorizing document he/she should address 
them prior to allowing the transporting officer 
to leave. The juvenile shcu]d also be screened 
for injury, intoxication, and acute illness. 
Should tbe Intake Staff have any doubt about the 
physical or mental condition of a juvenile, 
he/she should call the Medical Staff for 
screening prior to acceptjng. Should no one 
from the Nedical Staff be available, ar..c tbe 
Intake Staff believes the j 1lYenile needs medical 
attention, the Inrake Staff shall refuse 
admission until he/she is presented with proper 
documentation from the transporting officer. 

B. Admissions Record: Por each juvenile brought 
to the facility, an a.dmissions record shall be 
completed. If a juvenile has had a prior admission, 
the admissions record shaule be updated. This 
record includes: 
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1. St~tjstical Data: 

a. Name and alias. 

b. Height. 

c. Weight. 

d. Hair color. 

e. F.ye color. 

f. Telephone number. 

g. Date of birth. 

h. Bj rtbp1ace. 

i. Age. 

j. Sex. 

k. Race. 

1. ochoo1. 

m. Grade. 

n. Person juvenile lives with. 

o. Parents' names, address, home and work 
numbers. 

2 

p. A.~l identifying marks, scars, tattoos, etc. 

2. Offense Information: For each admission enter: 

a. Admission date - date juvenile arrived. 

b. Time - time into aanlissions office. 

c. Number - from admissions log book. 

d. Juvenile Court of Placement. 

e. Admitted by - name of admissions staff 
responsible for accepting the juvenile. 

f. Summary of offenses - oharges indicated on 
police record, petition, court order or 
bench warrant. 

of 5 



------------------------------------

Chaplet Subj«t Poiky # 

.RECEPTION, CLASSIFICATIO~ Juvenile Admission 
AND TRANSFERS Procedures 17.1 Page 

g. Discharge date - date juvenile left 
facility; either from the admjssic.ns area, 
s~cure area, or non-secure services 
placement. 

h. Time - time of release. 

i. Release Person/Agency; 

(1) ~o whom tre juvenile is released, 
i.e., Department of Human Resources, 
parents, mother, etc. 

(2) By whom the juvenile is released, 
i. e., name of admis.Ed (lns staff 
releasing juvenile. 

3 

(3) By whom the juvenile is authorizec 
release, i.e., policy, juvenile court, 
etc. 

C. Orientation Process: The Ac~issions Staff shall 
treat the juvenile in a pleasant, courteous way, 
expl cd.ni.ng each step for the admissions procedure 
clearly before beginning: 

1. Shmlering Proces~: The juvenile shall be 
escorted into the showering area; if a male 
juvenile, the staff memner shall also be male; 
if a female juvenile, the Etaff shall be female. 

a. Ask the juvenile to disrobe. Staff shOUld 
label and record all personal clothing and 
it1: ccr.di tion. Explain to the juvenile 
that if he/she prefers wearing i'acility 
clothes, his/her personal clothing will be 
laundered and neatly stored away, or else 
sent home, at the discretion of the 
juvenile. Durin~ this period the staff 
should look for pOBsible disorient.c:..tion 
prublems, SUbstance inclusion, cuts cr 
marks, tattoos, etc. A record should be 
made of any remarkable physical 
characteristics noted during this time. 

of 5 
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b. Staff should give the juvenile toiletry 
articles: 

(1) Wash cloth. 

(2) Bar of soap. 

(3) Clean towel. 

(4) Comb. 

(5) Toothbrush. 

(6) Tube of toothpaste. 

c. After the shower, the juvenile should 
receive: 

(Ii A Juvenile Handbook. 

(?o) ~ shirt or blouse. 

(3) A pair of jeans or shcrts. 

(4) An undershirt or bra. 

(5) A pair of shorts or panties. 

(6) Socks or stockings. 

(7) Sneakers. 

(8) Pajamas. 

(9) 1'-, robe. 

(10) A sweatshirt. 

All of these articles shall be recorded in 
juvenile's admission fjle. 

2. Juvenile Abuse or Neglect: During the 
admissions process, if abuse or mistr~atment 
is apparent or suspected, the Chief 
Adntinistrator should be notified imI11E'diately 

4 

and appropriate actions should be initiated. If 
medical trE"?tment appears to be necessary, 
trE"Cltr.Jenf. will be arranged promptly. (See 
Policy 1.13) 

of 5 
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D. Health S~.E~e!ling: A health and dental screening 
shall be conducted on each juvenile within seven ca}.b 
of his/her arrivdl to detect any health problems 
needing immediate attentjon as well as to determine 
any onsroinq healtlJ/dental care needs to be addressed 
in the juvenile's individual plan. 

1. Results of tre he~ltt appraisal shall be 
provided to the classification team. 

2. If needed, dental services shall be 
provided to the juvenile. 

E. Records: A case file shall be established for 
each new juvenile which shall include: 

1. A case nu~ber. 

2. LD. photC'grC'.f'L u[" the juvenile. 

3. A list of aFFIoved visitors. 

Erll'!:tlve Dale Approved B~': 
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Sample Juvenile Training Schools 

RECEPTION AND RELEASE LOG 

Juven il e I 5 rlame ---------------------- 008 ___ ..... 1 ____ /<-.. __ 

County of Residence. _________ _ Admission # ----------
Charge(s) Against Juvenile 

( c He app ropri ate 1 ega l·-co-d ... e-n-umb~e-r-,-a-s-w-e.,l T"j-a--s-chT"""a-r-g-e'"'l")-------

FIRST RECEPTION 

Date L !- Weekday Time am/pm 

From Whom 
Name Title Agency 

Received By Title 

FIRST RELEASE 

Date / L Weekday Time am/pm 

Released To 
Name Tit 1 e Si.gnature 

Identification Verified By 
Driver's License, Agency IO, Hc. 

