
• 

Guidelines for the Development 
of Policies and Procedures 

Jurv<enile Training Schools 

April 1987 NCJRS 

MAY ?,~~ 1988 

AMERICAN CORRECTIONAL ASSOC~Atl~U~5iTlaNS 

This project was supportea by a cooperative agreement 85-
JA-CX-0002 awarded by the Office of Juvenile Justice and 
Delinquency Prevention, United States Department of Justice. 
Points of view or opinions stated in this publication are those 
of the American Correctional Association and do not neces
sarily represent the official position of the United States 
Department of Justice. 

U.S. Department of Justice 
National Institute of Justice 

109976 

This document has been reproduced exactly as received from the 
person or organization originating it. Points of view or opinions stated 
in this document are those of the authors and do not necessarily 
represent the official position or policies of the National Institute of 
Justice. 

Permission to reproduce this cOJ:lllIli<-~d material has been 
granted by 

.-E:ubU c Dornain/O,I,IDP 
U.S. Department of Justice 

to the National Criminal Justice Reference Service (NCJRS). 

Further reproduction outside of the NCJRS system requires permis
sion of the ~~ owner. 

If you have issues viewing or accessing this file contact us at NCJRS.gov.



--- --------------------------~ 

• AMERICAN CORRECTIONAL ASSOCIA1l0N 

Su Cunningham 
President 

Anthony P. Travisono 
Executive Director 

AMERICAN CORRECflONAL ASSOCIATION 
4321 Hartwick Road, Suite L208 

College Park, Maryland 20740 

Office of Juvenile Justice and Delinquency Prevention 

Verne L. Speirs 
Administrator 

The Assistant Attorney General, Office of Justice Programs, 
coordinates the activities of the following program Offices 
and Bureaus: the Bureau of Justice Statistics, National 
Institute ofJustice, Bureau ofJustice Assistance, Office of 
Juvenile Justice and Delinquency Prevention, and the Office 
for Victims of Crime. 



-------------------~- -- - --- --- ---~ --

AMERICAN CORRECTIONAL ASSOCIATION 

stafr 

William 1. Thylor, Director 
Rosalie Rosetti, Senior ManagerlTraining & Special Projects 

Bradette A Jepsen, Juvenile Program Specialist 
Susan K. Alexander, Staff Assistant 

Resource Agencies 

Division of Youth Services, Arkansas Department of Human Services, Arkansas 

Division of Youth Services, Department of Youth Authority, California 

Division of Children's Services, Ministry of Community and Social Services, Ontario, Omada 

Division of Youth, Social Services, Saskatchewan, Canada 

Division of Youth Services, Department of Institutions, Colorado 

Division of Youth Servic.es, Georgia Department of Human Resources, Georgia 

Department of Health and Welfare, Idaho 

Department of Corrections, Juvenile Division, illinois 

Division of Youth Services, Department of Social and Rehabilitation Services, Kansas 

Division of Children's Residential Services, Department of Social Services, Kentucky 

Juvenile Services Administration, Maryland 

Division of Residential Care, Department of Social Services, Michigan 

Department of Youth Services, Mississippi 

Division of Children and Youth Services, Department of Health and Human Services, New Hampshire 

Division for Youth, New York Executive Department, Nev.' York 

Department of Youth Services, Treatment Operations Services, Ohio 

Division of Children and Youth Services, Department of Human Services, Oklahoma 

Children's Services Division, Department of Human Resources, Oregon 

Division of Youth, Texas Youth Commission, Texas 

Division of Juvenile Rehabilitation, Department of Social and Health Services, Washington 



AMERICAN CORRECTIONAL ASSOCIATION 

Anthony P. 'llavisono 
Executive Director 

Edward 1. McMillan, CPA 
Director, Finance 

Administrative Staff 

William J. Thylor 
Director, Membership, 

Training/Contracts 

Patricia Millard 
Director, Communications/Publications 

Marge L. Restivo 
Director, Conventions/Advertising 

Vicki L. Agee, Colorado 
Donna R. Bergen, Florida 
Lee Roy Black, California 
Don E. Blanchard, Utah 
Allen E Breed, California 
John W. Byrd, Texas 
Bennett J. Cooper, Ohio 
Lind D'Amario-Rossi, Texas 
Earl L. Dunlap, Kentucky 

James R. Irving, Illinois 
Glenda Montgomery, Illinois 
Jewel Goddard, Oregon 
Ron Jackson, Texas 

Executive Committee 

Su Cunningham, President 
Samuel Sublett, Jr., President-Elect 
Terrell Don Hutto, Past President 

Helen G. Carrothers, Vice President 
William Ciums, Jr., Treasurer 

Anthony P. Travisono, Executive Director 

Board of Governors 

Ana 1. Gispert, Florida 
James A Gondles, Jr., Virginia 
Jerry D. Hill, California 
JoAnn Longo Nelson, Washington 
James P. O'Sullivan, Canada 
Vergil M. Pinckney, Michigan 
Donald W. Taylor, Texas 
Anthony "Ken" Umina, New York 
Robert 1. Watson, Oregon 
Bmce 1. Wolford, Kentucky 

ADVISORY BOARD COMMITTEE 

Lloyd W. Mixdorf, New Mexico 
James M. Dean, Maryland 
James W. Hoy, Iowa 

John J. Sheridan, New Hampshire 
Marjorie H. Young, Georgia 

Orlando L. Martinez, Colorado 
Doyle Wood, Tennessee 
KaPen Shumaker, West Virginia 
C. A Terhune, California 

Office of Juvenile Justice and Delinquency Prevention Stafr 

James E. Gould Paul E. Steiner 

.' 



TABLE OF CONTENTS 

PREPACE 1 

IUTRODUCTION 2 

A GUIDE TO DEVELOPING A POLICY AND PROCEDURES MANUAL 6 

USER'[; KEY 2/' 

SA~PLE POLICIES AND PROCEDURES FOR JUVENILE DETENTION FACILITIES 

CBl\.PTEF 1 

ADMINISTRATION, ORGANIZATION AND MANAGEMENT 

1.2 

1.3 

1.4 

1.5 

1.6 

l.7 

1. 8. 

1.9 

1.10 

1.11 

1.12 

Establishing the Facility a~0 D01ineating 
its Mission 

Coordination with Community Agencies and 
Educational Institutions 

Establishment af Facility Director and 
Defining Criteria for Selection 

Organizational Staffing Chart 

Communications 

Establishment and Maintenar.ce 'of Manuals 

Referral, Screening and ~lacement of Juveniles 

Facility Program and Review 

Legal Assistance for Director and Staff 

Relationships with Public, Media and Other Agencies 

Sup~rvisjon of Service Providers ~nd Visitors 

Monitoring and Reporting ~buse and Neglect 



CHAPTER 2 

FISCAL MANAGEMENT 

2.1 

2.2 

2.3 

2.4 

2.5 

2.6 

2.7 

2.8 

2.9 

2.10 

CHAPTER 3 

PERSONNEL 

J.l 

., " 
.. '. L.. 

