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6. Under no circumstances is a stimulant,
tranguilizer or psychotropic drug
administered for purposes of experimentation
and research.

7. All prescriptions chall be signed by a
qualified health professicnal licensed and
authorized by the appropriate jurisdiction.

C. Medication Distribution or Administration:

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

a. On an individual (case~by~case) basis.

b. By single dosage (éxception: 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. Sheuld a juvenile refuse a prescribed
medication, that juvenile shall be required to
sign a refusal form approved by the Medical
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. aAny 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. Security and Storage of Controlled Substances:

1. Controlled substances, except for narcotics,
methadone and insulin, shall be stored by the
Medical Staff in locked containers which are
securely fastened to a major structural suppert,

i.e., steel beam, concrete floor.
2. All narcotics (methadone and insulin) shall 0
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. Insulin, pre-~filled insulin syringes and
other medications requiring refrigeration shall
be stored by the Medical staff in a leccked
refrigerator.

4, Needles, syringes and over-the-counter drugs
shall be stored by the Medical Staff in locked
metal 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 Administrator.

6. Each container for dispensed medication is to
be labeled by the Medical 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.
£. 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 recsponsible for its security and
recordkeeping. Working stock shall be
verified at least monthly or sooner,
preferably at each work shift change. 2any theft
or unexplained loss of a controlled dangerous
substance shall be reported immediately to the
State Bureau of Narcotics and Dangerous Drugs of
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
syringes 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 perpetual inventory.

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

5. All inventories and review of inventories,
shall ke documented in writing in the medicaticn
log with the staff member's signature and date.

Eftective Date Approved By:




Sample Juvenile Training Schools

MEDICATION RECORD
NAME : HEALTH PROBLEMS:

ALLERGIES:

NON-PRESCRIPTION

DATE TIME ITEM AMOUNT WHOM DATE TIME ITEM AMOUNT WHOM

PRESCRIPTION
MEDICATION __DATE
COUNT TIMES AMOUNT

DATE TIME AMOUNT WHOM DATE TIME AMOUNT WHOM

PRESCRIPTION
MEDICATION DATE
COUNT TIMES AMOUNT

DATE TIME AMOUNT WHOM DATE TIME AMOUNT WHOM

COMMENTS:
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Chapter: Related Standards:
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 all health care
services provided to the juvenile at the 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 screenino form.

2. Health appraisal data forms including history
of immunizatiors.

3. All findings, diagnhoses, treatments,
dispositions.

4. Prescribed medications and their administration.
5. Laboratory, x-ray end diagnostic studies.

6. Signature and titlie of documentor.

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 treatwent plan.
12. Progress reports and discharge summary.

B, Collect.or ard Pecording of Health data: Only
gualified 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 office
shall maintain a system for identification and filing
which ensures rapid access to each patient's medical
record. The facility provides adeguate 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 medical records
section.

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

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

release.

D. Confidentiality of Medical Information:

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

2. Medical records shall be confidential and
secure, and shall be safeguarded against'loss,
defacement, tamperinag and use by unauthorized
persons.
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3. Authorized staff shall rnot discrss any
information in medical records with anyone not
directly involved in the therapeutic care;
treetment, or monitoring of the quality of care.

4. An authorization from the Chief Administrator is
required for release of medical irformation to
persons not otherwise authorized tc receive this
information.

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

E. Transfer of Heglth Records: Whenever a Jjuvenile
is transferred to another residential facilitiy, 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
nedical record which reasonably can not be copied at
the time of transfer shall be forwarded to the
receiving facility within 72 hours. The following
information shall accompany all juveniles being
transferred:

1. Medication 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 transportaticn.

Eftective Date Approved By:
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JUVENILE PHYSICAL FORM

Date:

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 Appearance:
4 skin

Hair & Nails

Head & Face Neck
Eyes
Corrective Lenses Last Eye Exam
Ears Nose
Mouth & Pharynx
Chest & Back Breasts
Lungs

Cardiovascular

GI & GU

Extremities Neurological
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GENERAL MEDICAL INFORMATION:

Name(Last, First, M.I.) D.0.B. M F
Address Telephone

Parent or Guardian/Relationship

Address Telephone

Family Physician Date of Last Physical
Allergies Special Diet

*Medication Reason

Health Problems .
Does Juvenile tomplain of pain, illness, or abuse?

Family History: (if deceased state age and cause of death)
Father: Age ___ Tllnesses
Mother: Age ITlnesses
Brothers: Age ITInesses
Sisters: Age Il11nesses
Would anyone ‘in the family benefit by a nurse coming to their home?
If so, why?
Family History:-- cont. (indicate relationships)
Diabetes Seizures
Cancer Allergies or Asthma
Heart Disease Tuberculosis
Mental Illness Other

Have you received all your immunizations?

*Side Effects of Medication:
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Name :

Date:

Medical Confidential

HEALTH HISTORY

HAVE YOU EVER? YES|{ NO DO _You? YES| NO

Lived with anyone who had TB Wear glasses or contact lensecs

Coughed up blonod Have vision in both eyes

Bled excessively after injury Wear a brace or back support

Attempted suicide

HAVE YOU EVER HAD OR HAVE YOU EVER HAD OR DON'T

HAVE YOU NOW YES|NO | 7 ] HAVE YOU NOW? YES [NOJKnOW

Asthma Night Sweats

Tuberculgsis ~Tumors, Cysts or Growths

Cancer or Tumor Cramps in vyour Legs

Diabetes Rupture or Hernia

Emphysema Recent Pain or loss of Weight

Ear, Nose or Throat Trouble Frequent indigestion

Hearing Loss . Stomach Trouble or Ulcer

Chronic or Frequent Colds Hepatitis or Jaundice

Hay Fever Gall Bladder Trouble

Severe Tooth or Gum Trouble Hemorrhoids or Rectal Trouble _

Shortness of Breath Head injuries

High Blood Pressure Epilepsy or Seijzures

Pain or Pressure in Heart Frequent or Severe Headaches o

Pounding Heart Loss of Memory or Amnesia

Arthritis or 3ursitis Periods of Unconsciousness

Fractures (Broken Bones) Paralysis, Numbness, Weakness -

Bone, Joint or Other Deformityl Dizziness, Fainting Spells

Painful or Trick Shoulder Nervous Problem of Any Type

Foot Trouodle Alcoholism

Recurrent Back Trouble Syohilis, Gonorrhea

Swollen or Painful Joints Drug Allergies

Kidney Trouble Lumps, Pain, Discharge on Breast

Frequent or Painful Urination_ Change 1n Menstrual Pattern

Blood in Urine Pregnancy/Abortion/Miscarriage

Recurrent Infections Treated for Femzle Disorder

Rheumatic Fever Thyroid Trouble

YOUR PRESENT DOCTOR'S NAME (Address/ Have you ever been a patient or received
Phone) treatment in a hospital? (surgery,injury)

State where, when, why & address

Have you ever been treated for a mental | Have you ever taken narcotics? (If yes,

condition? (If yes, state reason and state what kind, when you last took it

give details) and if you are in a treatment program)

Highest JTevel of education { years) Additional Remarks (use reverse side)

Have you ever been incarcerated in this

facility before? (If so, when?)
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AUTHORIZATION FOR EMERGENCY 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
emargency 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 cons;nt tb the specific medical
procedures recommended by the physician.

This authorization is not be construed as covering non-emergency

surgery or haspitalization for which my specific consent must first

be obtained.

Signed

Signed

Date

Witness
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Medical Record Charges

Jage Of
Name- Date Admitted- Time-
County Date Released- Time-
Item Date | Description Unit Cost Total Cost
Length of Stay ' Total Days- Per Diem-
Medical ' ' ‘ : ! ) '
Examination i Center Prof. Build. Hospital Other
Medication Name Rx. No.
Laboratory
Tests
Psychological
Other
Medical Authorization: Billing Authorization: | Total Cost

Director
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AUTHORIZATION FOR EMERGENCY 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 nen-emergency
surgery or hospitalization for which my specific consent must first

be obtained.

Signed

Signed

Date

Witness
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PRGGRESS RECORD

Name :

INITIALS
DATE COMPLAINT TREATMENT OF MEDICAL STAFF




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 Committee 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 court rulings.
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JUVENIT.E TRAINING SCHOOLS 13.1 2
Chapter: . Related Standards:
JUVENTLES RIGHTS ACA: 2-9273 - 2-9279, 2-9280
Subject: NAC: 3.191, 3.192, 4.41,
. . 4,44
Legal Rights of Juveniles ABA: 4.5
1. POLICY: All juveniles will re protected from

discriminaticn k&sed on race, national origir, color,
creed, sex, physical handicepr or political beliefs and
will have eqrel] access to programs and activities. They
will be assured that seekirg judicial relief will not be
nmet with reprisal or penalty and will have uncensored,
confidential contact by telephcone, in writing, or in
perscr with their legal representative.

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

Legal Fepresentative: Assigned cr retained attorney at
law.

III. PROCEDURES:

A. Juveniles Without an Assigned oxr Privetely
Retained Attorney:

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

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 facility staff.
However, if a 3juvvenile indicates important
information needs the prompt attention of his
legal representative the call will be placed.
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2. During Regular Rusiness Hours: Upon request,
from a juvenile the juvenile careworker shall
contact an attorney by phcne. IFf the attorney
is not available a message will be left to
return the call.

C. Written Communication with Legal Representative:

1. A juvenile's written or dictated message will be
mailed or distributed to the -juvenile's legal
representative by the Shift Supervigor or
juvenile careworker.

2. Outgoing written or dictated messages will be
uncensored. Dictated messages will not be
censored, and will not be opened orice the
message has been completed for delivery.

3. Mail from the court or other legal authority
will be opened in the presence of staff to ke
nonitored for contraband.

D. Visits/In~-Person Communication with Iegal
Representative:

Except in an emergency a Jjuvenile's legal
representative may visit during regular business
hours. If a juvenile requests a visit with
legal representative & juvenile careworker will
see that the reguest is relayed.

Eftective Date Approved By:
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JUVENILE TRAINING SCHOOLS 13.1 2

Chapter: . Related Standards:

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

Subject: NAC: 3.191, 3.192, 4.41,
. ) 4.44
Legal Rights of Juveniles ABA: 4.5
I. PCLICY: All juveniles will re protected from

discriminaticn kased on race, national origir, color,
creed, sex, physical handicep or political beliefs and
will have ecuel access to programs and activities. They
will be assured that seekirng Jjudicial relief will not be
net with reprisal or penalty and will have urcensored,
confidential contact by telephone, in writing, or in
perscr with their legal representative.

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

Legal Fepresentative: 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 ne time are they to engage in
coenversation which might in any way be construed as
offering legal advice regarding the juvenile's case
and under no circumstances should staff gquestion
juveniles regarding alleged cffenses.

B. Communication by Phone with Legal Representatives:

1. ILimitations: Calls are usually limited to
once a day to avoid unnecessary intrusion upon
the legal representative and facility\staff.
However, if & Jjuvvenile indicates important
information needs the prompt attention of his
legal representative the call will be placed.
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JUVENILE TRAINING SCHOOLS 13.2 4
Chapter: Related Standzsds:
ACA: 2-9274, 2-9277, 2-9278,
JUVENILES RIGHTS 2-9281 - 2-9283, 2-9285
2-9288
Subject: NAC: 4,41 through 4.45, 4.48
Environmental & Programmatic
Rights of Juveniles ABA: 4.5
I. POLICY: All juveniles in secure residential care have

certain rights and responsibilities that must be
recognjzed. These are 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 Righte:

1. Juvenhiles have the right to expect that they
will be treated respectfully, impartially and
fairly, and will ke addressed by name in a
dignified conversational form.