Agency Released By 

SECOND RECEPTION 

Date / 1 Weekday Time am/pm 

From Whom 
Name Tit 1 e Agency 

Received By Ti tl e 

SECOND RELEASE 

Data / / Weekday Time am/pm 

Released To 
Name Title Signature 

Identification Verified By 
Driver's Li cense , Agency 10, Etc. 
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Sample Juvenile Training Schools 

ADMISSION SCREEiHNG INTERVIEW 

The staff member who initially admits each juvenile to the facility is res~onsible for 
filling in ALL sections of this form and for signing it. Any parts left blank must be 
explained in the comments section and a notation made in the Log that the form is 
incomplete. If the Juvenile's health condition warrants it, follow medical emergency 
procedures. (Juvenile's) 

1. English is the Juvenile's primary language: Yes[ ] No[ ] It is _________ _ 

:2. Does the Juvenile say he or she has a venereal or communicable disease, is pregnant, 
knows of any reason to immediately need medical help. or has rashes or infestations: 
Yes [J No [ ] 

3. Is the Juvenile presently using a prescribed medication, or taken ~ drugs in the last 
8 hours: Yes [J No [ ] _______________________ _ 

4. Is the Juvenile currently under treatment for an illness or injury: Yes [J No [ ] __ 

5. Is the Juvenile an epileptic or a diabetic: Yes [J No [ ] 

Medication present: Yes [] No [] Nurse notified: Yes [] No [ J 

6. Have the Juvenile's parents been notified: Yes [] No [] Was the Juvenile offered 
two telephone calls: Yes [J Juvenile refused calls [J If Juvenile made calls, 
list the result: 

Ca 11 ed # Person to whom spoke 

Call ed # Person .~ to whom spoke 

7. Was Juvenile fed~ Yes [] No [J What: __________________ _ 

8. Was Juvenile informed of orientation process: Yes [J No [ ] Given Juvenile Handbook: 
Yes [] No [ J 
Received explanation of rules and sanctions; rewards; visiting process: Yes [J No [ ] 

9. Did Juvenile receive a copy of personal property inventory: Yes [ ] No [ J 

10. Was grievance procedure explained: Yes [ ] No [ ] Medical Services access: Yes [ ] No [ 

11. Does Juvenile have medical/religious dietary need: Yes [ ] No [ J _________ _ 

12. Does Juvenile have body deformities, trauma markings'ybr~is~s, cuts." jerky movements, 
jaundi ce, skin rashe~; or exhibit abnormal behavi or: es L J No L J 

COMMENTS ____________________________________________________________ __ 

Sta ff Sign ature Date 



COMHE1ITS ______________________ . _______________________________________________________________ __ 
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OllIPter. Related Sl2nd:ards: 

RECEPTION, CLASSIFICATION, AND ACA: 2-9385 
TRANSFERS 

Subj«t: 

I Personal Property 

1. POLICY: To fUrther program goal achievement and 
preserve a degree of personal identity consistent with 
facility safety and security requirements, juveniles 
shall be allowed to retain a reasonable amount of 
personal property. 

II. DEFINITIONS: None. 

III. PROCEDURES: 

A. Authorized Personal Property: The following 
personal property items me~be retained by juveniles: 

1. LegaJ documents. 

2. Family pictures (not to excEled 10). 

3. Prescription eyewear. 

4. Dentures. 

5. Address book or list of addresses and 
correspondence. 

6. Value limitation shaD. prohibit possession of 
any article exceedjng $25.00; any article 
exceeding this limit must be approved in writing 
by the Chief Administrator. 

B. Personal Property Taken at the Time of Acm:i8sion: 

1. The Assigned Supervisor shall collect items such 
as watches, rings, wallets, and other articles 
from the juvenile. All items shall be checked 
for contraband . 
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2. Money will be placed in the strong box by the 
Assigned Supervisor and noted on the personal 
property card. 

3. All property collected such as purses, 
suitcases, etc. will be tagged and listed on 
the juvenile's personal property card, including 
a descriptjon, and if applicable, the brand 
name. Those items stored either in the Assigned 
Supervisor's safe or in a storage room \-lill be 
so indicated on the property card. 

4. The Assigned Supervisor "'ill have the juveniJ e 
sign the personal property card and will 
countersign and date the card. 

5. The Assigned SupenTisor must store all property 
prior to the end of the shift. 

C. Special Storage Items: Hazardous items which 
could start fires or inflict injury to self and 
others such as guns, bullets, large knives, 
fireworks, etc., must be stored separately and 
securely until proper disposition can be safely 
Indde. 

D. Verification and Security~f Property: 

1. Following written completion of the juvenile 
property record form, the Assigned Supervisor 
shall complete the process in the presence of 
the juvenile. The Assigned 8upervisor shall: 

a. Address and seal the package(s) to be 
shipped. 

b. Seal all boxes or cartons to be stored with 
clear identification of juvenile's name and 
date s·tored. 

2. All property must remain in a secnrely locked 
area and/or under direct staff supervision at 
all times until it is delivered to the shipper 
o~ returned to the juvenile. 

3. rfuen a loss occurs an investigation shall be 
initiated. If personal property is not restored 
compensation will be made. 

of 4 
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E. Unclaimed Personal Property: 

1. When a juv~nile is released without claiming 
his/her personal belongings the Assig'ned 
Supervisor will complete ar> unclaimed items 
card. The juvenile's name, locker, status and a 
description of the items are to be recorded on 
the card. 

2. The Office Manager will review the card and 
notify the juveniles parents by phone and 
certified mail to claim the items within four 
week;:;. 

3. 

4. 