?3 

3.4 

3.5 

3.6 

3.7 

3.8 

3.9 

Fiscal Responsibility and Budgeting 

Accounting ~or Appropriations and Expenditures 
of Funds 

Juvenile Fund Accounts 

Juvenile Bene~it Fund 

Internal Control and Monitoring of Accounting Procedures 

Inventory Control 

Procurement 

position Control and Procurement of Community Program 
Services 

Insurance Coverage 

Juvenile Canteen Accounts and Audits of the Account 

Personnel Selection, Retention, and Promotion 

A~firmative Action 

Performance Evaluation of Probationary Staff, and Annual 
Perf0rmance Ratings for all Staff 

Staff Pay Comparability and Expense Reimbursement 

Staff-Supervisors Relations and Grievances 

Establishment and Review of the Personnel Manual 

Code of Ethics 

RegulFr Peview of Staffing Requirements 

Personnel Records 



CHAPTER 4 

TRAINING AND STAFF DEVELOPMENT 

4.1 Training and Training criteria 

CHAPTER 5 

ADMINISTRATIVE INFORMATION AND RESEARCH 

5.1 Administrative Information Systems 

CHAPTER 6 

RECORDS 

6.1 Record Requirements 

6.2 Case Record Maintenance 

6.3 Master Index and Daily Population Movement Report 

CHAPTF.:!=1 7 

PHYSICAL PLANT 

7.1 Requirements for Facility Service Areas 

7.2 Preventive Maintenance Program 

7. 3 Independent Audits of Conditions of Environmental Health 

7.4 New Facility Planning and Remodeling 

CE1,PTF.R 8 

SAFETY AND EMERGENCY PROCEDURES 

8.1 

8.2 

8.3 

Control and Use of Flammable, Toxic and Caustic 
Materials 

Safety Program and Evacuation Plans lor. \" .re and Bomb 
Threats 

Fire Prevention Procedures and Fire Drills 



CHl\PTER 9 

SECURITY AND CONTROL 

9.1 

9.2 

9.3 

9.4 

9.5 

9.6 

9.7 

9.8 

9.9 

9.10 

9.11 

9.12 

9.13 

9.J.4 

9.1:; 

CHAPTER 10 

Control Center 

Perimeter Security 

Juvenile Supervision and Management 

Post Orders 

Count .Principles and Procedures 

Transfers and Transportation of Juveniles Outside 
the Facility 

Fnc~lity Inspections, Use of Permanent Logs 

Searches of Juveniles and Various Locations 

Key Control 

TooJ. Control 

Use of Official Vehicles 

Control of Firearms and Other Security Equipment 

Use of Force 

Facility Emergency Plan 

Rjgh Security Juvenile Units 

FOOD SERVICE 

10.1 Nutritional Adequacy of Diet for Juveniles 

10.2 Menu Planning and Meal Service 

10.3 Safety and Sanitation for Food Service Standards 



CHAPTER 11 

SANITATION AND HYGIENE 

11.1 

11. 2 

11. 3 

11. 4 

CHAPTETI 12 

Housekeeping and Inspection of Sanitation Practi~es 

Waste Disposal and Pest Control 

Bathing and Hair Care Facilities for Juveniles 

Medical Program Administration 

~EDICAL AND HEALTH CARE SERV:CES 

12.1 

1.7.2 

12. J 

12.4 

12.5 

12.6 

J'2.7 

12.E> 

12.9 

l~.lO 

1.7.J1 

12.12 

CHAP'l'ER 13 

Medical Program Administration 

Hospital Facilities and Equipment 

Physical Examinations 

Mental Health Care Program 

Emergency Dental Care 

Sick Cc.1l 

Special Health Car~ Program 

Prohibitioll of Ivledical Experimentation 

Informed Consent 

Notification of Illness or Death 

Use of Pharmaceutical Products 

Medical Records 

JUVENILE FIGHTS 

13.1 

13.2 

13.3 

13.4 

Legal Rights of Juveniles 

Environmental and Programmatic Rights of Juveniles 

Juv~nile Access to the News Media 

Juvenile Grievance Procedure/Juvenile Advocacy/Ombudsperson 



CHAPTER 14 

RULES AND DISCIPLINE 

14.1 

14.2 

14.3 

CHAPTER 15 

Rules and Discipline 

Minor Violation Resolutions 

Disciplinary Procedures for Major Rule Violations and 
Adjustment Committee 

COMMUNICATION: MAIL, VISITING AND TELEPHONE 

15.1 Juvenile Correspondence 

15.2 Access to Telephone and Telegraph 

15.3 Juvenile Visiting 

CHAPTER 16 

PROGRAMS 

16.1 Individualized Programs 

16.2 Juvenile Education Program 

16.3 vocational Services 

16.4 ~ecreation 

16.5 Counseling 

16.6 Library 

16.7 'Religious Programming 

16.8 Day Leave 



CHAPTER 17 

RECEPTION, CLASSIFICATION, AND TRANSF=RS 

17.1 

17.2 

17.3 

17.4 

17.5 

CHAPTER 18 

RELEASE 

18.1 

CHAPTER 19 

Juvenile Adnission Procedures 

Personal Property 

Reception and Orientation 

Classification 

Transfers 

Release Preparation and Release 

CITIZ~N INVOIVEMENT AND VOLUNTEERS 

19.1 Volunteers 



PREFACE 

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

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

The development and publication of the Guidelines were 
supported by cooperative agreement #85-JA-CX-002 awarded by The 
Office of Juvenile Justice and Delinquency prevention (OJJDP), U.S. 
Department of Justice. Paul Steiner, OJJDP, was especiallY helpful 
in completing the project. Ack~owledgment is extended to those on 
the Advisory Committee who constructively reviewed the original 
draft. 

Requests for additional information should be directed to: 
Bradette A. Jepsen, Juvenile Program Specialist, American 
Correctional Association, 4321 Hartwick Road; College park, Maryland 
20740. 

Anthony P. Travisono 
Executive Director 
American Correctional Association 
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INTRODUCTION 

A small portion of the juvenile corrections population requires 
the services and programs found in secure residential facilities. To 
provide these jmrerd les with supervision and program acti vi ties which 
allow for individual growth and de\~~lopment, while recognizing the 
need for public safety, the juvenile training school must have and 
operate under policies and procedures based on sound standards. 