2. Juveniles heve the right to be informed of the
rules, prcocedures and schedules concexrning the
operation of the facility.

3. Juveniles have the right to not be subjected to
corporal punishment, harassment, intimidation,
threats, harm, assault, humiliation or inter-
ference with the normal bodily 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.

4, Juveniles have the xight not to ke
discriminated against because of race, natlonal
origin, color, creed, sex or physical handicap.
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11.

Juveniles have the riaht *+e perticipate in
reiigious services and religicus coungeling
on & velurtary basis, subject only tec the
limitaticon necessary to maintain order and
security. They will have access to clergy,
spiritual advisors, publications and related
services which allow them to adhere to their
religious practices.

Juveniles have the right to nutritious neals,
proper bedding and clean clothing, daily
showers, toilet facilities, &edequete lighting,
proper ventilation for warmth and fresh air and
an overal] safe environment maintainec in
compliance with state and local fire and safety
laws and regulatiocns.

Juveniles have the right to appropriate medical
and dental treatment.

Juveniles have the right tc have regular visits
with family and the right tc send and receive
maii. Juveniles also have a right to un-
censcred and uninspected outgoing mail.
Trcoming mail will be checked by stafi in
their presence end any limitation imposed will
be necessary to maintair crcer and security.

Juveniles have the right to wear personal
clothing or wear combinations of their own and
facility clothing. This choice is limited
only by facility requirements for safety,
security, identification and hygiene.

Juveniles have the right to wear their hair
and facj#l hair in any style they choose as
long as it does not pcse any health and safety
problem.

Juveniles have the right to the possession ot
items of dJewelry that could not be used to
inflict bodily hsrm. Any limitations imposed
will be to maintain safety, security and order.
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1d. Juveniles have the right to participete in
programs 1n the facilitv, subject to state
and local laws concerrira education.

13. Juveniles have the right to participate in both
irdcer and outdoor recreation.

J4. Juveriles have the right to not participate in
uncompensated work acsignments unless the work
is related to housekeeping or maintenance of
facility, community service work, or personal
hygienic needs.

' 15. Juveniles have the right to report any problems
or complaints they have _while in the facility
without any fear of punichment.

16. Juveniles have the right to appeal any
disciplinary measure teken against them for the
wviclation of a facility rule and have the right
t+o have a response to the appeal in accordance
with the appeal procedures.

B, Responsibilities: Guidelines clearly establish
expectations and require the acceptance of certain
basic responsibilities.

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

2. Juveniles have the responsibility of rot
discriminating against otber juveniles or
staff, or not using language or behavior in a
manner which would imply prejudice or
discrimination,

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

4. cuveniles have the responsibility of asking for
medical and dental care when they need it.

5. Juveniles have the responsibility of conductiing
themselves properly during visits, and of nct
accepting or passing contraband, and nct
violating the law through the mail.
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6. Juveniles have the responsibility of main-
taining their clothes in a clean and cder free
condition. It is also their responsikility to
keep hair clean. Halr care services are
available to them orn a regular basis.

7. Juveniles have the respongibility of reporting
any infringement of their rights to gtaff
members of the facility.

8. Juveniles have the responsibility of followinc
the grievance procedures in making any complaint
and of reporting to facility supervisors any
action taken against them by other juveniles or
staff because of their complaint.

9. Juveniles have the responsibility of starting an
appeal and using the appeal procedures for any
disciplinary action they feel resulted ir their
being treated unfairliy.

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

Discrimination: An abridgement of rights based upon a
person's race, rnligion, color, sex, age national
origin, or handicap.

IITX. PROCEDURES: Specific procedures to fulfill thre
above fgﬁﬁirements are detailed in'other chapters cf this
publication. To assure compliance with the Juvenile
Rights policy's intent, refer to chapters listed below.

Chapter 7 Physical Plant

Chepter & Safety and Emergency Procedures

Chapter 9 Security and Controcl

Chapter 10 Food Services

Chapter 11 Sanitation and Hygiene

Chapter 12 Medical end Health Care Services

Chapter 14 Rules and Discipline

Chapter 1% Comevrication, Mail, Visiting and Telephone

Eftective Date Approved By:
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Chapter: Related Standards:

JUVENILES RIGHTS ACA: 2-9284

Subject:
Juvenile Access to the News
Media
I. POLICY: Juveniles shall have reasonable access tc the

general public. through news media; subject to the
limitations necessary to maintain order and security, as
well as to protect their rights.

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

Representatives of the News Media: Persons whose
principal employment is to gather or report news for
& newspeper, magazine, news service, or z radio or
television news program.

III. PROCFDUPES:

A. News Media PReguests: 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 nay be denied if
written consent has not been obtained from the
juvenile's 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 filming which might reveal
the identity of the juvenile.

E. Facility Visits:

1. All media representatives shall make advance
arrangements for visits.




Chagter

Subject Policy #

JUVENILES RIGHTS

4 Juvenile Access to the
News Media . 13.2 Page 2 of 3

Media representatives may photograpl Lycgrams
ana actavities in the facility and meet the
juveniles involved.

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

The Chief Administrator may steprend media visits
during a facility emergency.

A juvenile placed in secure residential care may
nct act as a reporter or publish under a
byline.

C. Personal Interviews: Personal interviews with

juveniles shall be conducted withkin the framework
above, and@d in addition:

1.

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

Either a juvenile or a media representative may
initiate a request for a personal interview.

The Chief Administratcr cr his/her designee
shall notify a juvenile, and/or the juvenile's
parente/guardian of any request and shall, as a
prereguisite, cbtain written consent from the
juvenile, and,/or parents/guardian prior to the
interview.

The Chief Administrator shall approve or
disapprove an interview request within 2 working
days after the consent form is received by the
Chief Administrator.

Any disapproval shall be documented. A denial
may be given for any of the following reasons:

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

b. The juvenile is physically cor mentally
unable to participate. This must be
substantiated by the Medical Staff in

~ writing and a ccopy placed in the Jjuvenile's

record.
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. The written consent of the juvenile,
ard/cr juvenile's parent or guaraian, is
not completed.

d. The interview, in the opinion of the

: Chief Administrator, would endanger the
health or safety of the interviewer or
would adversely affect the order of the
Tfacility.

e. The juvenile is involved irn a pending court
action and the court, having jurisdiction,
has issued an order forbidding such
interviews.

£. The juvenile is a "protection" case and
notice of his whereabouts would endanger
the juvenile's safety.

Eftective Date Approved By:




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 at (Sample Juvenile Training Schools).
(date(s))

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.

4 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.

{date) (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)

1 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):

Access is authorized subject to the following conditions:

(D

(2)

(3)

(4)

(5

Date

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

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

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

Should the identity of any Juvenile interviewed be
revealed to any person or persons associated with
s they will not disclose that

identity; and

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

I,

Director

s, 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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Chapter: Related Standards:

JUVENILES RIGHTS AcA: 2-9276

Subject: NAC: 4.81, 4.82

Juvenile Grievance Procedure/
Juvenile Advocacy/Ombudsperson

I. POLICY: Upor edmission, juveniles shall ke informed of
their right to grieve, any circumstance, behavior or
disciplirary action of staff or other juveniles.
Grievances that have not beeh resolved informally throuch
discussion with individual staff members shall be filed
according to the procedures outlined bhelow.  2All
grievances shall be handled expeditiously and without
threats of cr reprisals against the individual grievent.

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

A. Grievarce: 2 circumstance or action considered to
be unjust and grounds for complaint or resentment.

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

IITI. PROCECURES:

A, Informal Resclution: The juvenile should first
try to resolve a grievance against a staff member
informally 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
assistance is needed to complete or make delivery of
the grievance request, a Jjuvenile careworker or
volunteer staff member should be asked. Upcn
request, the juvenile careworker should alsc
submit the grievance request to the Assigned
Supervisor.

E. Grievance Process:

1. A juvenile may select a representative or
spokesperson from the staff, volunteers, legal
community or juvenile population at any time
during the grievance process.
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JUVENILES RIGHTS
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rocedure/Juvenile i 13.4
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liv reprisals shall be taken againct arvene usging
or participating in this process.

Reasonably brief time limits shall be
established and all responses to a grievance
sha'l be in writing. PFailure to respond within
the reguired time limit entitles the juvenile to
proceed to the next level of review.

A juvenile with an emergency grievance
(isolaticn, lack of essential medical care)
shall receive action which can provide immediate
redress.

The grievance procedure itself will be used tc
determine whether a specific complaint falls
within the jurisdiction cf grievance procedures.

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

Filing a Formal CGrievance:

1.

Availability of forme: Juveniles will have

full access to forms.

Content of forms: The forms shall corntain the

name of the juvenile, the date, person or
policy grieved, and the nature of the grievance.

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 juvenile cannot
gain direct access to the Assigned Supervisor, a
juvenile careworker will make the delivery.

First Tevel: 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
writing to both the juvenile and the Chief
Administrator within three additional days.
Emergency grilevances, however, will be reviewed
during the next shift.
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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 may include:

a. The transfer of the juvenile to another
section.

b. Disciplinary action against the staff
mermber or juvenile responsible for the
behavior that is grieved.

c. Further investigaticn.

d. Changes in policies or procedures, or any
and all of the above.

Second Level: Authority Review:

1.

The findings of the review authority may be
appealed to the Chief Administratcr or in his
absence, the Assistant Chief Administrator.

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 tHe juvenile within three
additiocnal working days.

Third Level: Independent Review by Appeal

Authority:

The findings of the Chief Administratcr may ke
appealed to an independent appeal board, whose
decision is final.
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Juvenile Advocacy/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 programs different from that of staff.

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

in the facility.

d. Offers statutory protection for any
statements made to the Ombudsperson.

Duties of Ombudsperson: An cmbudsperson

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) a formal complaint.

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

(1) Melfeasance by facility administration.
(2) Quality of treatment.
(3) Compliance with state laws requiring

specific standards for programs and
supervision.
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JUVENILES RIGHTS

3. Proceduies:

a. Any juvenile, parent of juvenile, attorney,
staff member of facility velunteer may
initiate the cmbudsperson process. The
grievance must be submitted within three
working days of the action or incident
involved unless there is good reason,
acceptable to the owbudsperscon, for the
delay in reporting.

b. The grievant or representative may
contact the ombudsperson in perscn, by
telephone or by written message. Grievance
boxes shall be placed in areas accessible
to Jjuveniles.

c. On receiving a grievance the ombudsperson
shall meet with the juvenile as soon as
possible and shall determine the merit of
the complaint kased on the juvenile's
presentation. If 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 complairit has merit, the
ombudsperson shall arrange to contact
and interview all parties either
collectively or individually within four
working days.

e. If the juvenile is due to be released
within the four working days, the
ombudsperson must contact all parties
within one workinc day (unless a party is
unavailable}.

£. If the juvenile leaves the facility, the
ombudsperson shall continue to complete
the investigation.
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h.

I'*ter ccrpleting all interxviewg, the
ombudsrperson shall prepare a factual
report paraphrasing all relevant
inforxmation received during investigation.
All exhibits, that is, signed statements
from the alleged victim or alleged
wrong-doer, eye-witness accounts and
copies of relevant medical reports

shall be attached to the final rmzport.

The ombudsperson shall send the completed
report to the Chief Administrator of the
facility, the parent agency or ar
independent review board who will assist in
resolving problems.

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
reprinand} dicciplinary action ranging from
to termination.

H. Civil Action Resulting From a Grievance: 1If a
juvenile believes that, after the appeal or
ombudsperson prccess is exhausted, his/her civil
rights have heen violated, or are still in jeopardy,
he/she shall not be prevented or restrained from
filing a law suit to address grievances.