To claii'!l the items, the juvenile or an 
authoriz~d representative must sign both the 
race sheet and the unclaimed items card 
acknowledging receipt of the items. 

If the items remain unclaimed after eight weeks, 
the Office Manager shall determine the 
approximate value of the items. 

a. If the value of the items is judged to be 
less than twenty five dollars, the Office 
Ivlanager will arrange for their disposition 
on a case by case basis. 

b. Under no circumstances will any of thEse 
items, regardless of value, be converted to 
the personal use of any staff member. 

c. Any amount of money left uncJ.aimed will 
remain available for claim by the juvenile. 

5. The disposir.ion of the items will be recorded 
bath on the unclaimed items card ane.. the 
juvenile's complete folder. 

6. Unclaimed items valued in excess of twenty five 
dollars will remain the responsibility of the 
facility. 

a. Clothing in this category w:Ul be relocated 
to lor>g-tenn storage and noted on the 
unclaimed items card a.nd the juveniles's 
complete folder. 

) 
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b. Valuables kept in r;ealed envelopes will 
rerr.ain on file in the administrative 
office. 

4 

7. The parents and aftercare workers of juveniles 
with unclaimed items will be contacted annually 
in an attempt to return the items. 

Efll'o:tive Date Approved By: 

1 
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Sample Juvenile Training Schools 

Date: ____________________________ _ 

Time: ____________________________ _ 

J u v e nil e I s N a me : ----------------------------------------------------------
Charge: __________________________________________________________________ _ 

Admitting Staff: _________________________________________________________ _ 

PERSONAL BELONGINGS LIST ---- SUNDRIES 

I find the above listing of personal belongings to be correct. 

Juvenile's Signature: -----------------------------------------------------
Witness: ________________________________________________________________ ___ 

I received personal property, taken upon admission, which I have 
examined and find correct. 

Juvenile's Signature: -----------------------------------------------------
Witness: ________________________________________________________________ ___ 

Date: __________________________ __ Time: ________________________________ __ 



------------------------------------------------

Sample Juvenile Training Schools 

PERSONAL PROPERTY SHEET 

NAHE: ____________________ _ 

ADHI SS I ON DATE: 

RELEASE DATE: ________________ _ 

.-

>-
lJ.J 
z: 
a 
::!!: 

>-
f-
a:: 
lJ.J 
0.. 
a 
a:: 
0.. 

....J « 
z: 
a 
Vl 
a:: 
lJ.J 
0.. 

C!:I 
z: -:z:: 
f-a 
....J 
u 

SIGNATURE. OF JUVENILE AT ADMISSION: _________________ _ 

SIGNATURE OF JUVENILE AT RELEASE: ___________________ _ 
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Sample Policies and ProcedUrel 

JUVENILE TRAINING SCHOOLS 17.3 2 

Ch2Pter. He/lltoo St:md2ni.s: 

RECEPTION, CLASSIFICATION, AND ACA: 2-0384; 2-9386 
TRANSFERS 

Subject: 

Reception and Orientation 

I. POLICY: New:_y ac1n:Jtted juveniles shall participate in 
a reception and oricntarjon program for no longer than 
two weeks beTC're being assigned to a regula:r program in 
the facility. 

II. DEFINITIONS: As used in this dOCuLlcntr t:he following 
definj riClls shall apply: 

A. Reception Prograre: 
admitted juveniles 
gatherec about the 
classification of 

lA daily program for newly 
dnring which information is 
juvenile which will be used 

that. juvenile. 

being 
for 

B. Orientation: Tre systematic provision of 
information to a newly admitted juv(,·riJe reqarding 
the facility, its program, and expectations of 
juvenilE:'::. 

C. Classification: A system to determine the treat­
ment and security needs of committed juveniles and 
to assign them to programs acC'C'rding to their needs 
and the availability of reSOUl:ces. 

III. PROCF.DUPE8: 

A. Orientaticn: Kewly admitted juveniles sha1:! he 
provided with information about the facili 1:y r its 
programs, and the expectations of the juvenilEs. 
'I'his information will b~ .rrinted in a handbook which 
shClJJ he given to the juvenile. Orientation shall 
include: 

1. Formal classes. 

2. Wri tten descriptions of and di8cl'sf'i ons about 
the facility's rules, regulations, programs 
alld service~. 

3. Information concerning jllvellile rights. 
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RECEPTION, CLASSIFICATION Reception and 
AND TRANSFERS Orientation 17.3 P:lge 2 

4. Opportunity for staff observations of juveniles. 

5. SerCljng of orientation materials to parents. 

B. Reception Program: The facility shall have a 
detailed schedule of activities available for 
juveniles during the reception period which shall 
include: 

1. Interviews with appropriatE' staff for the 
purpose of explaining the facility and its 
prog:cilffiC. 

2. D:iaqnostic testing for th~ purpose of 
deveJoping an appropriate plan fox the 
juvenile. 

3. Educat.ion progl:amming, including optional 
reading materials. 

4. Work progra~ming. 

S. Kecreation progranuning which shal1 be at the 
same time as the genera':: facility population. 

6. OpU ultnl att-el1Cla.nce at religious services. 

Approved B~·: 

or 2 



SAMPLE DOCUMENTATION OF ORIENTATION 

Student Name Tycil ------ -------
Dormitory ______________________________ __ Date -------
Cottage Director ___________________________________________________ __ 

I have completed the 10 day orientation program. I have been informed of my 

rights and the rules and guidelines of this facility. 

Staff Signature ----------------------------
Student Signature ---------------------------



SAMPLE ORIENTATION QUIZ 

You wi 11 be asked to answer the ·following questions the last day 
of orientation. It is important that you listen to teh staff so 
that yOU may answer corre·ctly. You may want to ci rcle the answer 
yOU believe to be correct as yOU listen to staff. 