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

In format, these policies and procedures reflect the 
organization of the standards for Juvenile ~raining Schools 
developed hy the ~~erican Correctional Association (ACA); in content, 
they reflect the standards of the National Advisory Corurnittee for 
Juvenile Justice anc Velinquency Prevention, the standards of the 
American Correctional Association and the etandards of the American 
Bar Association (Architecture and Corrections Administration). We 
suggest that facilities presently writing and/or expanding their own 
policies and procedures UE'e a similar approach to format and content 
construction. (See Guide to Developing a Policy and Procedure 
Manual) • 

In addition to the reference cited, the ACA staff gathered and 
carefully reviewec'l e:.dsting information regarding juvenile training 
school agencies. At various stages of developing these guidelines, 
we asked our ac'l1r icory board, composed of recognized authorities in 
the juvenile corrections rield, to review drafts and to make 
suggestions for improvement. or change. Guidelines for the 
Developme~~ of Policies and Procedures -- Juve~ile Training Schools 
is intenee0 to be a. companion to ACA's Standards for Juvenile 
Training SchoelE. 
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Definitions 

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

/Policy/ answers the questions "why" and "what." A policy 
states the facility's philosophy and therefore determines its present 
and future decisions. It is a 0efinitive statement of the facility's 
position on an issue of concern to the a&rdl"istration or to the 
operation of the facility. 

/Procedure/ answers t:he questions "how." A procedure is a 
detailed, step-by-step description of the sequence of activities 
necessary for nchieving a specific policy. 

Structure of The Guidelines Manual 

This pUblication contains three sections: 1) a. Gui.de to 
Developing a Policy and Procedures Manual; 2) the "User's Key," arc 
~) sample policies and procedures. 

'I'he "Guide" is meant to be an aid to staff members responsib.le 
for developing or uI'cating/upgrading a comprehensive policy and 
procedures manual. Tbis "Guide" should be vim'led ?E" a set of 
suqsrestions - in terms of processes, writing style and format - based 
on the practical experience of many agencies, facilities cmc" 
individuals. Each facility is encouraged to u~e it. 

The "User's Key" is a detaiJed explanation of policy f,:nrnat. 
Additional sample heading blocks are also included. 

The sample policies and procedures section make up the major 
portion of this publication and the standards that have been 
addressed are referenced on the first page of each policy. 
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Since no one single set of sample training schoo] policies can 
relate dirE'ctly to Elli sizes and types of training schools, program 
staff created a "sample" facility and wrote specific pclides and 
procedures geared to apply to that facility. These policies address 
a 100 bed facility. Facili ties la:r:ger or smaller than 100 mc::y edapt 
·U-.E:cse guidelines by making appropriate adjustments to reflect their 
j rC' j vidua I capacity. All of the sample documents, therefore, arE' 
applicable 1.0 a facility based on these assurrptionr.. 

1. A training school housjng 100 juveniles. 

2. P. fElci.lity with an adequate staffing pattc:r.n, that is: 

a) all positions required by the facility are filled and 

b) a sUff1cient numher of careworkers are pre~er:t at all 
times ensuring that juverd les are never left 
unsupenrised. 

3. A facility with available· SEparate sets of comprehensive manuals 
providing detail eo j n f't-ructiol1s . :for operating most facili ty 
F;f'ctions, i.e., accounting, procurement, food services, safety, 

. personnel, ,seC;Ul·i ty, etc. 

The title~ used ir. tb:. ~?l11pJ es were selected after revie\-,ing 
nany policy and procedure manuals f:ren: v2:tious juvenile trai;-ling 
sc..:hools. In these samples, the Parp..nt P.gency is the controlling body 
of the facility, responsible for financing and coordinating the Chief 
l~c1r'iirdstrator is responsible ror thE' crganization and day to day 
management. P. ,siI'1i.lar approach was used to develop a "typical" 
organizational cha:tt (See 1.5). Sample forms (and ir, ~('·rr.e jnstances, 
sevE'rC'_1.. vuriat iUllS of the same form) have been attached to the 
pclicies as guides to the types of forms required for local USE. 



Ccnclusion 

As a management tool, a policy and procedure n:ar:ua] gives 
c'li.n:!ction to staff and promotes efficiency and consistency of 
C'll'E'rations wi thin the frame\.,crk of over all facility philosophy. 

Publications used in developing these GuideJines: 

o American CorrectionaJ Association, .Standards for Juvenile 
Trair.ing Schools (College Park, Maryland, 1983). 

o U.S. Dept. of Justice, Office of Juvenile Justice and 
Delinquency Prevention, Standards for the Administration 
of Juvenile Justice, Report oT the National Advisory 
Committee for Juvenile Justice and Delinquency Prevention 
(Washington, D.C.: U.S. Government Printing Office, 1980). 

o Institute of Judicial Administration, American Bar 
Association, Juvenile Justjce Stcmdards, Standards Relating 
to ~rchitectun> of Facili_ties (Cambridge, 1'i!assachusetts: 
Ballinger Publishing Co., 1980). 

o Institute of Judicia'] Arlministration, lI..rnerican Bar 
Association, Juvenile Justjce Etnndards, Standards Relating 
to Corr..ect:i.ons l\.dministration (Cambridge ( Massachusetts: 
Ballinger Publishing Co., 1980). 

o National Fire Protection Association, Fire Codes, 470 
Atlantic Avenue, BostC'ln, Massachusetts 02210. 
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A GUIDE '!'O DEVELOPING A POLICY 

AND 

PROCEDr:HES MANl\lTAL 

I. INTRODUCTION 

This resource manual has been prepared to guiee training schools 
in developing thejr m-m comprehensive policy and procedures manuals. 
This guide tdll address the pertinent quest ions: who, \I~hat ~ why, 
i'lhcn, where and how. 

WHAT is a Policy and Procedures Manual: 

a A management tool directing staff behavior by communicating the 
£aciHty's ,tlhilosophy and work plan. 

o An aid in promoting consistency, efficiency and professionalism 
in staff performance by standardizing f~0jlity responsibilities. 

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

o A mechanism for transferring authority and rE:EpoNdbiIi ty for 
accomplishing facility goals and objectives to the staff. 

o A foundation for comprehensive st.aff training and development 
progra.ms. 

o A form for documenting facility defense against 
juvenile-initiated court action. (In fact, the courts have 
ruled that the absence of written policies and procedures is -
as a point of law - "gross peqligence and shifts the burden of 
proof •.. " to the facility administrator.) 

o A prerequisite to achis'd.ng accreditation status by the 
Comraission on Accreditation for Corrections. 