I. Lvaluation: The Assistant Administrator will
assess the grievance procedure as part of a progress
report submitted to the parent agency.
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This assessment will include:

The number of juveniles using the procedure.

Any clarification or changes in policies angd
procedures which have resulted from the use of

grievance prccedures.

Recommendaticns for improving the procedure.

Eftective Date

Approved By:




SAMPLE JUVENILE TRAINING SCHOOLS
OMBUDSPERSON INITIAL REPORT

" Resident Attorney Parent Scaff Other Institution:
E S Box { Verbal
0 Date Received:
P u
© R Box locatioun:
R C
T E
I Date Time Flace UIR (Attach)
N
c Complainant:
ID Others involved:
EN What happened?
T
I Conducted by: Date:
NT Summary of Resident's Statement:
E
R
'S
I
E
W
A TYPE OF COMPLAINT SUBSTANTTATION
SS Existence of Policy Frivolous Believable, but | Probable
E Application of Policy no extrinsic cause
s Behavior and Actions of Employees evidence
s Unfalr treatment
M Physical Abuse
E Behavior and Actions of Residents
N Living envirooment of conditions
T Request for Agsistance Would mediation be practical?
Other
Who should participate?
R Action taken by Project staff:
E
S
¢]
L
U
TI Was resolution successful?
0
N Implications of Incident:
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Juvenile's Ideas, Suggestions or Grievance Form

Date Submitted

Name

If you have an Jdea, suggestion or grievance that you want a Supervisor, Program Director or Administrator to
address, please (ill 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 respend 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 Meeting which is held every Wednesday at 3:00 PH. In any event you will receive
an answer to your problem or idea as soon as it can be thought through and a solution worked out.

Ideas, Suggestion or Grievance (Please Be Specific)

Signature Date

Response

Signature Date




SAMPLE JUVENILE TRAINING SCHOOLS
JUVENILE GRIEVANCE PROCEDURE

If you have a complaint or grievance, 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.

|
v 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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JUVENILE TRAINING SCHOOLS 14.1 i 6
Chapter: Reiated Standards:
RULES ADN DISCIPLINE ACA: 2-9289, 2~9290, 2-9291,

2-9314, 2-9316

Subject: NAC: 4.47, 4.51 through 4.54

Rules and Regulatioms

T. POLICY: Rules of conduct as well as the penalties
that may be irposed are included in the Juvenile Rule
Pook and shall be used as a guideline for becth juveniles
and staff.

II. DEFINITIONS: 2g used in this document, the following
definitions shall apply:

A. Physical Restraint: Actual holding of a juvenile.

B. Room Restrictions: Remaining in a room, at the
request of a staff member, until given permission
to leave.

ITI. PROCEDURFE:

A. Rule Rook Distribution, Interpretation and
Translation:

1. A copy of the Juvenile Rule Book, containing
chargeable offenses and the penalties and
disciplinary proceduvres that may be imposed,
will be given to each juvenile upon admissicon.

2. Arrangements will be made by the Assigned
Supervisor for translaticr when a juvenile
speaks another language or interpretation if a
juvenile has 2 problem with reading or under-
stending any portion of the rule book.

R. Staff Training: All staff members will be given a
copy of the Juvenile Rule Book. Staff that have
direct contact with juveniles will receive at least
two hours of in-service training annually to ensure
femiliarity with the rules, sanctions eveileble and
the raticnale for the rules.
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" RULES AND DISCIPLINE i Rules and Regulationsg . 14.1 Page 2 of © .

c. Offense Priority: Prior to initiating a report or
a disciplinary action, careful attention should be
given to the rule book in 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 who are simply playing around and two
who are attempting to cover up a more sexious
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
mincr offense when considered on a one time
basis.

3. Failure to Carry Out 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
concsjdered to be uncontrolled behavior.

6. Destructior of Property: The seriousness will
be affected by the degree of destruction and the
value of the property destroyed. Staff must
always distinguish between intentional and
accidental destruction.

7. Stealing: The seriousness will be affected by
the value of what is stolen.

8. Sex Offense: Would involve voluntary v
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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Rules and Regulations - 14,1 Page 3 of

10.

11.

12.

13.

14.

15.

Disobeying a Direct Order: TFefugal to

stop or refusing to initiate a particular
behavior or activity ordered by a stafi member
is considered an offense.

Intimidation or Threatening: Intimidation and
threatening another person must be censidered a
serious cffense warranting significant
consequences.

Possession of Contraband: Possession of any
item that can be used as a weapon or for
purrcses cf escape (matches, alcohol and drugs
or money) or has not been gpecifically
authorized is considered a serious offense.

Verbally Uncontrolled: This is a situatior in
which a juvenile is cursing, threatening, and,
after being warned to cease, has refused to do
S0.

A.W.0.L. or Escape: This is a law
violation and would warrant placement cf
charges with the court. An attempted escape
warrants immediate roon placement.

Fighting: Any physical violence should be
considered one of the more serious cffenses and
warrants Immediate room placement.

Assault: An intentional physical attack on an
individual, inflicting serious injury or harm
should be ccrnsidered a very serious offense
and warrants immediate room placement. In
addition, placement of charges with the court
may be indicated.
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D. Viscipline:

1. Staff will make every effcrt to maintain control
of juveniles through metbods of positive
reinfoycement.

2, Discipline will be administered in a way to
create a learning experience for the juvenile
and will he commensurate with the seriousness of
the misbehavior.

3. Discipline wiil never be of a nature ox
adriinistered in a way that will degrade cr

humiliate.

4, The following actions will never be used as a
mears of discipline:

a. Corporal punishment.

b. Physical restraint,

c. Psychological intimidation. ’
d. Denigl of regqular meals. o
e. Denial-of ﬁedical care.

f. Denial of sufficient sleep.

g. Denial of sufficient exercise.

b Denial of contact with parents/legcl
guardians.

i. Denial of legal assistanrce.

5. Room restriction will only bhe used when it is
absolutely necessary for the protection of
juveniles or staff or for controlling self
degtructive behavior. The juveniles will be
returned to their regular program as soon as
possible.

6. A1l disciplinary action will be reviewed Ly the
Assigned Supervisor and the Assistant Chief
Administrator for Program Cperations.
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Physical Restraint: This 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. 2As a part of on-going
training, staff members shall be trained in the
technicues of physical restraint.

Reporting: Based on the facts of the incident,

only the Assigned Supervisor or his.designee may
authorize temporary room restriction and/or use of
physical restraint. For room restrictions beyond the
initial "cooling off" period of one hour, and/or the
use of physical restraint, the staff member shall:

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

2. Note the juvenile's room restriction in the
Temporary Restriction Log. ' The Log shall
contain:

a. The name of the juvenile.

k. The date and time of the juvenile's
restriction/restraint.

c. Name of the staff member requesting such
restriction/restraint.

é. Name of Assigned Supervisor authorizing
such restriction/restraint.

e. Reason for juvenile's temporary
restriction/restraint.

f. Date and time of juvenile's release from
restriction cuarters.

3. A Room Confinement 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 and the Room
Confinement Check Sheet are to be placed on
file.
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C. Arruel Fvaluation and Review:

1. The Assistant Administrator shall review the
policies relating to the juvenile rules and
discipline, examine the existing practices and
consider suggestions for revisions.

2. The Assistant Administrator shall complete a
written evaluation including any recommendations
and forward this to the Chief Administrator.

Eftective Date Approved By:




Sample Juvenile Training Schools

Incident Report Behayior Report
RE: / D.0.B. / - -
LAST FIRST M.I. MO. DAY YEAR
DATE: FAMILY COURT LEGAL NO.
a.m.
TIME: p.m
OTHERS INVOLVED: Fighting
Assault
DESCRIPTION OF INCIDENT: Disobeying A Direct Order

Destruction of Property
Verbally Disrespectful

Qut of Assigned Area

Eich s

Horseplay
Failure To Carry-out Assignment

Verbally Uncontrolled

_____ Sex Offense

___ Stealing

____Intimidation or Threatening

WITNESS: (WITNESSES): ___ Aggravating or Harrassing Others
Possession of Contraband

__ AWOL or Escape

DISPOSITION: Lying

I (Juvenile Careworker)
APPROVED:

{Shift Supervisor)
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Chagpter: Related Standards:
RULES AND DISCIPLINE ACA: 2-9292 - 2-9295, 2-9315
subject: | NAC: 4.47, 4-52, 4.54
Minor Violation Resolutions ABA: 8.7

et

- POLICY: There are written guidelires fci intormally
resolving mincr juvenile misbehavior when circumstances
dictate immediate, informal action. Staff shall prepare
a disciplinary report when a juvenile has committed a
violation of facility rules.

II. DEFINITIONS: As used in this document, the following
definition shall applyv.
Legtriction: The curtailment of activity as a
disciplinary action, used only if consultation and
advisement with the erring juvenile fails.

III. PROCEDURES:

A. Activity Restriction: A juvenile careworker or
Assigned Supervisor may exclude a juvenile from
participation in activities for a period of time
dependinc on circumstances. This is imposed as a
result of misbehavior. Micskehavior in the cafeteria
may warrant a cafeteria restriction while poor
conduct in another area could result in a restriction
of a different activity.

B. Room Restriction: A juvenile may be restricted to
his/her room for minor misbehavior, for a specified
periocd of time. The amount of time varies depending
on the nature of the viclaticr and circumstances, but
shall not exceed one hour without apprcvsel of the
Chief Administrator or his/her designee. Prior to
room restriction the reason shall be explained and
the juvenile will have an opportunity to explain
his/her behavior. During room restriction the door
will remair urlocked and staff contact will be made
at least every fifteen minutes, depending on the
juvenile's emctional state. The juvenile's attitude
assists in determining the end of the restriction
period. Any room restriction may be followed by a
section restriction if appropriate.
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Group Pestriction: There shall be no total group
restriction without approval of the Chietf
Administrator or his/her 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 '
miskehavior.

2. Immediate group restriction is allowed if there
is a clear and present danger to security or
safety. In these cases the Assigned Supervisor
and the Assistant Administrator or the Chief
Administrator should be notified immediately for
further instructions.

Farly Bedtime: Scheduled bedtime will be reduced
in units of one hour. 2 juvenile may receive a
one hcur or a two hour earlier bedtime at the
discretion of the Assigned Supervisor when
disciplinary actiorn is warranted.

Warning: A werning may be used without further
disciplinary action. The warning shall communicate
what the offense was and the expectation, with the
understanding that, if repeated, specified
disciplinary action will be initiated.

Reports of Disciplinary Action: If there is a
reasonable belief that a juvenile has committed a
violation of the rules and regulations, the staff
member may chcose to either verbally warn the
Juvenile or submit a disciplinary repcrt. 2
disciplinary report should contain:

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

2. Behavior of the juvenile in connection with the
violation.

3. All action taken by the staff member (s),
including any force.
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Name (s) of any witness (es).

Description and disposition of any physical
evidence regarding the violation.

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

Juvenile'’s written account of the incident.
quvenile's signature verifying that he/she has

read the report. If he/she refuses to read or
sign, it will be noted on the report.

Individual Discipline Plan: This car be used for

short-term or extended discipline and serve as a
behavior profile for evaluvaticn reports. The plan
documents repeated misbehavior. The form used shall
include facts important to using discipline.

1.

2.

(93]

Date, Time, Juvenile's name.

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

Privileges suspended with details of how this
was implemented.

List of priorities for the restoration of
privileges (note: a privilege must be earned
hv good bebavior for it to be restored).

Consultations with the juvenile, informing
him/her of the details of the infraction,
suspended privileges and time expectation for
restoration shall be noted.