1. I have the right to fi Ie a grievance if T F 
I believe I have been mistreated. 

2. I have the right to make as many phone T F 
calls as I want. 

3. The state will pay the postage for 2 T F 
letters per week. 

4. can carry as much money as I want to. T F 

5. have a right to medical and dental care. T F 

6. I call be admitted to security if rTF 
completely disrupt programs and activities. 

7. My release date can be extended if I escape. T F 

8. can fight any other student who bothers me. T F 

9. must gO to bed at the scheduled time, T F 

10, I must attend group meetings unless I am T F 
excused by a staff member, 

11. I may be reclassifip.d if I cause bodily T F 
injury to staff. 

12, I have the right to visit with my family on- T F 
campus, 

13. I do not have to attend scheduled recreation T F 
activities. 

14. I am expected to follow the dress code. T F 

15. I can walk anywhere on-campus I want to. T F 

16. My personal possessions can be searched at T F 
anytime by staff, 

17, am expected to obey staff instructions, 

18. am expected to use the social skills. 

19. cannot appeal my placement here. 

20. am expected to complete my IPP goals. 

T 

T 

T 

T 

F 

F 

F 

F 



SAMPLE ORIENTATION SCHEDULE 

TIME MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 

8: 15 - 9:1 0 Outline ot Orientation What is a Friend Attend While Sitting/ Visitation On/Off Label What Can 
Program Do What is Asked Standing Campus Hurt/Help 

Review of Student Observe/Listen 
Handbook 

Facility Rules 
Dorm Schedules 

9: 10 - 10:05 ~ Educational Testing Greeting Special Services Asking/Answering Decide to Stay 
Haircuts Politeness Committee Questions or Go 

10:05 - 11:00 Educational Testing Eat a Meal Pre-Helping Skills Reviewing Day's Decide What to 
Haircuts Activities Achieve 

Decide Clothing/ 
Equipment 

11:00 - II :55 Tour of Campus Clean Place Responding to Own/ MSW p Security Superintendent, 
Clean Self Others Program Assistant 

Feeling Content Superintendent 

II :55 - I: 15 Lunch Lunch Lunch Lunch Lunch 

1:15 - 2:10 IPO Chaplain Principal Recreation Volunteer Coor-
Furlough Supervisor dinator, Work 

Program. 
Grievance/ Appeal 

Program 

2: to - 3:05 Business Office Nurse Psychologist Skills Review 
Monies/T rust Fund Orientation 
Support S~rvices Quiz 



I tn ..... 00 c: ::r:::e 
0. t:1H 
I'll Ot:1 
::l ::-::Z -.. t-<H ",- H> 

Z 
C/JH 
HH 

0 0 
3 z 
I'll 

What is a Friend 

Do What is Asked 

Facility Rules 

Greeting 

Dormitory 
Schedules 

Politeness 

Attending 

Clean Self 

Clean Place 

Eat a Meal 

Observe/Listen 

Student Handbook 

EUA 

Security Program 

Grievance/ Appeal 

Responding 

Group/Levels/Point' 

Asking Questions 

Reviewing Day's 
Activities 

Decide Clothing/ 
Equipment 

Label What Can 
Help/Hurt 

Decide to Stay/Go 

Decide What to 
Achieve 

_.L Quiz 
--'- -
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Ch:apter. Relliled Slrutd:u-tlJ: 

RECEPTION, CLASSIFICATION, AND ACA: 2-9383, 2-9387 -, 2-9393 
TRANSFERS 

Subjed: 

'r 

Classification 

T'GJ,]TY: The facility shall have a w.l'itten plan for 
classifying jtrl.7E?niles. 

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

A. Classifica tion: A system to deterrn5 ne the 
security, treatment, and progranuning llecd~ of 
juveniles and their assignments to housing units aPQ 
programs. 

H. Clas~ification Team: Responsible for preparing a 
con~rehensive assessment report. The classification 
team shall be composed of a counselor, a juvenile 
car eworker , edUcational staff, medica] staff, and a 
psychologist. 

III. PROCEDURES: 

A. Newly admit.ted juveniles shall be evaluat.ed by using 
information from the court of placement and 
information gc;.UJE=red from the facility's 
classificaticn team. 

1. 'l'he facility shall receive pertinent informatiorl 
from the communi ty ~'orY~er. 

2. The facili 1:y' s classification team shall 
BuppJ.ement information provideo from the 
community by using: 

a. Di?gnostic tests. 

b. Behavioral observations. 

c. Interviews. 
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.RECEPTION, CLASSIFICATIm 
AND TRANSFERS Classificat'ion 17.4 P':lge 

B. Admission J.E']:'( rt: The classification t:E'C'I.IP fOhal J 
compile information il1to an admission report which 
shall includE.:: 

1. Legal information. 

2. Social history. 

3. Medical, dental, and mental health hist.ories. 

4. Vocat:ional interest and experiencE'. 

5. Educational status. 

6. Religious background and interests. 

7. Psychological evaluations. 

8. Recreational preferences and needs 
assessment. 

9. Level of secllri ty l:econ:rr.encec. 

10. Special treatment needs. 

11. Other staff reports and reconlrnE'ndations. 

c. Assignments: The recommendations of the 
classification team shall determine the program 
assignments and type of reDsing necessary for the 
juvenile. 

2 

1. Each juvenile shall be assignee1 to a dai ly 
schedule which shall be designed to help the 
juvenile meet the or-jectives outlined in his/her 
individual plan. 