Developing a policy and procedures manual is not a matteJ:: of 
simply writing down what the facility does and hew it does it. 
Rather, jt is a systematic process of self-evaluation, research and 
analysis and presenting that information in a style and fo:nna,t which 
encourages its use. Initially, developing a useful manual may 
require three to six months to accomplish and may involve every 
functional facility section and every facet of it.s operation. 
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Because of the diversity which exists among juvenile training 
schools, developing a resource manual that. is universally applicable 
would be impossible. The infomation contained in this manual, 
therefore, should be considere0 general guidelines for policy and 
procedure development rather than hard and fast rules. Each facility 
is encouraged to use OT'Jy that information which is relevant and 
implementable. 

II. DEFINITIONS 

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

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

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

Policies and procedures may apply to: 

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

o mrE FUNCTIONAL SECTION OF THE 'FACILITYI - Example: A policy and 
procedure(s) about the methods used by Food Service staff in 
preparir!g mea] s for juveniles pertains only to the Food 
Service sectiOlJ. 

(J TWO OR MORF FUNCTIONAL SECTIONS OF ~PHE FACILITY - Example: A 
policy and procedure(s) about the transportation of 
juveniles to activities conducted by tre Program 
section may affect both Management Services and Program 
Opf1rations. 

7 



• 

o THE FACILITY OR ONE OR MORE OF ITS FUNCTIONAL SECTIONS AND 
EXTERNAL AGENCIES OR ORGANIZATIONS - Example: A policy and 

procedure(s) about providing educational programs for 
juveniles by the local school district may affect both the 
Program and Management sections of the facility and the 
local school district, an external organization. 

III. ST/l.FF INVOLVEMENT IN DEVEIJOPING POLICIES AND PROCEDURES 

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

o The staff will havE, a personal investment in the policies and 
procedures and will feel a sen~e of responsibility for ensuring 
their implemen·tation. 

o The staff will l".ot ol".ly understand the policies and procedures 
- because they helped to develop them - but they will also be 
aware of the alternatives that v;cre considered and reasons why 
they were rejected. 

o The facility can ca.pitalize on the staff members' collective 
knowledge and expertise ("Thich, if tapped, can increase the 
practical quality of the policies and procedures significantly). 

A. TASK FORCES 

Perhaps the best method of involving large numbers of staff in 
the policy and procedure development process is formulating 
structured task forces. In large measure, the number and types of 
task forces necessary depends on the size and complexity of the 
facility. Every effort, how-ever, should be made to ensure that aD 
sections are included. The primary work in the process of policy and 
procedure devE.'lopment should be assigned to a task force chairperson 
(or coordinator) and include: 

1. Identif'ying policy and procedure topic items. 

2. Collecting and analyzing available resource documents 
reJ.c:.tec1 to specific policy issues. 

3. Dividing task among sections. 

8 



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

5. Validating the accuracy and sequencing of pr0cedural steps. 

6. Formatting the completed manual. 

At a minimum, the following task forces are neede0: 

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

o Ceneral facility administration. 

o Fiscal affairs, including purchasing. 

o Personnel services. 

o Public info~~ation. 

o SUPPORT SERVICES - The Support Services Task Force sh011ld be 
responsible for developing policies and procedures directly 
related to: 

o Food services. 

o Health Care Service. 

o Laundry. 

o Supplies and storeroom. 

o Maintenance. 

o Co~~unication: Mail, visiting, telephone. 

o PROGRAMS - The Programs Task Force should be responsible for 
developing policies and procedures directJy related to: 

o Court liaison. 

o Intake reception and classification. 

o Programs, including counseling, religious, educations], 
recreational, and vocational services. 

o ':'ral!sier and Release preparation. 

o Citizen involvement. 

9 
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o SECURITY·· The Security Task Force should be responsible for 
developing policies and procedures directly related to: 

o SE'cnrj ty and Control. 

o Juvenile Supervision. 

o Rules and Discipline. 

o Emergency Preparedness. 

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

B. THE NATURE OF TASK FORCES 

The task forces coordinator is the single most important person 
in the policy and procedure development process. He/she serves as 
the central nervous system for the process - receiving and providing 
information, tacili tating communication between the ta.sk forces, 
setting and enrorcing work schedules as \-,ell as deadlines for 
deliveries. 

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

Merrtl::ers of each task force should be selected based on their 
knowledge, expertise, and willingne$s to serve rather than on their 
relative llositiol1S in tre facility. The size of each task. force 
should be limited to a manageable nuwber. Individuals, however, may 
serve on more than one task force. In smaller facilities, 
individuals from outdde the facility, who represent agencies or 
organizations associated with the facility, may be a~ked to serve on 
the task forces to au~nent facility staff. Care should be taken, 
however, 'to ensure that such individuals are knowledgeabJe about the 
activities of the functional sections included in the task forces on 
which they will serve. 

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

A. POLICY A}ID PROCEDURE CONTENT 

The next step in the process is to decide what topic areas are 
to be covered, beginning with broad subject areas within these 
specific topics. Since the development of a neyT OT upgraded manual 
provides ar. opportunity for taking stock, the manual must not be 
limited to only a sanctioning of existing practices which sometimes 
are based on outdated directives and memoranda and/or do not take 
iI"to account the major advances that have occurred (and will contJ.I"ue 
to occur) in corrections and/or they may not adequately reflect 
facility philosophy. 

Established practice, however, is an important SOUTce of 
information for procedural content - and to a J.esser degree, policy 
content - because it reflects the operational realities of the 
facility. Practice, in fact, is procedural in nature; the 
distinction between policies and procedures is often lost if 
established pr2ctice becomes the only source of content. 

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

1.. I,egal and Professional Requirements 

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

a. Court decisions and orders- which determine legal 
requirements for facility operations. since various courts 
rule differently on particular issues, it is advisable to 
rely heavily on decisions made by state and federal courts 
in one I s own or neighboring juriscU ctionc::-. 

b. State statutes and administrative Tules and regulations 
applicable to the operation of training schools. 
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c. National and state corrections standards: 

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

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

o The American Bar Association (Corrections Architecture of 
FaciJ,jties and Corrections Administration). 

o The American Medical Association. 

o The National Sheriff's Association. 

o The Office of the U.S. Attorney General. 

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

o National and state fire safety, sanitation, health and 
building codeE'. 

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

2. Facili ty Philosophy 

Unfortunately, few directors take the time to formally write out 
statements of their philosophies for the operation of their 
facilities or to cOlTlIl1unicate these statements to their staffs. As a 
result, facility operations are sometimes fragmented and inconsistent 
and staff me~bers become frustrated because they lack a clear, 
overall picture o.f the purpose of the fad] i ty and their roles in the 
fulfillment of that purpose. 