Periodic evaluation of an individual discipline

plan is done either by the staff member involved

in the incident or by staff cn the shift
implementing the diecipline process.

Date and time for evaluation of gocé kehavior
shall be included on the form.
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H. Investigation: If the Asgsistant Administrator
believes it is necessary, he/she may appoint anr
impartial investigator to investigate an alleged
violation.

I. Crimina] Prosecution: When it appears likely that
an incident may be subject to criminal prosecution,
the investigation procedures shall ke suspended and
the Chief Administrator notified. The Chief
Administrator shall notity appropriate officials for
possible prosecution and shall make every eifort to
safeguard evidence and cther appropriate evidence.
This material shall be turned over to the aprropriate
prosecutorial authorities.

Effective Date Approved By:




Sample Juvenile Training Schools

Report of Room Restriction

Juvenile Date
Time of Incident Location of Inciden*
Requested by Approved by

Time of Confinement in Room

Reason for Confinement:

Assault

Fighting

Threatening immediate physical violence of another person
Presents an immediate danger to his/her own physical well-being
Escape; threatening to escape

Destruction of property

Protection; upon written request of juvenile

Aggravated djsobedience; threat to the security of facility
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 Discipline: Work Essay Other

M A s e e e  em S T e M M WO AR G MR VD TE e w6 B M U e GD M TR am e D em p Tm M G A S e YD MG v WP S A Y ms T e T e e S e e e W NI M M wm A e

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

Release Information:

Staff Signature

Shift Supervisor's Sianature

This form is to be completed in duplicate:

One Copy to Director.

One Copy to Assistant Director of Program
Operations
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JUVENILE TRAINING SCHOOLS 14.3 , 7
Chapter: Related Standards:
RULES AND DISCIPLINE ACA: 2-9299, 2-9300 - 2-9313
Subject: NAC: 4.52, 4.54

Disciplinary Procedures for
Major Rule Violations and
Adjustment Committee

(=

PQLICY: When a juvenile is charged with violating a
facility rule which would result in either a disciplinary
report, or confinement, he/she has the right to a

hearing before the Adjustment Committee.

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

A. Adjustment Committee: A group of supervisory level
staff empowered to conduct hearings and impose
disciplinary actiong that comply with the policies
and procedures cf the facility.

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

C. Major Rule Violation: Thesge are actions such as:
willful destruction of preperty, stealing,
non-forced sex offenses, intimidation or
threatening, possession of contraband, attempting to
escape, fighting, essgault, etc. Please refer to
Policy #14.1,

III. PROCEDUREE:

A. Time-Cut 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 lergth of
confinement should not exceed the point at which the
jvvenile regains self-control and in the opinion of
staff, can safely be returned to the regular
programming.

1. Crily the Chief Administrator or his/her designee
can authorize corfinement. Authorization is
valid for a maximum of cne hour unless the
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juvenile is accused of violating s majer rule.
In such carnes the juvenile may be confined fox
up to 24 hours with approval of the Chief
Administrater or his/her designee.

The Chief Administrator or his/her designee must
make direct personal contact with the juvenile
Guring confinement. The Chief Administrator
must be informed as socn as pessible of any
confinement which is authorized by his/her
designeec.

Juveniles placed in confirement separate from
their living section must be afforded living
conditions and rights approximating those
availakle to the general juvenile population
unless clear and subztantial evidence justifies
an exception and administrative apprcvel hes
been secured.

All juverile careworkers are familiar with
these procedures and special trainirg in
juvenile management and restraint technigues
is provided to &all facility personnel.

The Assigned Supervisor on duty is responsible
for receording all incidents of corfirement on
forms srecifically designed for that purpose.
The information to ke reccrded in the report
includes:

. Meme of juvenile.
b. Date and time pericd of ccnfinement.

c. Names of staff members recommending
confinement.

d. Reason (s) for confinement - description of
behavior.
e. Unstccessful alternatives used.

f. Authorization signed by the Chief
Administrator.

g. Perscr authorizing release from
confinement.
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6. The Asz.gned Supervisor is responsible for
seeing that a copy of the confinement report is
placed in the juvenile's record.

7. During confinement:

a. Poctentially dangerous articles shall be
removed.

b, Physical needs of the juvenile must be met.

c. One staff person will bhe assigned by the
Assigned Supervisor to supervise the
juvenilae.

d. The assigned staff person will visually
check the juverile every 15 minutes and
record attitude changes, reasons for
continuing confinement, all visits and
statements of physical and emotiocnal
condition of the juvenile., This report
will be pliaced in the juvenile's records.

i B. Disciplinary Confinement:

In a disciplinary confinement period, an outsice
limit shall be set for the maximum pericd of
confinement.

1.

Where no limit exists a juvenile shall remain in
confinement no longer than 5 days.

A permanent log shall be maintained for all
juveniles placed in room confinement and
shall include:

a.

Tame

Fousing location

Date and time admitted
Reason for admission

Tentative release dJday
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f. Medical and/cr psychiatric needs

g. Unusual juvenile kehavior

h. All releases

C. Disciplinary Hearing:

A Jjuvenile has a right to a discip;inary hearing

when confinement or a disciplinary report has Leen

initiated. The juvenile shculd be seen by his/her

ccunselor as soon. as possible, but not more than 24

hovrs following the violation. The juvenile shall

remain in population while waitirng for an Adjustment

Committee Hearing unless he poses a clear and present

threat to the safety of self and others.

D. Adjustment Committee Composition:

1. The Adjustment Committee should be compcscd of
at leazst tkree (3) supervisory level staff
persons appointed on a rotating basis by the
Chief Administrator. To enherce the Committee’s
impartiality, a staff person from an independent
agency should ke assigned to the Committee.

2. The designated cheirperson shall be required to
have conpleted training in disciplinary
procedures.

3. The Committee's compesition should ke racially
and ethnically bkalanced to meet the needs cf thre
facility.

E. Adjustment Committee Hearing Procedures:

1. The Adjustment Committee shall begin no later
than 7 days {(or sooner, if possikle) excluding
weekends and holidays, after the commission of
the rule inrraction or the discovery of it,
unless the juvenilc is uneble tc participate in
the hLearing.

2. The juvenile and his/heir counselior must

receive written noticc cf the facts and charges
being presented aceinst him no later than 24
hours following the incident.

3. A juverile =hall, upon request, have the
assisterce c¢f a staflf member in the presentation
of his/her defense.
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The juvenile shall be present at the hearing,
unless he/she waives that right in writing or
through behavior, and may have his/her
caseworker present. The juvenile may be
excluded durire testimony given in confidence
and the reascns for the absence or exclusion
shall be documented.

A juvenile is given an opportunity to make a
statement, present documentary evidence, and to
have in attendance any person (s) who has
relevant information, except when doing so may
Jeopardize the life or safety of persons or the
security cr order of the facility.

Prior to privilege suspension, the Adjustment
Cormittee will explain the reascns for their
decision,

The juvenile and his/her couhselor must be
given a copy of the Adjustment Committee
summary. ZX£ personal safety or security is
jecpardized by certain references in the
written record they may be deleted from the
juvenile's ccpy, kut the fact that omissions
have been made shall be noted on the copy.

The Adjustment Committee shall take any of the
fellowing actions, based upon the evidence:

a. Find that the juvenile did not commit the
offense. In that case, the Committee shall
order that the disciplinary report be
dismisgsed ard expunged from the juvenile's
recoxd.

b, Find that further investigation is
necessary.

c. May order that the juvenile be held in
investigative status. (This does not imply
confinement but may be a limited exclusicn
trom the routine program activities.)
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10.

11.

12.

If the decision is adverse to the juvenile, the
juvenile must be informed cf his/her right to
appeal within 15 days of the Adjustment
Committee's decision through the grievance
procedures. The Chief Administrator shall
regpond to the appeel within 30 days. The
Chief Administrator shall decide if:

a. Juvenile discipline was in compliance with
the facility's policies and procedures.

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

c. The sauction imposed was appropriate to
the rule violation.

When there is a finding that the Jjuvenile did
commit the offense, a copy of the Adjustment
Committee summary along with the disciplinary
report shall be forwarded to the Chief
Administrator, parent agency and other
appropriate authorities and a copy of each
report shall be filed in the juvenile's record.

The Chief Administrator wmay 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 juvenile adequate
notice of the hearing.

b. Lack of impartiality of the Adjustmert
Committee.

c. Improper exclusion of witnesses.

New or additional proceedings may be ordered

in other circumstances, determined by the

Chief 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 cn remand shall
be conducted in accordance with the procedures
governing the initial hearing.
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13. The Chief Administrator may remand the decision
for additiornal documentation, correction or
clarification of the summary, including the
statement for excluding witnesses, or the basis
for the finding of guilt and the imposition of
sanctions. The Chief Administrator- should
receive all reports and information concerning
the Adjustment Committee's summary before these
materials are forwarded to the parent agency, or
other appropriate authoritieg. 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 Administrator in
accordance with the procedures in the original
dispositiomn.

14. Upon remand, sancticns greater than those
imposed at the original hearing shall not be
permitted, unless the juvenile is charged with a
different offense which prrovides for a greater
penalty than provided under the original
viclation, or new evidence is produced which
justifies the greater disciplinary action.

F. Computation of Discipline for Multiple Offenses:

1. When a juvenile has been found in violation of
more than one rule violation arising from a
single incident, the maximum penalty shall
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 rule infraction, arising from
separate incidents, the maximum penalty for each
violation may be imposed and such penalties
shall run consecutively.

Efextive Date Approved By:




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 Committee 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 rulings have been
considered in the development of ACA standards and these
sample documents. Each user should, however, develop
statements to comply with recent judicial rulings
appropriate to their area.
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Chapter: Related Standards:

COMMUNICATION: MATL, 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 assexrts that he/she may do so with a
reasonable degree of privacy.

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

A, Correspondence: Communication to or from
juveniles through letters, postcards, 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 Ly 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 staff 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 provide postage for a minimum of two
letters each week for each juvenile. All mail &and
legal matters shall be delivered to the juvenile cn
the day of receipt from the postal office.

c. All nmail will be opened, examined for contrakand and
then distributed. Both incoming and outgoing mail
are not read by staff, except where clear evidence
justifies such action. If correspondence is read,
the juvenile must be present when the letter is
opened.
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If ary cortrakand is found the letter and its
contents sheould ke directed to the Assistant
Administrator. If no contraband is found, the letter
should be immediately given to the juverile.

Juvenilies 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, Administrator of grievance systems.

5. Paroling authority.

Cash, checks, or money orders removed from incoming
mail shall be credited to the juvenile's account or
placed with the juvenile's other secured property.
Packages are subject to inspection. Juveniles sghould
be present during the inspection and notified of any
items withheld from them and the action shculd be
recorded on the juvenile's property inventory sheet.
A released or transferred juvenile shall be permitted
to take all personal mail. Additional mail received
should ke fcrwarded by the Office Manager unopened.
If no forwarding address is available, mail should be

returned, unopened, to the sender or Post Office.

Restricted Magazines, Newspapers or Periodicals:

1. Publications shall be prohibited if they pose a
clear, direct and immediate danger to security
or if they depect sexually explicit materials.
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Theé facility's Chief Admiristrator shall
confiscate any materials meeting the above
criteria and shall either turn them over to
proper legal authorities, return them to the
sender, or destroy them as appropriate.

Eftective Date Approved By:
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Chapters Related Standards:

COMMUNICATION: MAIL, VISITING ACA: 2-9330

AND TELEPHONE
Subject: ABA: 7.6

Access to Telephone and

Telegraph

I. POLICY: To maintain community ties and contact with

attorneys, each juvenile shall have ecuvel and adequate
access to a telephone.