2. No juvenile shall be kept in more secure status 
than is ntcessary. 

3. Each juvenile shall bE=~ e.ssj9'l1ed to a living unit 
which shall be most likely to meet his/her 
needs. 

4. The counselor assigned to that living unit shall 
be responsible for coordinating the illdividual 
plans of the juveniles assigned to hi~il/her. 

of 3 
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RECEPTION, CLASSIFICATION 
AND TRANSFERS Classification 17.4 Pall\? 3 

1. 'l;he cla8sification team shall document the 
number, type~ and frequency of commitment of 
juveniles exhibiting E:'pccj al needs. For 
example, pe!:"son s wr·c are: 

a. Emotionally disturbed. 

b. Mentally retarded. 

c. Exhibiting symptom£: of mental 
illness . 

• ;. Hhen the:re are sufficient numbers of special 
needs juveniles, sp~cial programs shall be 
developed to provide eppropriate treatment. 

E. The cJaF8i£icfttion team shall review each juvenile's 
progress in meeting the objectives of his/her 
individual plan at Jeast monthly. 

1. Any change in the juvenile's individua1 plan 
shall be documented in his/her master file. 

2. The juvenile shall be includ~c ip discussions 
of possible treatment and program changes. 

3. '1'he juVf·pj J e' s counselor shall discuss the 
juveni]E'~ iLcividual plan with him/her and 
both will sign the written plan. Copies of the 
plan shall be: 

j9.. Sent to the court of placement. 

b. FIelced in the juvenile's master file. 

of 

c. Given to staff responsible for implementing 
the program. 

[ 

4. If t:he ~l1venile is dissatisfied wi th his/her 
program assi(.:mDl~nt or reassignment· he/she shall 
be informed of his/her right to appeal this 
decisi.on through the grievance prcces~; (See 
Chapte:r· 13). 

Approved Or: 

3 
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ChllPt.er. ReJlIled Sl2nd2l'ds: 

RECEPTION, CLASSIFICATION, AND ACA: 2-9394 - 2-9397 
TRANSFERS 

Subject: NAC: 4.71; 4.73 

Transfers ABA: 7.7 

1. POLICY: TransferE" tEt-.~"E'en secure residential programs 
of similar and dissimilar £:6C'nrity levels will be aVowed 
by the perent agency provided due p:t'ocess rights cf 
juveniles are safpgua:rdea. Placement shall be made t.o 
the least restrictive setting. 

II. DEFINITIONS: As used in this document, the foJlowing 
definition shall apply: 

Secure Unit: A liv~ng ~~jt which provides services 
within a more restrictive scrtjnsr tha.n regular living 
units in the facility. 

III. PROCEDURES: 

A. Transfer Between Secnre Facilities: The decision 
to transfer a juvenile between secure reEi~PDtjal 
facilities shall be made after he/she has been re­
evaluctce. :1-:'.' tr'e oJ as!:ifj cation team and 
reCOITlIT10hcation for such a transfer has been made. 

P. Transfers to 1,e:=;8 Secure 5i tea: The same process 
as is outlined above is necessary for the transff"r cf 
a juvenile from a secure to a Jess secure facility. 

C. Transfers frOM T.ess Secure to More Secure Units 
Within the Facility: 
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RECEPTION, CLASSIFICATICN 
AND TRANSFERS Transfers 17.5 P:lae 

1. Consideration for transfers from Jess s~cuxe to 
more se~ure units may occur o~ly when the 
juvenile: 

a. Poses a threat to himself/herself and/or 
others. 

b. Demonstrates that he/she can not be 
controllec in the original living unit 
placement because of security. 

c. wil I re~t'i ,'c sel:vices in the more secure 
setting which will outweigh the effects of 
a more restrictive environment. 

2. Hearing: Before a juvenile may be placed in 
a more secure unit a hearing conducted by an 
impartia.l hec.ring officer may be held. In this 
hearing info2::1!!D.l l:.ules of evidence shall apply. 
A record of hearing shall be prepared. The 
jtNenile shall: 

a. Receive a written notice outlining the 
juvenile's behavior which warranted the 
hearing. 

l~. Be provided representation by the staff 
~embers of his/her choice. 

c. Have the right to present evidence and 
call witnesses. 

d. Be prcser,t Gt~riI'g the hearing unless the 
hec:.rilJ-j ufficer determines that it ,wuld 
r-f> c'E"tdmental to the juvenile to hear 
specific testimony. 

e. Be provic1ec 8 wrjtten notice of the fjnal 
decision. 

D. JYledical and Mental Health Tr21I'.sfers: 

1. All non-emergf>Dcy wedical (hospitalization) 
Elr'C: ncntal health transfers shall occur in 
2ccordance with the provisions of state 
executj 1T f> :!.C:';s (j.nLl mental hygiene laws. 

2 of 3 
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RECEPTION, CLASSIFICATION 
AND TRANSFERS Transfers 17.5 PlIge 3 

2. Emergency transfers for either medical and 
mE:'ntal health reasons shall hC'> ir: accQ1.dance 
vli.tI) the policies already set forth in thi:;­
rnanual. 'l'he Chief Administrator shall notify 
the court of placement and the juvenile's 
parents or guardians as soon a~ possible after 
-!:hc jnvflnile leaves the facility, but in no case 
should notificatjon of this transfer occur later 
than the next business day. 

E. Adll'i ili stra ti VE! T.ransfers: 

1 Ini.tial Classificatioll: A juveniJe may be 
transferred as part of the initial 
classification process. 

2. Crm.,ding·: A juvenile may be transferreo with 
the approval of the Chief Administrator to 
relieve crowding in the facility. 

F. Transfers to Adult Correctional Agencies: Transfer 
of juveniles to adult correctiona(-facilities shaJl 
be in accordance with state statute. 

G. Not i.fication of Transfers: The court ot placement 
and the juvenile's parents or guardians shall be 
notified within 24 hours after a transfer occurs. 