The same holds true for the development of policy statements. 
Without a philosophy statement to provide overall focus, the policy 
and procedurE" manual will, in all probability, contain policies which 
lack direction and are contradictory, resulting in confusion in their 
impler.IE"~r:tetion • 
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The facility philosophy statement is essential to the proper 
development of policy statements because it defines: 

o The purpose of the facility. 

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

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

In developing a philosophy statement, the following criteria 
should be used: 

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

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

o The philosophy starement must be worded positively; it.s meaning 
must be concise, clear and unmistakable. 

The philosophy statement should be developed and distributed to 
staff prior to the intiation of any effort to develop policies and 
procedures. It should be the primary point of reference for all 
policy development; each policy, in fact, should be reviewed for its 
consistency "rj.th the philosophy statement. 

B. POLICY AND PROCEDURE CONSTRUCTION 

Policies and procedures are not classic works of literature but, 
rather useful st.atements "-'hieh communicate the facility's philosophy 
and work plan. The policy and procedure writer, therefore, needs 
only an ability to write in a style which is readable, easily 
understood by staff, anc" consistent from policy to policy and [rom 
procedure to procedure. 'l'he most effective po] icies and procedures 
are those whose. lar9t:tage is direct, relatively simple and precise. 
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r. Policy Construction 

a. The pollcy statement ShOllld indicate what action is to 
be taken in the precise policy topic area. (Exactly how 
~he action is to be performed should appear in the 
prOCed'l1.reE') • 

b. The otatement should include the rationale for the 

c. To be clear as well as concise, the following 
stylistic gujdelines should be followed: 

(1) Policy statements should be written in complete 
sentencE's. 

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

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

d. Po lic~7 sta tel'1ents should be general but directive. Tn 
limited instances, an information item, such as specific 
time or location, is of such importance to the comprehension 
of 'che policy that it must be included in the policy 
:statement. In most instances, however, such detail should 
be left out of the policy statement and included in the 
attendant procedure(s). 

e. Policy statements must be clear and unmistakable in 
their meanings. The best way to determine whether the 
meaning of a policy statement is clear is to have several 
individuals read it and state in their own \<7ords what they 
perceive the statement to mean. 

2. Procedure Construction 

Like the policy statement, procedures should describe 
spe-cific act.ions concisely and clearly and be written with 
simple, direct sentences in present and future tense. As 
procedures usually involve a series of actions to be performed 
by certain responsjble persons and under certain circumstances, 
the following considera.tions should be taken: 
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o A procedure cannot exist without a policy. Procedu.res 
in~lement policy; they cannot, exist independently. 

o De sure steps involved in completing the action are listed 
in the order in which they OCC1.1r. A common error in 
develoLJing procedures is to order the steps by the 
individuals or functional section(s) responsible for their 
corr:rletion. Unfortunately, in this fox'mat, the flow of the 
proceot!.!:e is lost r increasing the chances of a mistake in 
completing the procedure. 

C' Jndicate the individual by title or operational section 
responsible for the action(s) described in the ~rccedure. 
Inclusion of this information fixes responsibility for the 
completion of the procecl're and rdnimizes the recriminating 
behavior which often occurs when a mistake is maoe. 

o Indicate time(s) and location(s) relevant to the operating 
procedure. If precise information cannot be given, some 
references should be made to indjcate approximate or 
relative timers) and locations(s). 

o If relevant, list precise fOl:m(s) to be completed. Identify 
forms bctb by name and number. 

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

C. POLICY A~ID PROCEDURE FO~~T 

As prevjously indicated, the task force coordinator must 
cons01idate all constituent policies and procedures and assure that 
they are issued in a clear, useful and attractive manual format. 
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J. Final Format: Since the manual will be used by all staff as 
a source of quick and frequent reference and will be 
changed periodically in part.s, the following format may be 
most practical: 

a. Manual format 

(1) Nanua] pages are put in three-ring b:i_nders. 

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

(3) Each manus.l is numbered so that central office can 
record the persons or section to whom a copy has been 
J.ssued. 

b. Document format: Nanl' varia.tions in format may be used to 
present the policy statement and procedures. Certain elements 
and facts should be included in any format selected to provide 
the rE'C,der. with adequate information which can be placed in a 
masthead or in the body of the document: 

(1) ]1_ classification/policy l1urr.ber which identifies and 
sGparates each policy and procedure. 

(2) A date to indicate when the policy was issuec. 

(3) An indication of whether the policy/p~ocedure 
supersedes another policy/procedure document, memorandum or 
directi'lc. 

(4) ].\ chapter title which covers a particular area such as 
"Budget and Financial" er "Personnel." 

(5) A subject t.:i.tJ.e whi.ch describes or identifies the 
specific subsection of t.he chapter such as "Budget Request 
and Justification" or "Personnel Records." 

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

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

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

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

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

2. Organizatjon and Content of Manual 

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

b. Policies and procedures I:.ay jnclude additional 
materialE. of general, administrative interest stlCh as 
organizational charts, personnel rules and regulations, 
copies of relevant forms to be snared with alJ staff, etc. 
These optional addenda should be carefully selected so that 
the manual does not become a catch-all of miscellaneous, 
and only marginally valuable materials. 

c. When the manual chapters and other materials h3ve been 
put in proper sequence, a table of contents should be 
written for the ertire volume and a title page designed. 

d. The P1a.nuals may include a "Revision Record" form by 
which the responsible person keeps track of changes made. 
The i'ollow:i.n~ format may be used. 

Revision No. Date Inserted Initials 

1. 

?. 
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V. IMPLEMENTATION OF THE POLICY AND PROCEDURE MANUAL 

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

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

1. Validation and testjng procedures should be conducted. 

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

3. It is also productive to share the draft with other 
facilities Jor ccrnrnentary. 

4. Legal assistance ensuring that the policies and procedures 
are in conformity with thr:o la\11 is indispensible to this 
process. 

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

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

1. Each functional section should receive a copy, issued .0 

the section chief who assures staff accessibility. 

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

3. Several copies centrally located should be on hann for 
public use. 

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

1. Initial as well as on-going training. 

2. General as well as specific training. 

3. Classroom as well as hands-on experience. 

4. Required levels of achj~vemcnt (established by tests). 

VI. MOlUTORING, ENFORCING AND MAINTAINING THE MANUAL 

ll. system of monitoring the staff I s compliance \'.ri th policies and 
procedures should be developed to ensure the policies and procedures 
wiJl have their intended effect. Sanctions for non-compliance shoule 
be built into the personnel policies of the facility. 

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

A. ESTABLISH PP.OCFDURES FOR PERIODIC REVIEW OF E!N'l'IRE r-n..ANl:AL: 
The entire manual should be reviewed annually. The following should 
be considered. 