II. DEFINITIONS: Noche.
IIXI. PROCEDURES:
A. Upon Admission: Upon admission to the facility a
juvenile may telephone either his or 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 custodians during
regular hours specified by the Chief Administrator.
2 juvenile shall be allowed one free long distance
call to his/her family each week.

1. A juvenile 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 viclate the rules
of the facility.

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 (excludirc weekends and
holidays) as often as he/she wishes if their
attorney agrees to accept charges for these
calls. No time limits shall be placed on these
calls.

C. Incoming Calls: Juveniles may receive calls from
court workers, social workers, police officers, and
lawyers'at any time.
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Recording Juvenile Telephone Calls:

Where juvenile

telephone calls 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
shall 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.

Telegraph: On the basis of urgent needs, juveniles
shall be permitted to communicate by telegraph at
their own expense when other methods are less

appropriate.

Emergencies:

emergency.

Juveniles may receive and place
calls at other than the usually designated hours
and without restrictions in the event of an

Eftective Date

Approved By:




SAMPLE JUVENILE TRAINING SCHOOLS
TELEPHONE CALL RECORD

Please use new sheet for each new day.

Care-
worker's
Initials

Date Time

Juvenile's
Name

Check One Cumpleted Juvenile's

Incoming Outgoing Name of Party Called Number of Party Relationship Yes

No

Initials
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Chapter: - Related Standards:
COMMUNICATION: MAIL, VISITING 1 aca: 2-9325, 2_9327, 2-9328,
AND TELEPHONE 2-9329, 2-9333
Subject: NAC: 4.44
Juvenile Visiting ABA: /.6
I. FOLICY: The fecility administration encourages

juveniles to maintein ties with their families and
friends thrcugh regular visits, limited only by staff
demands and the visiting facilities available.

II. DEFINITICNS: 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 apprcved for visitation by the Chief Administrator
on a case by case basis and will not count against
the juvenile's normal visiting schedule. A special
area is to be set aside for attorney/client
interviews. Known ex-offenders other than family
are to be prohibited visitation privileges unless
prior approval has been granted by the Chief
Administrator.

B. Visitor Sign-In: Every juvenile's visitor shall
sign-in ovn a form approved by the Chief
Administrator. Handbags and packages are toc be letft
at the desk. Briefcases may 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 ares.
Exceptions may be granted only by the Chief
Adwinistrator. Visitors under the age of eighteen
must be accompanied by a parent or guardian.
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Publication and Distribution of Visitation Rules:

The facility shall publish the operaticnal procedures
governing visits in the Juvenile Handbook. Such
information is to be made available by the Assigned
Supervisor to the Jjuvenile upon arrival at the
facility and shall be made available to visiters
prior to their arrival at the facility. The handbook
should include:

1. Pays and times for visiting.

2. ¥Whe and the number of visitors allcowed at
one time.

3. Regulations about special visits.
4. The possibility of being searched.

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

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

7. Information about transportation to the
facility. The facility will assist in
arrancing transportation between public
transit terminals and the facility as
appropriate and approved by the Chief
Administrator.

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

Special Visits: Special visits may be grented,

with prior approval of the Chief Administrator on @&
case by case basis. Every effort will be made te
allow special visitation privileges for hospitalized
juveniles. Sources of transportation, accessibility
to the facility by the visitor, and the distance a
visitor rwust travel are to be considered.
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r. Denial of Visitation: A denial cf visitation

privileges shall be based on the security, 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 and 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.

Volunteers: Volunteers are subject to all
provisions of these administrative procedures, except
that their vieit will not count against the
juvenile's normal visiting schedule.

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.

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.

Eftective Date Approved By:




Sample Juv.nile Training Schools

VISITATION AUTHORIZATION AND
RECORD OF VISITS:

JUVENILES NAME

DATE ADMITTED

P.0. OR SOC. WORKER

DATES VISITED

NAME

RELATIONSHIP

APPROVED BY

ANYTIME: YES NO IF NO,

INDICATE RESTRICTIONS:

SPECIAL PRIVILEGES OKAYED BY
AS FOLLOWS:

INFO. RECTD.BY:

<=

NAME @

RELATIONSHIP

APPROVED BY

ANYTIME: YES NO IF NO,

INDICATE RESTRICTIONS:

AS FOLLOWS:

INFO. REC'D.BY:

NAME :

RELATIONSHIP

APPROVED BY

ANYTIME: YES NO IF NO,
INDICATE RESTRICTIONS:

SPECIAL PRIVILEGES OKAYED BY |

AS FOLLOWS:

INFO. REC'D. BY:




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, 4.2153

American Bar Assoclaiton Standards 4.14

and describes basic programs. Cooperation and coordination
with the community are encouraged. Frequent contact with
academic communities offers opportunity to improve gquality
and guantity 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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“hapler: Related Standards:
PROGRAMS ACA: 2-9339 - 2-9342, 2-9375
Sabject: NaC: 4.213, 4.214

Individualized Programs

I. POLICY: The facility shall provide a program which

is designed to enhance the growth and development of
each juvenile.

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

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

IXI. PROCEDURES:

A, Assessment: Fach juvenile shall be assesged to
determine classification, and security risk, as well
as educational, vocational, and personal needs. To
make appropriate program placement, the
classification team shall 'include information
relative to :

1. Family history.

2. Developmental history.
3. Physicel examinations.
4, Psychological testing.
5. Psychiatric interviews.
€. Community release plan.

7. Language and educational analyses

3. The past behavior upon which the adjudication
was based including victim information

9. Lehgth of stav.

10. Assegsment of chemical abuse and dependercy.
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P. Placement: While considering the juvenile's
opinion and needs, the classification team shall meet
and develop the juvernile's program plan. The
individualized plan shall:

1. Include measurable obiectives to be achieved
and timetables for meeting those cbjectives.

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

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

a, Include provisions for monthly review.

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

6. Be documented, copied, given to the juvenile,
and placed in his/her master file.

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, juveniles,
parents and other persons concerned with

facility programming.

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

The program staff in
coordination with volunteers, counselors
and Assigned Supervisors, will develop and
implement a behavioral incentive system.
The incentive system will provide the

opportunity for juveniles to earn
additional privileges and activities
contingent upon acceptable behavior.

Eftective Date

Approved By:




Policy Number Pages
Sample Polides and Procedures

JUVENILE TRAINING SCHOOLS 16.2 i 5

Chapter: Related Standards:

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

Subject: NAC: 4.216, 4.2122, 4.262

PROGRAMS

Juvenile Education Program

I. POLICY: To meet the diverse needs of juveniles in
secure residential care, the facility shall provide a
comprehensive education program which shall include
academic, vocational, and special education components.
To accomplish this major goal, the facility shall maintain
a minimum teacher-studenrt 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. PRCOCEDURES:

A. Facility Education Plan: The education program
shall contain the following features:

1. Each juvenile shall enter the program at his/
her instructional level and will proceed at a
- comfortable pace.
2. Each juvenile shall receive educational and
vocational counseling to assist in developing
his/her educational gocals.

3. Fach juvenile 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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d. courseling

e. related remedial education
f. employability plans

g. work experience

The facility may use community resources to
supplement the facility's programs.

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

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

The person designated as the education
coordinator shall develop a facility education
plan which shall include:

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

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

c. Qutlines 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.

£. An education staff profile depicting all
academic instructors and their appropriate
certification.

g. Establish a communication link between
public school agencies and the facility to
Jprovide continuity to the juvenile's
education.
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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.

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

B. Ligison With Community Schools: The facility

educaticn 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.

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 reguired to:

1.

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

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

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

Maintain an on-going record of juvenile
progress.
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Mqziptair an accurate record of the totas numker
of juveniles taught and the total number of
hours of instruction.

Exermption from the School Program: As a
general policy:

1.

Juvenile may ke removed from the school
program fcor reasons of sericus miskehavior
for a period of time not to exceed one day
without the aprroval of the facility

Chief Administrator. .

Juveniles who are already graduated from

high school need not attend, but may do so

if they chcocose and if rocom is available in

the classroom. The education coordinator shall
verify the juvenile's graduation. Juveriles
who have graduated will have alternative
programming made available to them.

Special Education: Special education services

shall be available to juveniles who have been
evaluated with appropriate diagnostic tests and
who have been found to:

1.

2.

3.

Fxhibit below average intellectual functicning.
Exhibit average intellectual functioning but
whose learning potential is limited by

emotional and/or physical difficulties.

Exhibit specific learning disabkilities.

Class Attendance is a high priority:

1.

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

Classroom Facilities: Designed in conformity

with local and state educational reguirements,
classrooms have:

1.

Adequate classroom space to accommedate the
design capacity of the facility.
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2. Several individual hocoths where easily
Jistracted juveniles can work alcne and still be
under the supervision of the teacher.

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

4, Storage space 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
individualized, the facility shall maintein
(either through purchase, rental or loan)
various levels of commerically-made records,
£ilm strips and cassette tapes for each subject
area. Other software supplies, such as
transparencies, chalk, paper, pencils, etc.
shall be sufficiently stocked and replaced as
necegsary.

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

Eftective Date Approved By:
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Chapter: Related Standards:
2-9365 - 2-9368
Subject: NAC: 4.49
Vocational Services ABA: 4.14
I. POLICY: A comprehensive vocational program shall be

provided by the facility. A juvenile's participation in
the vocational program shall be determined by his/her
individval program plan.

IT. DEFINITIONS: A4s used in this document, the following

e o

definitions shall apply:

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

B. Private Industry Councils (PIC): Groups of
lusinessmen and citizens established to administer
the JTPA progran.

JII. PROCEDURES:

A. Pre~vocational Activities: These ‘activities are
integrated with academic programs. See Policy 16.2)

B. On-~Campus Vocational FPrograms: On-campus
vocational programs introduce juveniles to
oppertunities in the world of work, reinforce
learning of basic skills through application to
"real world" activities, and, when possible, provide
skills and experiences needed for entry level
employment in an occupaticnal field. The facility's
vocational program shall:

1. Emphasize employvment-oriented attitudes and
values along with strong basic skills which
will allow juveniles tc adapt to future job
requirements.

2. Prepare juveniles to pursue further training in
specific occupations.
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3. Ise available community resources, such as:

a. Liaisons with leccal secondary schools,
vocational technical schools, junior
colleges, Private Industry Councils of
JTPA, etc.

b. Advice and assistance from labor,
business, PICs, and industrial
organizations.

4, Be structured, sequential and time-limited,
with an emphasis on the skill development of
Juveniles.

5. Provide special vocational opportunities for
residents with physical, mental, or emctional

handicaps and/or learning disabilities.

On-Campus Work Programs: To be considered

vocational programs, work programs shall outline and
document achievement of specific employment-related
skills. o

1. Facility mairtenance programs shall be used
only as a 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.

Of f-Campus Work Programs: Ofi-campus work
programs in local communities shall:

1. Be carefully planned to ensure appropriate
placements for juveriles and the safety of the
community.
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2. Be considered vocational programs if
employment-related skills are outlined and
documented.

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

Eftective Date Approved By:
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JUVENILE TRAINING SCHOOLS 16.4 3

Chapter: Related Standards:
ACA: 2-9334, 2-9357 - 2-9359,

FROGRAMS 2-9369, 2-9370 ~ 2-9372.
2~-9374, 2-9360, 2-9366
Subject:
. NAC: 4.218
Recreation
I. POLICY: The facility provides recreation and exercise

programs to juveniles as soon as.they are admitted to
the facility.