Ent~ve Date Approved 0,.: 

or 3 



CHAPTER 18 

RELEASE 

COMMENTARY 

This chapter encompasses 

American Correctional Association Standards 2-9394 through 
2-9411 

National Advisory Committee Standards 4.7 

American Bar Association Standards 4.71 through 4.73 

Effective release planning is an essential ingredient in the 
Corrections system --an ingredient too often omitted from 
the daily schedule of activities. 

Recognizing a need for and the importance of following 
precise release procedures, the user has been provided with 
guidelines suggesting the more important release steps to be 
taken prior to, and during, the release process. 
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JUVENILE TRAINING SCHOOLS 18.1 4 

Chapter: Related Sland:ards: 

RELEASE ACA: 2-9394 - 2-9411 

Subject: NAC: 4.7 

Release Preparation and Release ABA: 4.71, 4.72, 4.73 

I. POLICY: Release preparaticn for a juvenile begins 
with the initial establishment of an indivh'!uaJ treatment 
plan and is an ongoing process throughout the juvenile's 
stay in the facility. The juvenile's counselor is 
responsible for release preparation and ensures that all 
the facility's obligations to the juvenile have been met 
prior to release. 

II. DEFINITIONS: None. 

III. PROCEDURES: 

A. Release Preparation: When the juvenile is admitted 
to the facility a release pJa.n sball be developed 
which should encompass the juvenile's individua.l 
program plan. The release plan shall include: 

1. Expected length of stay and specific treatment 
goals to be achieved while staying in the 
facility. 

2. Plans for continuing to meet treatment goals 
in the community. 

3. Criteria, in written form, fer the juvenile=s 
release, which shall bE? explained to him/her 
verbally. 

4. Pre-release activities. 

B. Release Hearing: 

1. Juveniles are scheduled automatically for 
hearing and review by the releasing authority 
when they are first IegalJy eligible for release 
consideration or upon completion of prescribed 
programs. 

2. The releasing authority has available, in 
• • 1 wr1.t1.ng: 

a. The juvenile's prior history. 
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h. Events in the case since any previous 
hearings. 

c. The juvenile's progress in the facility 
which shall include: 

1) academic and vocational progress. 

2) treatment goals reached by the 
juvenile. 

3) other services provided by the 
facility. 

d. The juveniJe's medical history. 

3. Changes in Release Date: 

a. Early Release: The juveniJe may be 
eligible for early release if he/she meets 
clearly defined criteria such as: 

1) exceptional behavior in a community 
program. 

2) exceptional behavior in the facility. 

3) completion of a mutually agreed upon 
contract. 

b. Delayed Release: If a delay of release 
is required the releasing authority will 
record the reason for the delay and fix a 
definite time for another release hearing. 

C. Release Procedures: The following procedures shall 
be completeo by the juvenile's counselor and 
aftercare worker prior to the juvenile's departure 
from the facility: 

1. Verification of identity. 

2. Verification of release papers. 

3. Completi.ol1 of release arrangements, including 
the person or agency to whom the youth is to be 
released; return of personal effects. 

2 of 4 
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4. Completiun c:::[ any pending actions, such as 
grievances or claims for damage<'! or ::!.cct 
possessions. 

3 

C. Specific Release Procedures: 

1. Juveniles whC' C're nearillg their release date 
shall bE~ aJloweCl special telephone, visitation, 
and leave l-.rivilegE~s to establish future pJ C.ns 
for educatio~, emp~o}~cntr ana/or living 
arrangements. 

2. If the juvenile is being releas~d tc the 
family, th~ person accepting the juvenile mu~t 
be identified Ly apr:rcpriat.e identification 
(pict.ure I.D.). A custody acceptancE: form must 

bE" signeo by the individual accepting the 
juvenile. 

3. If the release is to an agency, agency personnel 
must show both appropriate identification al1d 
verificatiol1 of authority to receive 'the 
juvenile. He/s~e must sign a custody 
acceptance form. 

4. In either event, persons entering the fadlity 
to pick up a juvenile shall sign in the visitors 
log the date, time and purpose of their visit, 
ar·d shall sign a custody acceptance form. 

01 4 
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If the rele~se is not to the rarent(s) or 
guardian(s), such in~i~ldual(s) shall Le 
notified by telephone as soon after the release 
as is possible, that the juveniJe h8~ left the 
facility. 

During the dressing 011t process, the releasing 
juvenile careworker shall ensure that no 
fi':ciJ i ty property is in the juvenile I s 
possessjoI', <'r.c thilt the inventory of juvenile's 
personal property is signE:!d indicating he/she 
has J:eccived all possessions. The two juvE:nile 
sig·natures shall be compared to veri fy the 
juvenile's identity. 

Eflll'o::t!ve Date Approved By: 

of 4 



PRE-RELEASESCHEDULE 

liME MONDAY TUESDAY WEDNESDAY THURSDAY fRIDAY 

8:00 - 12:00 Academic class or II II " " " II n II 

Work Program 

12:00 - 1 :00 Lunch II " II II " " .. II 

I ; I 0 - 2:05 p.m. 
Croup Topic Orientation to Parole How to contact your Going to school or get Are police more aware What to do after wod.";· .. 

Levels P.O. (nome, phone a job. Where to en- of me now? Can Leisure resources 
number, tronsporto- roll. Finding a job. drinking/drug use at horne or additionul 
tion to). make a difference? relevent topic 

discussion. 

Discussion Leader IPO Dormitory Director Principal/designee Local police or MSW Recreation Super. 
or Disc. Leader 

2:10 - 3:05 
Group Topic Avoiding RevocQ- You can't call What if 1 need medi- Dealing with sepa- What to do after 

cation, Repeat Group! Using col services? Re- ration anxieties. school or work? 
Offender Policy social skills with sources at horne. Leisure resources at 

peers and parents. home. 