1. Policies and procedures which have proved to be unclear, 
inconsistent, or untenabJe should be rew:r.itten. 

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

3. Policies and procedures should be added, oS needed, to 
reflect nei~' or expanded facility operations and practices. 
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B. ESTABLISH PROCEDURES FOR CHANGES IN THE POLICIES AND MANC1:.L 
au AN "AS NEEDED" BASIS: In a bealthy facility, operations are ir. a 
contimKlus stage of growth and change. Provisions should be made for 
changing relevant sections in the manual as soon as a policy and/or 
procedure h"s been modified, removed 0r ad.eec. 

C. ESTABLISH PPC'C'El'rmr::S FOH strAP}"' RECOMMENDATIOKS Fer. 
REVISIONS: Ar~ involved and knowledgeable staff :~f; one of the best 
sct~rcer;; :'-or input into the on-going policies and pr.ocedures 
Q€'velopmenti steps shoulc be taken to ensure that staff 
recommendations will reach and be acted on by the proper cmth0rity. 

D. ESTABLISE f.T]\.~1flAPD PROCEDURE FOR CHANGES IN NANUAL: A 
standarn procedure should be cevelcp;:d for all manual changes. 
Revised-standards procedure should be developed for all manual 
changes. Revised policies and procedures should be issued in the 
same fo:nllat used in the manual and be dist.ributed to all manual 
holders w~ tIl ;instructJons about: 

1. page(s) to be removec. 

2. Location for new page(s) inserts. 

3. Dffective date of change in policy and/or procedure. 

E. ESTAPLISH PROCEDURES FOR NOTIFYING STAFF OP CHANGES IN THE 
MANUAL: All st;:..ff must be notified immediately when char.geE in 
policies and procedures occur. Since often a section, rather than 
each staff member, has been issued a manual, bulletins should be 
distributed to inform all staff as pages in the manual are r.evised, 
removed or c;doed. 
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INTRODUCTION 

USER'S KEY 
For 

Juvenile Training Schools 
Policies and Procedures 

Samples 

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

TIlE AGENCY HEADING BLOCK 

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

B. The policy number identifies both the chapter number and the policy within the chapter. For ex
ample, 2.7 means Chapter 2, Policy 117. 

c. Pages indicates the number of pages included in one policy. 

D. Chapter indicates the general subject matter or chapter title. 

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

F. Subject provides a general description of the policy content. 

A Sample Policies and Procedure; 
Policy Number Pages 

JUVENILE TRAINING SCHOOLS B C 

Chapter. Related Standanls: 

D 

E 
Subject: 

F 
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SAlVIPLE HEADING BLOCK C 

l. Top of each individual page of document 

I:: I Department Document Page 
Number of 

Subject: 

2. Bottom of each individual page of document 

Chapter: Amendment No.: 
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Top of each subsequent page of policy 

Chapter Subject Policy # 

Page of 

Bottom of last page of policy 

Effective Date Approved By: 

THE CATEGORIES USED 

Each policy document is divided into three distinct sections: the Policy itself, DefInitions and 
Procedures. 

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

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

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

SAMPLE HEADING BLOCKS 

The variety of heading block formats is unlimited. The following samples are typical of informa
tion frequently used in policy and procedure manuals. 
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SAMPLE HEADING BLOCK .A 

Policy Memorandum Statement Number 

Subject: 

Date Issuell: 

,-- Date Revised: 

'This Policy Memorandum Will Become Effective: ,. 
SAMPLE HEADING BLOCK B 

[EJ 
Department Statement Number: 

Subject: 

Date of Issue: 

IssuiogOfficer. 

Effective Date: 

Special Implementing Ordff'S: Completion 
Date: 

Date of Scheduled Review: Training: 
(assigned to) 

Review to be Accomplished By: Construction: 
Name of Staff (assigned 10) 

Additional Instructions to be Issued By: 
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CHAPTER 1 

ADMINISTRATION, ORGANIZA~ION 
AND MANAGEMENT 

COMMENTARY 

This chapter encompasses 

American Correctional Association Standards 2-8017, 2-8019, 
2-8029, 2-8030, 2-9001, 2-9003, 2-9004, 2,9006, 2-9007, 
2-9011, through 2-9018, 2-9022 through 2-9025, 2-9028 
through 2-9036, 2-9174, 2-9190, 2-9190, 2-9197, 2-9382, 
2-9383, 2-9388, 2-9390 

National Advisory Committee Standards In. M-1, 1.1, 1.11, 
1.22, 1.29, 1.126, 1.429, 2.31, 3.131, 3.134, 4.2, 4.4, 
4.21, 4.44, 4.2l3, 4.214, 4.2121, 4.2122 

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

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

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



~ 
SlU11ple Policies and Proced\ll"eS 

Policy Number Pages 

JUVENILE TRAINING SCHOOLS 1.1 6 

Chapter: Related Sl.2Jrtdards: 

ADMINISTRATION, ORGANIZATION ACA: 2-9001 - 2-9003, 2-9006, 
AND MANAGEMENT 2-9007, 2-9028 - 2-9033, 

2-9035, 2-9036 
SUbject: NAC: 1. 1, 1+.2, 4.21, 4.213 

Establishing the Facility and 
Delineating its Mission ABA: 1. 2, 2.1, 2.2, 7.11 

I. POLICY: This facility is establishec t.e- provide secure 
residential care to juveniles who have been committed by 
the ju,,-enile or family court. This care includes both 
sup0rvision and programs. Specifically the facility 
shall: 

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

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

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

D. House the juvenile in a safe, humane environment, 
waintaining the level of security necessary to 
prevent escape and assure that juveniles live free 
of fear of assault or intimidation by staff or other 
jU'i1eniles. 

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

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

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

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

A. Legal Establishment: 

1. The facility or its parent agency has a governing 
authority. 

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

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

a. Nernbership (types, qualifications, 
community representation, rights, 
duties. ) . 

b. Size of the governing body. 

c. Method of selection. 

d. Terms of office. 

e. Duties and responsibili1:ies of governing 
officers. 

f. Times authority will meet. 

g. Committees. 

h. Quorums. 

i. Parliamentary procedures. 

j. Recording of minutes. 

k. Methods of amending the bylaws. 

1. Conflict of interest provisions. 

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



Ch1IIpler Subject Policy II 

. ADMINISTRATION, ORGAN 1- the 
ZATION AND MANAGEMENT 

Establishin~ 
Facility an 
its Mission 

Delineatin, 1.1 ~ 3 

a. The statement of l,hi10~0.rhy I policy 
program and procedule shall distinguish 
between cri.minaJ codes and the statutes 
,,,hich 8stablish programs for juv8niles. 

b. l! 8f'I'Clrate service delivery system for 
juveniles shall exist. 