II. DEFINITIONS: Nonhe.
ITI. 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 of planned free time during school days
with an additicnal hour of energetic physical
exercise on weekends and holidays.

a. Program staff should develop programs So
that juveniles benefit from their stay in
the facility. Programs should provide
acceptable leisure time activities to
alleviate idleness and boredem, 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
activities regularly and prepare an annual
report describing the status of programming
and the major progress or problems.

c. Games and Sports Activities: 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
ascsigned 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 "suggesgtion box" for juvenile input
about recreation programs should be
aveilable.

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.
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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 enccuraged to be
involved in the sports and games but they
should do go 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 twc cleanest sections,
parties for holidays and special events,
roller skating, organized team sports such
as basketball, volleyball and softball,
discos, dance instruction, exercise
clubs, weight watchers club, sewing club,
etc.

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

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

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

Eltestive Date Approved By:
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Chapter:

Related Standards:

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

PROGRAMS 5-9374

Subject:

NAC: 4.215, 4.2121, 4.2151

Counseling

II.

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

DEFINITIONS: As used in this dcocument, 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. The intent of
this relationship~building process is to assist the
juvenile {s) in adjusting to anrnd 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 irdividually and/or in groups.
Counseling technigues shall include but
are not limited to: active listening, empathy,
genuineness, positive regard for juveniles, and
various problem-solving strategies.

B. Ceumeelor: A counselor is any staff member who
has been assigned to do counseling. These employeses
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 be given to staff who have a
masters degree in one of these counseling-
related disciplines.
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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,1).

- TII. PROCEDURES:

Al Counseling:

1. Upon admission, a counselor is assigned to each
Juvenile, conducts an intake interview, and is
responsible for the juvenile's counseling
throughout his/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 spontanecus 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 reviewed annually
by the counselor and changes or reccmmendations
are forwarded to the Assistant Administrator.

3. Group Counseling: 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.

Eftective Date Approved By:
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Related 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 release, reading materials and other
related services shall be provided through an in-hcuse
library.

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

Library: = A separate room ccontaining bookshelves

and tablets and chairs, housing reference materials and
various levels of educational and recreational books,
magazines, etc.

III. PROCEDURES:

Aa. Function: The library provides all juveniles
access to a comprehensive collection of general
and specialized reference materials which meet
educational and recreational .needs, legal needs and
requests. The Jlibrary 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 shall be located close
to the classrooms; library hours shall ke
coordinated with the activities schedule.
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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

of the juvenile population shall be conducted to

determine the needs and selection of books, materials

and program.

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

2. Selection shall be consistent with the
juveniles' abilities.

3. Materials.of & 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 librarv.

z Evaluate staff available during peak hours.
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3. Evaluate the use or misuse of the library by
juveniles.

4. Discuss plans for repairing or replacing
damaged reading materials.

5. Compare library staffing patterns with the
joint recommendations of the ACA/ABmerican
Library Association.

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

t

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

1. Space shall provide fer individual and group
activities.

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

Eftective Date Approved By:
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JUVENILE TRAINING SCHOOLS 16.7 4
Chapter: Related Standards:
PROGRAMS ACA: 2-9361 - 2~-9364
Subject: NAC: 4.45

Religious Programming

11.

III.

FOLICY: Since the facility's administration

recognizes the right cof juveniles to practice the
religion of their choice, every reasonable effort shall
be made to facilitate the free practice of religion,
limited only to Jecitimate security and operational
considerations,

DEFINITIONS: As used in this dccument, 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.

Religious Activity: 2An activity conducted by or
under the auspices of a Chaplain, which is designed
specifically for worship, religious instruction,
spiritual guidance or counseling.

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 not defamatory, racial,
political or derisive in nature.

PROCEDURES :

A.

Needs Assessment: To provide a proper balance in
religious services a system shall be developed by the
Assistant Administrator to determine the religious
composition of the juvenile population. Staff
responsible for religious programs shall make program
adjustments reflecting the changing population.
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Special Religious Needs:

1. Juveniles shall have access to religious
publications of their 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 reljgious books and periodicals.

2. The facility recognizes that certain religicus
faiths impose dietary restrictions upon their
members, i.e., abstaining frorm the use of pork
or pork products. These restrictions sheall be
honored, if possible.

3. When appropriate, liturgical apparel suvch as
skull caps, head shields and prayer shawls may
be worn during the relicious activity. When not
in use, this apparel shall be stored in the
chapel storage area. Religicus medallions or
ornaments mayv also be worn if they do not
interfere with the safe and orderly conduct of
the facility.

Religious Senvices:

1. Attendance shall ke voluntary.

2. The proper atmosphere for the serxrvice shall be
provided awey from the housing unit.

2. 211 Zjuveniles 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. Communicn 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.
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Specific Denominational, Church or Sectarian

Activities:

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 rituals 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: The Chaplain shall develop

and conduct a program of religious education which
shall be submitted to the Chief Administrator for
review and approval. The program may include:

1. Religious classes (lectures, instruction,
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 classrocom environment.
8. Spiritual maturity groups.

9. Instruction in doctrines, rituals and ideals of -
various religious faiths.
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Pastoral Responsibilities:

Chaplaing shall speak to juveniles when
requested.

Juveniles may request to see the Chaplain at any
time.

The Chaplain, as & confidant, has a dual
responsibility to the juvenile and the

facility. He/she must keep pastoral confidences
intact, and, at the same time, protect the
facility, its staff and the juvenile population.

The Chaplain shall be responsible for
develcping rules, regulations, guidelines ard
procedures for the recruiting and training of
religious volunteers.

Eftective Date Approved By:
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Related Standards?

Subject:
Day Leave
T. FOLICY: Leaves into the community shall be granted to
juveniles under the following circumstances: (1)

¥f-campus leave as a way of rewarding good behavior,
providing an opportunity to learn and practice sccial
skills, and beginning community re-intergration; (2)
lLeave for services in the community; and (3) Personal or
emergency leave.

IT. DEFINITIONS: None.
IXT. FROCEDURES:
A, Off-Campus Ieaves: Selected juveniles may leave

the facility during the day to participate in
academic vocational, or restitution programs.

1. Juveniles shall be carefully screened for
off~campus prograns.

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. Proper suvpervision shall be maintained.

4. Accurate,; timely recordkeeping shall ke
provided.

5. The program and its participants will be
evaluated regularly.
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6. The facility stafi and the facility's advisory
boards will develop iethods of obtaining
community support for the off-campus release
program.

7. If, after a reasonable time, a juvenile
continues to successfully participate in an off-
campus release program the Chief Administrator
shall request the juvenile court of placement to
review the juvenile's status and to consider
his/her transfer to non-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 extended if necessary.

a. The juvenile's counselor shall inform the
Chief Administrator of the necessity of an
emexrgency leave.

b. The Chief Administrator shall approve all
emergency leaves.

2. The degree of supervision required shall be
determined by the public risk presented by the
juvenile.

Eﬁf;:ﬂve Date Approved By:




CHAPTER 17

RECEPTION, CLASSIFICATION AND TRANSFERS

COMMENTARY

This chapter encompasses

Ameridican 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: Related Standards:
RECEPTION, CLASSIFICATION, AND ACA: 2-9248, 2-9381 - 2-9384,
Subject: NAC: 4.263

Juvenile Admission Procedures

I. POLICY: An admigsion and orientation process shall ke
conducted immediately following the arrival of a juvenile
to the facility.

II. DEFINITIONS: None.
III. DPROCEDURES:

Initial Screening:

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

2. If the Intake Staff has any questions about
the authorizing document he/she should address
them prior to a&ilowing the transporting officer
to leave. The juvenile should also be screened
for injury, intoxication, and acute illness.
Should the Intake Staff have any doubt about the
physical or mental ccndition of a juvenile,
he/she should call the Medical Staff for
screening prior to accepting. Should no one
from the Medical Staff be available, and the
Intake Staff believes the juvenile needs medical
attention, the Intake Staff shall refuse
admission until he/she is presented with proper
documentation from the transporting officer.

B. Admissions Record: PFor each juvenile brought
to the facility, an admissions record shall be
completed. If a juvenile has had a pricr admission,
the admissions record shculd be updated. This
record includes:
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Stetistical Data:

p.

Name and alias.
Height.

Weight.

Hair color.

Fye color.

Te lephone number.
Date of birth.
Rirthplace.

Age.

Sex.

Race.

school.

Grade.

Person juvenile lives with.

Parents' names, address, home and work
numbers.

2.1 identifying marks, scars, tattoos, etc.

Offense Information: For each admission enter:

a.

Fh

Admission date - date juvenile arrived.
Time ~ time into admissions office.
Number - from admissions log book.
Juvenile Court of Placement.

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

Summary cf cffenges -~ charges indicated on
police recoxrd, petition, court order or
bench warrant.
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g. Discharge date - date juvenile left
facility; either from the admissicns asrea,
secure area, Or non-secure services
placement.

h. Time ~ time of release.
i Release Person/Agency:

(1) 7o whom tre Jjuvenile is released,
i.e., Department of Human Resources,
parents, mother, etc.

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

{3} By whom the juvenile is authorized
release, i.e., policy, juvenile court,
etc.

c. Orientation Process: The Admissions Staff shall
treat the juvenile in a pleasant, courteous way,
explaining each step for the admissions procedure
clearly before beginning:

1. Showering Process: The juvenile shall be
escorted into the showering area; if a male
juvenile, the staff member shall also be mele;
if a female juvenile, the staff shall be female.

a. Ask the juvenile to disrobe. Staff should
lakel and record all personal clothing and
its ccrdition. Explain to the juvenile
that if he/she prefers wearing facility
clothes, his/her personal clothing will be
laundered and neatly stored away, or else
sent home, at the discretion of the
juvenile., During this period the staff
should look for possible disorientation
problems, substance inclusion, cuts cr
marks, tattoos, etc. A record should be
made of any remarkable physical
characteristics noted during this time.
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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:

{1; A Juvenile Handbook.
(2) 2 sghirt or blouse.

(3} A pair of jeans or sherts.

{4) An undershirt or bra.

{(5) A pair of shorts or panties.
{6) Socks or stockings.

(7) Sneakers.

(8) Pajamas.

(9) A robe.

(10) A sweatshirt.

211 of these articles shall be recorded in
juvenile's admission file.

2. Juvenile Abuse or Neglect: During the
admissions process, if abuse or mistreatment
is apparent or suspected, the Chief
Acministrator should be notified immediately
and appropriate actions should be initiated. If
medical treatment appears to be necessary,
treatment will be axranged promptly. (See
Policy 1.13)
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Health Screening: A health and dental screening

shall be conducted on each juvenile within seven ¢ays
of his/her arrival to detect any health problems
needing immediate attenticn as well as to determine
any ongoing healitli/dental care needs to be addressed
in the juvenile's individual plan.

1. Regults of tte hezlth appraisal shall be
provided to the classification team.

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

Records: A case file sghall be established for

each new juvenile which shall include:
1. A case nurber.
2. I.D. photegrapl of the juvenile.

3. A list of approved visitors.

Effective Date Approved By:




Sample Juvenile Training Schools

RECEPTION AND RELEASE LOG

Juvenile's Name poe / /

County of Residence Admission #

Charge(s) Against Juvenile ‘

(cite appropriate legal code number, as well as charge)

FIRST RECEPTION

Date / [/ Weekday Time : am/pm
From Whom

Name Title Agency
Received By Title

FIRST RELEASE
Date / / Weekday Time : am/pm

Released To

Name Titie Signature

Identification Verified By

Driver's License, Agency ID, Etc.