Disscussion Leader Asst. Super. Dormitory Director Nurse III Psychologist Recreation Supervisor 



Sample Juvenile Training Schools 

RELEASE FORM 

NAME: _______________________ DATE: _______________ TIME: __________ _ 

The person completing each of the items listed below is required 
to initial the section. 

--------------------1. Verification of identification of person 
juvenile is released to. 

___________________ 2. Release determination. 
Court Order ___ Poli~y ___ Request of 

Nonsecure. 

-----------------3. Parole date given, if appropriate. 
_____________________ 4. Property returned. 

A. Property sheet pulled and placed in 
Central file. 

B. Check written for any monies owed. 
C. Cost, clothes, property bag returned. 
D. List of items not located 

5. Release from Admissions Log Book. ---------------------
6. Admissions card updated and refiled. ---------------------
7. Release form completed. ---------------------
8. Instructions for forwarding mail: -------------------- -----------

Does the juvenile have any pending action, such as grievances or 
claims for damages or lost property? YES NO 



Sample Juvenile Training Schools 

TEMPORARY RELEASES Oa te _______ _ 

With Hhom Tl me 
Name Reason Signature Out Return 

Title 

• SPECIAL INCIDENT REPORT 



• 

CHAPTER 19 

CITIZEN INVOLVEMENT & VOIJUNTEERS 

COMMENTARY 

This chapter encompasses 

Ame~ican Correctional Association Standards 2-92412 through 
2-9420 

National Advisory Committee standards 1.41, 1.42 

American Bar Association Standards 3.6 

The sample policies and procedures are designed to establish 
an effective volunteer program. Users should be aware of 
the need for careful selection and training for all 
volunteer workers. 

The volunteer program can enhance and expand the level of 
services in the correctional program . 
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~ JUVENILE TRAINING SCHOOLS 19.1 7 

Chapter: Related Sl2ndards: 

CITIZEN INVOLVEMENT & VOLUNTEERS ACA: 2-9412 - 2-9/+20 

Subject: NAC: 1. 41, 1.42 

Volunteers ABA: 3.6 

I. POLICY: This IC'J;' j 1 i ty shall secure ci tizel"1 involvement 
where feasible, to enhan.ce and expand the services and 
programs offered to the juveniles. The use of volunteers 
permits increased personal contact for the juveniJe, 
broadens community resources for the facility, increases 
p..tblic awareness of the juvenile corrections system and 
develops management. skills among staff. 

II. DEFINITIONS: As used in this document, the folJowjng 
definition shall apply: 

Volunteer: Any person who, of his/her own free will, 
provides goods or services to the fad. Ii ty with no 
monetary or material gain. The term volunteer includes 
regular, occasional and stipend volunteers, material 
donors and advisory councils. Volunteers are recruited to 
supplement and enrich, but not to substitute, activities 
and functions of staff of the facility. 

ITI. PROCEDURES: 

A. Recruitment and Screening: A screening and 
selection of volunteers shall be conducted by the 
Chief Administrator and Assistant Administrator for 
Program Operations, encouraging re~ruitment from all 
cultural and socio-economic se~nents of the 
community. 

1. Recruiting: 

a. Recruiting of volunteers is a staff 
responsibility under the superVision of the 
Chief Administrator. 

b. Recruiting efforts shall include C1.V1.C 

organizations, appropriate education 
institutions and individuals. 
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CITIZEN INVOLVEMENT & Volunteers 19.1 2 VOLUNTEERS r:lg~ 

7. Eligibility: 

a. Any person of good character, at least 
eightee:n years of age and sufficient.ly 
mature to handle the responsibilities 
involved is eligible to become a 
volunteer. 

b. Ex-offenders may be accepted as 
volunteers, subject to approval by the 
Chief Administrator. 

c. Relatives of a juvenile may not serve as a 
volunteer with the juvenile to whom they 
are related or in the facility where that 
juvenile is detained. 

3. Application: l'rosp€:ctive volunteers shall 
complete an application for volunteer service. 
The Assistar>t- Ac<..ministrator of Program 
Operations shall then interview the 
applicant to determine whether he/she will meet 
the needs and where the prospect's talent_ can 
be used. Volunteers shall provide professional 
services only \olhen certified or licensed to do 
so. Fcllowing the interview, appropriate noteB 
and/or recommendations shall be made and 
forwarded to thE' Chief Administrator of the 
facility. Volunteers shall agree in writing to 
abide by all facility policies, particularly 
those relating to screening apd confidentiality 
of information. If rejected, an applicant shall 
be informed of the reasons. 

B. Training and Orientation: Prior to assignments 
each-volunteer completes an orientation appropriate 
to the nature of his/her assignment. 

1. Approved citi~er.. ,~cll1nteers shall be briefed by 
the l\.sfoistant Administrator for Program 
Operations of all rules and procedures important 
to their effective functioning. Juveniles shall 
receive orientation designed to help them 
understand the role of volunteers, the limits of 
volunteers' authcrity, and the mutual 
responsibilities of the juvenile and volunteer 
bef;:.re a working relationship is initiated. 
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2. All volunteers are expected to comply with 
facility rules and policy. The security of 
the facility c3nd. the safety of the juveniles, 
pubJjc ~nd staff are the first priorities for 
all persons working in the facility. Staff 
always shall be courteous to all persons and 
treat resource persons with great respect. At 
the same time, resource persons are expected to 
extend courtesy and respect to facility staff. 
No persons in an intoxicated or drugged 
condition shaJ] be allowed into the facility. 