5. The fad Ji ty or i.ts parent agency hCl8 
identified, documented and publicized its tey. 
status with the Internal Revenue Service. 

R. DevelC?pment and IVTar.agement: The Chief 
Administrator sha2.1 develop and manage all phases of 
the facility within parameters established by law and 
the parent agency. The Chief Administrator in 
coopercti:.ion \"i th the parent agency sha]] C:eveJ.op a 
mission plan for the facility's purpose, practice, 
cnrrent legal regulations (such as court decisions 
ann state statutes) and professional requirements 
(suer: as national and state stancardfJ). Training 
schools for juveniles are separat~ ana distinct from 
ccr:n:ctional facilities for adults; 1:.1:.i8 separateness 
implies that the juvenile's experience should be 
different frem that which :De/she might have in an 
adult institution. 

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

1. FaciE ty pld losophy for: 

a. Purpose of secure reDidential care. 

b. Secure custody of juveniles (whLi.t:! 
maintaining their right to live free 
from fear of cssault and intimidation by 
othexs) . 

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

d. Physical and psychological care of 
juveniles (including shelter, food, 
clQthes, etc.). 
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Omple1' Subj«t Polky /I 

ADMINISTRATION, ORGANI- Establishin~ the 
Facility an Delineatine 1.1 4 

7AT10N AND MANAGEMENT its Mission ~ 

2. Facility programs in: 

a. Diagnosis and Prescription: The 
classification team shall: 

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

(2) Identify any difficuJties 
experienced by the juveniles in 
s.chool and develop an educational plan 
designed to improvE? the juvenile's 
academic performance. 

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

(4) Develop and.periodically review an 
\ 

individual progr2m plan for the 
juvenile. 

~. EQucation: This program shall: 

(1) Provide an educational experience 
that 5ttempts to replace patterns of 
failure with a sense of achievement. 

(2) Provide educational services and 
encourage juveniles to continue their 
education. 

(3) Provice occupational and vocational 
counseling emphasizing the skills, 
knoVl]p(lqe, ha.bi ts, and attitude 
required for employment. 

(4) Introduce ccmmunity resources to 
tl;e juveniles. 

(5) Include special education services. 
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O1spler Subj«t PoUcy II 

ADMINISTRATION, ORGANI- Establishin~ the 
ZATION AND MANAGEMENT Facility an DeHneatin.:p 1.1 

~ 5 
its Mission 

c. Counseling: This program shall: 

(1) Provide a broad range of individual 
and group counseling services. 

(2) Be coordinated with the overall 
.facility :l:'ehabilitation program. 

(3) Include a structura.l context for 
interaction among juveniles and 
staff; for example, a token economy. 

(4) Attempt to fit the available services 
to the unique needs of each j\nrenile. 

(5) Refer to outside resources as needed. 

d. Vocational: This program shall: 

e. 

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

(2) Include on-campus and off campus 
introduction to the world of work. 

(3) Whenever possible use community 
resources. 

(4) Be a part of the juvenile'~ individual 
program pIan. 

Recreation: These programs shall~ 

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

(2) Provide act:ivities that expend energy 
and allow physical and psychological 
release for the juvenile • 
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Chapler Subject Folley /I 

ADMINISTRATION, ORGANI- the 
ZATION AND MANAGEMENT 

Establishin~ 
Facility an 
its Mission 

Delineating 1.1 P:1ge 6 

C. Annual Review: 

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

Appm~ed By: 
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Polley Number Pnges 
~ Sam." Po'd .. ond_ ..... 

JUVENILE TRAINING SCHOOLS 1.2 4 

Chapter. Rd2ted SlandlU'ds: 

ADMINISTRATION, ORGANIZATION ACA: 2-9023, 2-9034, 2-9035 
AND MANAGEMENT 

Subject: NAC: 1. 22, 4.24 
Coordination with Community 
Agencies and Educational ABA: 4.2, 7.11 
Institution~ 

I. POLICY: The Chief Administrator sha 11 .coord inate 
planning efforts with community related groups and service 
providers to assure maximum use of available resources for 
juveniles placed in the facility. He/she shall also 
cooperate with other departments, divisions and agencies 
of the state, its political subdivisions and 
municipalities, as well as appropriate private agencies 
and organizations, to assist in providing necessary 
services for those juveniles who are in secure residential 
care. 

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

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

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

III. PROCEDURES: The fad lity Chief Administrator shall 
make every effort to help the juvenile maintain as 
close a tie with the community as is possible. 

A. Coordination with Community Based Programs and 
Services: 

1. Maintaining ties with the community should 
include: 

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

b. Involvement in appropriate community 
activities. 
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c. Permitting volunteers from the community to 
\\Tork directly (under superlrJsion) ''lith the 
juveniles. 

d. To the extent possible, fuJly usi.ng 
community services and resources and not 
duplicating them at the facility. 

e. Sharing facility resources with the 
community. 

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

a. To evaluate existing programs and funding 
needs. 

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

c. To provide input about juvenile 
correcti.onal facility decisions affecting 
the public. 

3. I~teragency Cooperation: 

A. Since the operation of a facility both 
affects and is affected by other agencies 
within and Ol"i'!:Ride the juvenile justice 
system, an information sharing mechanism 
shall be established to mC".intain contact 
with advisory committees, justice councils, 
state and regional planning organizations 
and other community resources. 

or 4 
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b. General guidelines and procedures for 
referral shall be developed in cooperation 
with the juvenile court, intake staff, and 
the community-based program. These 
guidelines and procedures include the 
conditional and unconditional release of 
juveniles to these programs, payment for 
services, emergency use, etc. These 
agreements shall be monitored and updated 
as needed or at least on an annual basis. 

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

4. Facility and Community Based Programs: 

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

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

B. Coordination of Educational Resources: 

1. Based on assessments of the juveniles' 
ec'ltlC'a.tional needs and problems I the state or 
local educational institution shall be notified 
of the general educational service needs of this 
population, as well as special cases requiring 
remedial assistance. Notification will be 
made in time to assure that annual budgetary 
planning and fiscal arrangements can be made 
to assure effective delivery of educational 
support services. 

of 4 
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2. The facility shall collaborate with local 
colleges and universities in programs of 
mutual concern. A specified facility staff 
member shall be designated to initiate and 
maintain contact with these institutions. 
Qualified persons from these institutions shall: 

a. Serve as udvisors for policies and 
facility programs. 

b. Arrange special training conferences and 
seminCl.rs when appropriate. 