Agency Released By

SECOND RECEPTION

Date / / Weekday Time am/pm
From Whom

Name Title Agency
Received By Title

SECOMD RELEASE

Date / / Weekday Time am/pm

Released To

Name Title Signature

Identification Verified By

Driver's License, Agency ID, Etc.
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ADMISSION SCREEMING INTERVIEW

The staff member who initially admits each juvenile to the facility is responsible for
filling in ALL sections of this form and for signing it. Any parts Jeft 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 [ ] No [ ]

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

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

5. Is the Juvenile an epileptic or a diabetic: Yes [ 1 No [ ]

Medication present: Yes [ 1 Mo [ 1 Nurse notified: Yes { ] No [ ]

6. Have the Juvenile's parents been notified: Yes [ J No [ ] Was the Juvenile offered
two telephone calls: Yes [ 1 Juvenile refused calls [ ] If Juvenile made calls,
list the result:

Called # ( ) Persan to whom spoke

Called # () Person to whom spoke

7. Was Juvenile fed: Yes [ ] No [ ] What:

8. #22 %u;en;lerigformed of orientation process: Yes [ ] No [ ] Given Juvenile Handbook:
Received explanation of rules and sanctions; rewards; visiting process: Yes [ ] No [ ]

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

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

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

12. Does Juvenile have body deformities, trauma markings brw?%fs, c%?ﬁ, jerky movements,
jaundice, skin rashes or exhibit abnormal behavior: Yes No

COMMENTS

Staff Signature Date




COMMENTS
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JUVENILE TRAINING SCHOOLS 17.2 i 4
Chapter: Related Standards:
RECEPTION, CLASSIFICATION, AND ACA: 2~-G385
TRANSFERS
Subject:
Personal Property
I. 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
perscnal property.

II. DEFINITIONS: None.
IIX. PROCEDURES:

A, Authorized Pexrsonal Property: The following
personal property items may be retained by juveniles:

1. Legal documents.

2. Family pictures (not to exceed 10).
3. Prescription eyewear.
4. Dentures.

5. Address book or list of addresses and
correspondence.

6. Value limitation shall prohikit possession of
any article exceeding $25.00; any article
exceeding this l1imit must be approved in writing
by the Chief Administrator.

B. Personal Property Taken at the Time of Admission:

1. The Assigned Supervisor shall ccllect 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 cocllected such as purses,
suitcases, etc. will be tagged and listed on
the juvenile's personal property card, including
a description, and if applicable, the brand
name. Those items stored either in the Assigned
Supervisor's safe or in & storage room will be
so indicated on the property card.

4. The Assigned Supervisor will have the juvenile
sign the personal property card and will
countersign and date the card.

5. The Assigned Supervisor 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 &s guns, bullets, large knives, O

fireworks, etc., must be stored separately and
securely until proper disposition carn be safely
made.

D. Verification and Security of 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 Supervisor 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 gtored.

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

3. When a loss coccurs an investigation shall be
initiated. If personal property is not restored
compensation will be made.
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Personal Property 17.2 Pige 3 of &

Unclaimed Personal Property:

1.

When a juvenile is released without claiming
his/her personal belongings the Assigned
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.

The Cffice Manager will review the card and
notify the juveniles parents by phone and
certified mail to claim the items within four
weeks.

To claim the items, the juvenile or an
authorized representative must sign both the
face sheet and the unclaimed items card
acknewledging 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
Manager will arrange for their disposition
on & case by case basis.

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

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

The disposition of the items will be recorded
becth on the unclaimed items card and the
juvenile's complete folder.

Unclaimed items valued in excess of twenty (ive
dollars will remain the responsibility of the
facility.

a. Clothing in this category will be reloccated
to lorg-term storage and noted on the
unclaimed items card and the juveniles's
c?mplete folder.
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b. Valuables kept in =ealed envelopes wilil
rerain on file in the administrative
office.

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

Eftective Date Approved By:




Sample Juvenile Training Schools

‘ Date:

Time:
Juvenile's Name:
Charge:
Admitting Staff:
PERSONAL BELONGIMGS LIST ---- SUNDRIES

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

Juvenile's Signature:

Witness:

e e e e W e s A W e W e e e mm e S e MR Em M vy e ) e M W W AN MR e P ms e we e TR e YR M am e km W e I e M M W e B v TE ee v e W e o

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

Juvenile's Signature:

Witness:

Date: Time:
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Sample Juvenile Training Schools

PERSONAL PROPERTY SHEET

NAME:

ADMISSION DATE:

RELEASE DATE:

MONEY

PERSONAL PROPERTY

CLOTHING

SIGNATURE OF JUVEMILE AT ADMISSION:

SIGNATURE OF JUVENILE AT RELEASE:
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Sample Policies and Procedures

JUVENILE TRAINING SCHOOLS 17.3 2
Chapter: Related Standards:
RECEPTION, CLASSIFICATION, AND ACA: 2-0384; 2-9386
TRANSFERS

Subject:

Reception and Orientation

I. POLICY: Newly acmitted juveniles shall participate in
a reception and orientation program for no longer than
two weeks before Leing assigned to a regular program in
the facility.

II. DEFINITIONS: As used in this decument, the following
definiticons shall apply:

A. Reception Program: A daily program for newly
admitted juveniles during which information is being
gathered akcut the juvenile which will be used for
classification of that juvenile.

B. Orientation: Tre systematic provision of
infcrmation to a newly admitted juverile regarding
the facility, its program, and expectations of
juveniles.

C. Classification: A system to determine the treat-
ment and security needs of committed juveniles. and
to assign them to programs according to their needs
and the availability of resources.

III. PROCEDUPES:

A, Orientaticn: Newly admitted juvenileg slall be
provided with information about the facility, its
programs, anc¢ the expectations of the juveniles.
This information will ke printed in a handbook which
shall be given to the juvenile. Orientation shell
include:

1. Formal classes.

Z. Written descriptions of and discuscions about
the facility's rules, regulations, programs
and seilvices.

3. Information concerning juvenile rights.
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4.

5.

Opportunity for staff cbservations of juveniles.

Serding of crientation materials to parents.

Reception Program: The facility shall have a

detailed schedule of activities available for

juveniles during the reception pericd which shall

include:

1.

¢S]

Interviews with appropriate staff for the
purpose of explaining the facility and its

programo.

Diagnostic testing for the purpose of
develcoping an appropriate plan for the

juvenile.

Education programming, including optional

reading materials.
Work programming.

Fecreation programming which shall be at the

same time as the general facility population.

Optional attendance at religious services.

Eftective Date

Approved By:
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SAMPLE DOCUMENTATION OF ORIENTATION

Student Name TYC#

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 will 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 correctly., You may want to circle the answer
you believe to be correct as you listen to staff.

1, I have the right to file 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, 1 can carry as much money as I want to. T F

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

6. [ can be admitted to security if I F
completely disrupt programs and activities,

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

8., 1 can fight any other student who bothers me. T F

9, I 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 reclassified 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, 1 am expected to follow the dress code. T F

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

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

17, 1 am expected to obey staff instructions, T F

18, 1 am expected to use the social skills. T F

19, I cannot appeal my placement here. T F

20, I am expected to complete my IPP goals. T F




SAMPLE ORIENTATION SCHEDULE

TIME MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
8:15-9:10 Outline of 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 - 11:55 Tour of Campus Clean Place Responding to Own/ MSW, Security Superintendent,
Clean Self Others Program Assisfant
Feeling Content Superintendent
11:55-1:15 Lunch Lunch Lunch Lunch Lunch
1:15 - 2:10 IPO Chaplain Principal Recreation Volunteer Coor-
Furlough Supervisor dinator, Work
Program,
Grievance/Appeal
Program
2:10 - 3:05 Business Office Nurse Psychologist Skills Review

Monies/Trust Fund
Support Scrvices

Orientation
Quiz
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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
Heip/Hurt

Decide to Stay/Go

Decide What to
Achieve

Quiz

HTIWVS
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JUVENILE TRAINING SCHOOLS 17.4 3
Chapter: Helated Standards:
RECEPTION, CLASSIFICATION, AND ACA: 2-9383, 2-9387 -~ 2~9393
TRANSFERS
Subject:
Classification
T. POILICY: The facility shall have a written plan for

classifying juveniles.

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

A. Classification: A system to determine the
security, treatment, and programming necds of
juveniles and their assignments to housing units and
programs.

. Classification Team: Responsible for preparing a
comprehensive assessment repcort. The classification
team shall be composed of a ccunselcr, a juvenile
careworker, educational staff, medicel staff, and a
psychologist.

ITII. PROCEDURES:

A. Newly admitted juveniles shall be evaluated by using
information from the court of placement and
information gathered from the facility's
classification team.

1. The facility shall receive pertinent information
from the community worker.

2. The facility’'s classification team shall
supplement. information provided from the
community by using:

a. Disgnostic tests,

b. Behavioral observations.

C. Interviews.
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Admissicn kercrt: The classification team shall

compile informaticr into an admission report whiich
shall include:

1. Legal informaticn.

2. Social history.

3. Medical, dental, and mental health histories.
4, Vocational interest and experience.

5. Educational status.

€. Religious background and interests.

7. Psychclogical evaluations.
e. Recreational preferences and needs
assessment.

S. Level of security recommended.

10. Special treatment needs.

11. Other staff reports and recomnméerdations.

Assignments: The recommendations of the

classification team shall deterxmine the program
assignments and type of Pcusing necessary for the
Jjuvenile.

i. Each juvenile shall be assigred tc a daily
schedule which shall ke designed to help the
juvenile meet the ohijectives outlined in his/her
individual plan.

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

3. Each juvenile shall ke assiared to a living unit
which shall be most likely to meet his/her
nceds.,

4. The ccunselor assigned to that living unit shall
be responsible for coordinating the individual
plans of the juveniles assigned to him/her.
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™. Special Needs Assiognments:

1. The classification team shall document the
number, type, and freguency of commitment of
juveniles exhibiting special needs. For
example, perscns whc are:

a. Emotionally disturbed.
b. Mentally retarded.

c. Exhibiting symptems of mental
illness.

T When there are sufficient numbers of special
needs juveniles, special programs shall be
developed to provide appropriate treatment.

E. The classification team shall review each juvenile's
progress in meeting the objectives of his/her
jindividual plan at least wmonthly.

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

2. The juvenile shall be included ir discussions
of possible treatment and program changes.

3. The juvenile's counselor shall discuss the
juvenile's irdividual plan with him/her and
both will sign the written plan. Copies of the
mnlan shall be:

8. Sent to the court of placement.
k. Flaced in the juvenile's master file.

c. Given to staff responsible for implementing
the program.

4. If the Juvenile is dissatisfied with his/her
program assignment or reassignment- he/she shall
be informed of his/her right to appeal this
decision through the grievance prccess (See
Chapter 13).

Eftective Date Approved By:
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JUVENILE TRAINING SCHOOLS 17.5 3
Chaplers Related Standards:
RECEPTION, CLASSIFICATION, AND ACA: 2-9394 — 2-9397
TRANSFERS
Subject: NAC: 4.71: 4.73
Transfers ABA: /-7
I. POLICY: Transfers ketween secure residential prcgrams

of similar and dissimilar security levels will be allowed
by the perent agency provided due process rights cf
juveniles are safeguarded. Flacement shall be made to
the least restrictive setting.

II. DEPTNITIONS: As used in this document, the fellowing
definition shall apply:

Secure Unit: A living uvrit which provides services
within a more restrictive setting than regular living

units in the facility.

IXI. PROCEDURES:

A, Transfer Between Secnre Facilities: The decision
to transfcr a juvenile between secure residential
facilities shall be made after he/she has been re-
evaiuveted ky the classification team and
recommendation for such a transfer has been made.

R, Transfers to Less Secure Sites: The same process
as is outlined above is necessary for the transfer of
a juvenile from a secure to 3 less secure facility.