C. Assignments and Duties: 

1. Placement: Volunteers shall be placed by the 
Assistant Administrator on assignments based on 
their interests and capabilities. Examples of 
the assignments are: 

a. Individual counseling. 

b. Drug therapy. 

c. Family counseling. 

d. Vocational training. 

e. Tutoril1g. 

f. Staff assistance. 

g. Switchboard. 

h. Religious activities. 

i. Legal aid. 

j. Consultation. 

k. Group counseling. 

1. visi t.:i.n9 • 

m. Academic teachirg. 

n. Pre-release training. 

o. r.ibrary assistance. 

of 7 



Q13plef' Subject Poiky /I 

CITIZEN INVOLVEMENT & Volunteers 19.1 4 
VOLUNTEERS 

P:lge 

p. Clerical work. 

q. Sp~ekers bureau. 

r. Individual sponsorship. 

s. Crafts training. 

t. Advisory committee. 

2. Volunteer Code of Ethics: The volunteer: 

a. J(eeI'~ ccr,fic1Emt:ial matters that are 
confidential. 

b. Inte:cp:t:ets "volunteer" to mean that hf:::/~he 
has agreed to ,,,ork without compensation j."1 
money, but having been accepted as a 
volunteer worker I e}~pects to work according 
to the same standards as permanent staff. 

c. Nailltains an attitude of open-mindedness; 
is wjJling to be trained. 

d. Complements work of staff and assists in 
developing good teamwork. 

8. Maintains professional attitude toward 
volunteer work; accepts obligation to the 
T;lork, to those who di17ect it, to 
colleagues, to those for whom it is done, 
and to the public. 

f. Accepts differences in people in terms of 
cultural or economic background, race, 
religjon and values. 

D. Volunteer Identification and Control: 

1. VolunteE"r idenii:fication card pictures shall be 
taken on a pre-arranged date. 

2. Volunteer identifjcation passes automatically 
expire in one year. The Assistant Administrator 
shall check expiration dates and wake 
arrangements for renewal if indicated. 

3. Identification cards on all volunteers should be 
maintnir.ec in personnel files. 

of 7 



__________________ ---------'-----1 

Chaplet' SUbject Pol.Icy /I 
. , 

CITIZEN INVOLVEMENT & Volunteers 19.1 5 VOLUNTEERS 

4. 

6. 

P:lge 

When deemed necessary to the security of the 
iacility, any individuals may be requested 
to submit to a search. 

Discovery of contraband shan result in 
det~ining the person having such contraband in 
his/her possession. Supervisory staff shall be 
not.ified a::: we]] as the local police department. 

The fClci_lity administration has both the 
authority and responsibility to deny access 
to the facility to any person \o1h056 pl:esence is 
believed to jeopardize the order, security or 
safety of the facility, access to the facility. 
The responsible person taking such action shall 
sl1hmj.t a Hritten report of circumstances to the 
Chief Administrator. 
'.rhe Chief Administrator shall affirm or resd nd 
the action and determine conditions of 
re ins ta temen t. 

E. Supervision and Evaluation of Volunteers: 

1. The Assistant Administrator shall coordinate 
and supervise the volunteer program. The Chief 
Administrator and Assigned Supervisors shall 
work with the Assistant Administrator to provide 
adequate control and coordination of the 
activities of the volunteers as vlell as assist 

,,' 
in evaluating programs with which they are 
involved. 

2. Any staff member to whom a volunteer is assigned 
shall be that volunteer's direct supervisor and 
shall: 

a. Provide the volunteer essential information 
and orientation to the facility and section. 

'b. Complete and revise the volunteer agreement 
forms. 

c. Inform the volunteer of expectations and jn 
what areas, if any, the volunteer may make 
personal and final decjsions. 

d. Provide thoughtful, effective training. 

e. Recognize and demonstrate appreciation of 
progress in the volunteer. 
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L Respect: thE: v('Ilunteer's honest opl.nl.on and 
accept constructive suggestions. 

g. Offp.1: confidential information vd th the 
volunteer to assist his/her completion of 
the assignment. 

h. Share confidential information with the 
volunteer to assist his/her completion of 
the assignment. 

i. Send volunteer monthly time report forms to 
the Office Managex". 

j. Meet with volunteers on a regular basis. 

k. Complete and submit volunteel." evalt.'ation 
f('lrms. 

F. Termination of Volunteers: Administration 
curtails, postpones or discontinues the service~ of a 
volunteer or volunteer organization when substal"ltial 
reasons for doir.g so exj st. Any of the following 
reasons may warrant this action: 

1. Dreach ('If confidentiality. 

'2. Ur.lawful condu.ct or breach 'of facility rules and 
regulations. 

3. Physical or emotional illness. 

4. Inability to cooperate with the staff. 

5. Acthd.ties which threaten the order or 
security of the facility or the ~C'fety of t.he 
volunteer. 
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6. Erratic, unrelic.:ble attendance. 

7. Unsatisfactory service. 

Approved S,': 

, 



Sample Juvenile Training Schools 

VOLUNTEER AGREEMENT 

I, --------------------------------, volunteer to serve as 

for the 'Sample Juvenile Detention Facility) . 

As a volunteer, under the direct supervision of the Shift Super­
visor, I agree to: 

1. Report to the facility on 
(days) 

from 

to 
(time) -- (time) 

2. Undergo a training period. 

3. Learn supportive procedures for: 

a. Intake 

b. Juvenile Confrontations 

c. Fires and Emergencies 

The facility agrees to provide: 

1. On-site training. 

2. Sound Guidance and Direction. 

3. Periodic Review and Evaluation of Performance. 

{signature of volunteerl (date) 

(Director's signature) (date) 

*u. s. Gove~nment Printing Office 1988: 202-052/84701 
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