C. Transfers from lLess Secure to More Secure Units
within the Facility:
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Transfers « 17.5 Puge

L.

N
.

Consideration for transfers from less secure to
more secure units may occur only when the
juvenile:

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

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

c. Will receive sexvices in the more secure
setting which will ocutweigh the effects of
a more restrictive environment.

Hearing: Before a juvenile may be placed in

a more secure unit a hearing conducted by an
impartial hesring officer may be held. In this
hearing informal xrules of evidence shall apply.
A record of hearing shall be prepared. The
duvenile shall:

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

. Re provided representation by the staff
members of his/her choice.

o Have the right to present evidence and
call witnesses.

d. Be present durirag the hearing unless the
hearing officer determines that it would
he detrimental to the juvendile to hear
specific testimony.

e. Be provided & written notice of the final
decision.

Medical and Mental Health Transfers:

1.

A1l non-emergency medical (hospitalization)
ard mental health transfers shall occur in
accordance with the provisions of state
executive laws and mental hygiene laws.
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2. Emergency transfers for either medical and
mental health reascns shall he in acccordance
with the policies already set forth in this
manual. The Chief Administrator shall notify
the court of placement ard the juvenile's
parents or guardians as soon as possible after
the juvenile leaves the facility, but in no case
should notificatjon of this transfer occur later
than the next business day.

E. Administrative Transfers:

1 Initial Classification: A juvenile may be
transferred as part of the initial
classification process.

2. Crowding: A juvenile may be transferred with
the approval of the Chief Administrator to
relieve crowding ir the facility.

F. Transfers to Adult Correctional Agencies: Transfer
of juveniles to adult correcticnal facilities shall
be in accordance with state statute.

C. Neotification of Transfers: The court of placement
and the juvenile's parents or guardians shall be
notified within 24 hours after a transfer occurs.

Eltective Date Approved By:




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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Sample Policies and Procedures
JUVENILE TRAINING SCHOOLS 18.1 4

Chapier: Related Standards:

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 individual 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 cbligations to the juvenile have been met
prior to release.

IT. DEFINITIONS: None.
IITI. PROCEDURES:
A. Release Preparation: When the juvenile is admitted
to the facility a release plan shall be developed

which should encompass the juvenile's individual
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, fcr 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 legally eligible for release
consjideration or upon completion of prescribed
programs.

2. The releasing authocrity has available, in
writing:

a. The juvenile's prior history.
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bh. 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 juvenile's medical history.
3. Changes in Release Date:
a. Early Release: The juvenile 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 mutvally 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 completed by the juvenile's counselor and
aftercare worker prior to the juvenile's departure
from the faciiity:

1. Verification of identity.
2. Verification of release papers.
3. Completion of release arrangements, including

the person or agency to whom the youth is to be
released; return of personal effects.
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4, Completion ¢i any pending actions, such as
grievances or claims for damaged or lcst
possessions.
C. Specific Release Procedures:

1. Juveniles whe are nearing their release date
shall be allowed special telephone, visitation,
and leave privileges to establish future plans
for education, employment, and/or living
arrangements.

2. If the juvenile is being released tc thre
family, the person accepting the juvenile nust
be identified by appreopriate identification
(picture I.D.). A custody acceptance form must
ke sioned by the individual accepting the
juvenile.

3. If the relezse is to an agency, agency personnel
must show both appropriate identification and
verification of autheority to receive the
juvenile.  He/she must sign a custody
acceptance form.

4, In either event, persons entering the facility
to pick up a juvenile shall sign in the visitors
log the date,; time and purpose cof their visit,
ard shall sign a custody acceptance form.
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m
.

Tf the release is not t¢ the rarent(s) or
guardian{s), such ircdividual(s) shall Le
notified by telephone as soon after the release
as is possible, that the juvenile hes left the
facility.

6. During the dressing out process, the releasing
juvenile careworker shall ensure that no
fecility property is in the juvenile’s
possessior, erd that the inventory of juvenile's
personal property is signed indicating he/she
has received all possessions. The twe juvenile
signatures shall be compared to verify the
juvenile's identity.

Eftective Date Approved By:




PRE-RELEASE SCHEDULE

TIME MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY

8:00 - 12:00 Academic class or noon oo "o w oo
Work Program

12:00 - 1:00 Lunch v ou n n w ow W

1:10 - 2:05 p.m.

Group Topic

Orientation to Parole
| evels

How to contact your
P.0O. {(name, phone
number, transporta-
tion to).

Going to school or get
a job. Where to en-
roll. Finding a job.

Are police more aware
of me now? Can
drinking/drug use
make a difference?

What to do after worl
l_eisure resources

at home or additional
relevent topic
discussion.

Discussion Leader

PO

Dormitory Director

Principal/designee

Local police or MSW

Recreation Super.
or Disc. Leader

2:10 - 3:05
Group Topic

Avoiding Revoca-
cation, Repeat
Offender Policy

You can't call
Group! Using
social skills with
peers and parents.

What if | need medi-
cal services? Re-
sources at home.

Dealing with sepo-
ration anxieties.

What to do after
school or work?
Leisure resources at
home.

Disscussion Leader

Asst. Super.

Dormitory Director

Nurse 1H

Psychologist

Recreation Supervisor
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RELEASE FORM

NAME : DATE : TIME:

The persaon 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 Policy Request of
Nonsecure.
Parole date given, if appropriate.

4. Property returned.

A. Property sheet pulled and placed in
Central file.

Check written for any monies owed,
Cost, clothes, property bag returned.
List of items not Tocated

oGO w

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 Date

With Whom T1me

Name Reason . Signature Out Return
Title

SPECIAL INCIDENT REPORT




CHAPTER 19

CITIZEN INVOLVEMENT & VOLUNTEERS
COMMENTARY

This chapter encompasses

American 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: Realated Standards:
CITIZEN INVOLVEMENT & VOLUNTEERS ACA: 2-9412 - 2-9420
Subject: NAC: l.41, 1.42
Volunteers ABA: 3.6
I. POLICY: This facility shall secure citizen involvement

where feasible, to enhance and expand the services and
programs offered to the juveniles. The use of volunteers
permits increased personal contact for the juvenile,
broadens community resources for the facility, increases
rFublic awareness of the juvenile corrections system and
develops management skills among staff.

IT. DEFINITIONS: © As used in this document, the fcllowing
definition shall apply:

Volunteer: Any person who, of his/her own free will,
provides goods or services to the facility with no
menetary 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.

ITT. PROCEDURES:

A, Recruitment and Screening: A screening ard
selection of volunteers shall ke ccnducted by the
Chief Administrator and Assistant Administrator for
DProgram Cperations, encouraging recruitment from all
cultural and socio-econcmic segments of the
community.

1. Recruiting:

a. Recruiting of volunteers is a staff
responsibility under the supervision of the
Chief Administrator.

L. Recruiting efforts shall include civic
organizations, appropriate education
institutions and individuals.
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2.  Eligibility:

3.

ER Any person of good character, at least
eighteen years of age and sufficiently
mature to handle the responsibilities
invclved is eligible to become a
volunteer.

b. Ex~offenders may be accepted as
volunteers, subject to approval by the
Chief Administratcer.

c. Relatives of a juvenile may not serve ag a
volunteer with the juvenile to whom they
are related or in the facility where that
juvenile is detainred.

Application: Prospective volunteers shall
Eaﬁplete an application for volunteer service.
The Assistert Administrator of Program
Operations shall then interview the

applicant to determine whether he/she will meet
the needs a&nd where the prospect's talent can
be used. Volunteers shall provide professional
services only when certified or licensed to do
so. Focllowing the interview, appropriate nctes
and/or recommendations shall be made and
forwarded to the Chief Administrator of the
facility. Veolunteers shall agree in writing to
abide by all facility policies, particularly
those relating to screening and confidentiality
of information. If rejected, an applicant chall
be informed of the reasons.

Training and Orientation: Prior to assignments

each volunteer completes an orientation appropriate
to the nature of his/her assignment.

1.

Approved citizer vclunteers shall be briefed by
the Assisgtant Administrator for Program
Operations of all rules and procedures important
to their effective functioning. Juveniles shall
receive orientation designed to help them
understand the rcle of volunteers, the limits of
volunteers' authcrity, and the mutual
responsibilities of the juvenile and volunteer
befcre a working relationship is initiated.
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Volunteer - {
VOLUNTEERS otunteers °

2. All volunteers are expected to comply with
facility rules and policy. The security of
the facility and the safety of the juveniles,
public and staff are the first priorities for
all persons working in the facility. Staff
always shall be courtecus 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 shall ke 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. Tutoring.

£. Staff assistance.

g. Switchboard.

h. Religious activities.
i. Legal aid.

J. Consultation.

k. Group counseling.

1. Visiting.

m. Academic teachirg.

n. Pre-release training.

o. Iibrary assistance.




1.

Volunteer identification card pictures shall be
taken on a pre-arranged date.

Volunteer identification passes automatically
expire in one year. The Assistant Administrator
shall check expiration dates and make
arrangements for renewal if indicated.

Identification cards on all volunteers should be
maintaired in personnel files.
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- Clerical work.

q. Speekers bureau.

r. Individual sponscrship.

S. Crafts training.

t. Advisory conmmittee.

2. Volunteer Code of Ethics: The volunteer:

a. Keeps ccrnfidential matters that are
confidential.

h. Interprets "volunteer" to mean that he,/che
has agreed to work without compensation in
money, but having been accepted as a
volunteer worker, expects to work according
to the same standards as permanent staff.

C. Maintains an attitude of open-mindedness;
je willing to be trained.

d. Complements work of staff and assists in
developing good teamwork.

&. Maintains professional attitude toward
volunteer work; accepts obligation to the
work, to those who direct it, to
colleagues, to thosé for whom it is done,
and to the public.

£. Accepts differences in pecople in terms of
cultural or economic¢ background, race,
religion and values.

D. Volunteer Identification and Control:
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4, When deemed necessary to the security of the
facility, any individuals may be requested
to submit to a search.

E. Discovery of contraband shall result in
deteining the person having such contraband in
his/her possession.  Supervisory staff shall be
notified as well as the local police department.

6. The facility administration has both the
authority and responsibility to deny access
to the facility to any person whose presence is
believed to jeopardize the order, security or
safety of the facility, access to the facility.
The responsible person taking such action shall
suthmit a written report of circumstances to the
Chief Administrator.
The Chief Administrator shall affirm or rescind
the action and determine conditions of
reinstatement.

E. Supervision and Evaluation of Velunteers:

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 well as assist
in evaluéting programs with which they are
involved.

2. Any steff 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 in
what areas, if any, the volunteer may make

personal and final decisions.

d. Provide thoughtful, effective training.

e. Recognize and demonstrate appreciation of
progress in the volunteer.
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L. Respect the volunteer's honest opinion and
accept constructive suggestions.

g. Offer confidential informaticn with 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 Manager.

J. Meet with volunteers on a regular basis.

k. Complete and submit volunteer evalvation
forms.

F. Termination of Volunteers: Administration

curtails, postpones or discontinues the services of a
volunteer or volunteer organization when substantial
reasons for doing so exist. Any of the following
reasons may warrant this action:

1. Breach of confidentiality.

2. Ur.lawful conduct or breach 'of facility rules and
reculations.

3. Physical or emotional illness.

a4, Inability to cocperate with the staff.

5. Activities which threaten the order or
security of the facility or the safety of the
volunteer.
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Erratic, unreliable attendance.

Unsatisfactoxry service.

Eftective Date

Approved By:




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 from
(days)
to .
(time) T T {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 volunteer) (date)

(Director's signature) (date)

*U. S. Government Printing Office 1988: 202-052/84701