Approved B~': 
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JUVENILE TRAINING SCHOOLS 1.3 

Chl1pter. Rcl:ited Sl2ndru-ds: 

ADMINISTRATION. ORGANIZATION ACA: 2-9004 
AND MANAGEMENT 

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

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

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

2 

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

III. PROCEDURES: 

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

l. Be made by the authority having jurisdiction. 

2. Be made from the best qualified group of 
applicants ",,5th the following minimum 
qualifications: 

a. A bachelor'S degree in an appropriate 
di scipline . 

b. T'Wo YE:drS of experience working with 
juverd ] 12[;. 

c. Three years of related administrative 
experience. 

B. Sk.i.Un of Chief Administrator: 

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

2. 'i:'hc Chief Jldministrator should have broad-based 
eypericrice and/or training in: 

a. The law and procedures of the family 
court. 

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

c. The com1f1on legal problems of juveniles. 

d. Tl:e causes ()f delinquency and family 
problems. 

e. Crisis intervention techniques. 

f. Researcr. and evaluations. 

g. Budget preparation and presentation. 

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

Eflt::tive Dale Approved B~·: 
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Chmpter: Related Sl2ndanis: 

ADMINISTRATION, ORGANIZATION ACA: 2-9014 
AND MANAGEMENT 

Subject: NAC: 4.2121, 4.2122 

Organizational Staffing Chart 

I. POLICY: An organizational staffing chart shall be 
developed to reflect adequate staffing to meet the needs 
of the juvenjles and the mission of the facility. 
This chart shall define (or appoint) responsibility, place 
staff into related units pror,loting efficiency and provide 
a cle2.r chain of command from the entry level position to 
the Chief Administrator. 

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

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

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

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

1. Psychiatrist: (Should be available on an as 
needed basis). Primarily a resource 
coordinator and staff consultant; must be a 
licensed physician under the law of jurisdiction 
who has completed the rE'quirements of a full
time, supervised, and accredited psychiatric 
residency in an accredited psychiatric program, 
plus 6 months full-time work experience with 
children or adolescents. 

2. Psychologist: Responsible for individual and 
group therapYi must be licensed or certified to 
practice psychology under the law of 
jurisdicti.on. 

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

4. Juvenile Carev]orker: RespC),,'.:dble for 
supervising the juveniles' C:W~,,-to-day living 
activities. Must have a high school degree or 
ii:R equivalent and at least one year of
professional experience working with 
adolescents. 

5. Special Educator: (One per 8 juveniles who 
are in need of special education) Responsible 
for providing special education programs to 
juveniles diagnosed \..,ith special educatjon 
needs. Must be certified as a special education 
teacher under the law of the jurisdiction and 
might have experience in diagnosing and 
providing specialized remedial instruction to 
juveniles who a':e ecucationally disadvantaged. 

6. Teacher: (One per 15 juveniles) Responsible 
for developing and implementing lesson plans and 
motivating children in the classroom. ~ust be 
certified under the law of jurisdiction to teach 
in the public schools the subject areas they are 
responsible for in the training school. 

2 of 3 
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7. 'Vocat.ional Counselor: Responsible for 
counseling and- guidance of juveniles as they 
choose vocational programs. Nust be certiHed 
under the law of jurisdiction to teach in public 
schools and have experience in job development 
anc t~a~hing children. 

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

III. FROCEDU~~S: 

A. Constructing the ?Eganizational Chart: The 
Chief Administrator is responsible for constructing 
and fllainta.ining the organizationa.l chC'trt. 

B. Organizational Chart: Revifl"'· ~hE' organizational 
chart shall be reviewed annually by the supervisor of 
each function whc shall submit all revisions with 
comments from the st.a.ff, to the Chief Administrator 
for reviE)'Vv', approval or revision. This re,"iew 
shall be completed at the beginning of each fiscal 
year. 

Eflto:tlve Dale Approved B~': 

of 3 
~, 



~ 
PoUcy Number Pages 

Sample PoUca and Procedures 
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Chapter: Rel:aCed Standards: 

ADMINISTRATION, ORGANIZATION ACA: 2-9003, 2-9011 , 2-9012, 
AND MANAGEMENT 2-9016, 2-9017, 2-9023 

Subject: 

Communications 

I. PO~ICY: To operate in an efficient and consistent 
manner, appropriate channels of communication shall exist. 

II. DEFINITIONS: None. 

III. PROCEDURES: 

A. Meeting: A series of meetings shall be held at 
various levels and at specified intervals. ThesE. 
meetings shoule tc.:b:: u minimum of time without losing 
effectiveness. Suggested levels include: 

1. 

2. 

Administra.tive meetings. 

Division IIeQQs' meetings. 

Administration - JuveniJ e C'are'l7Orkers meetings, 
etc. 

B. Administrative Co_n_f~_~: To enE'ure the early 
identification of probJeIl's; such as inappropriate 
leIJ~t.h o'!.'" stay, weaknesses in admission control, 
et.c., and to ensure an accurate flow of information 
bet"Veen staff, courts, police agencies, and other 
Justice system agencies, regular Il'eetings and case 
conferences between administration and juveniles' 
00urt caseworkers must be conducted. 

C. Chief Administr«tor!s staff Meetings: Chief 
Administrat.or's staff meetings shall be held each 
month: 

1. An agenda of discussion items shall be 
distributed prior to the meeting. 

2. Attendees bhall include Assistant Administrators 
and Section Chiefs. 



Chapter Subj«t Policy It 

ADMINISTRATION, ORGANI-
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3. The Chiel l~(ir;l:n: st YC" tor shall discuss 
po] i.cY/l?.cogl:dI1l changes and directives \\ldch are 
of sreneral interest h) thE- <;.rou[. '1he Chief 
Administrator may l~Fe this flleeting effectively 
to imprcy(! ClJIlullt.lr,i cations between sect.iorif; f,:r.d 
ulid€:xstanding of facility prograIrP. 

4. Each participant shall I)J:.cr.;er: r C' \'erbal status 
.cC:!port about the operatiorl Gf his/hp-r section 
uescra'5 PC' ary accomplishments or unusual 
probl eIrP ccCU~:Cillg since the last meeting. 

5, All staff members of thE' £ection shall be 
5r.vited to attend. 

f.. fIIlj nutes of the meeting shaD be d::.shibuted to 
all attendees. 

I~. Sta:ff rc,Irl!1unication: All staff and volLnteers 
shall have 'the opportunity to inj 1- late, c<t1vise ana: 
~onsul t in forming policj e-f':, proc""dm:e::;, and programs 
at thL facility. 

1. Monthly meetings bc-h"E>f'I' the Division Heads 
tilld staff of each section st.al] be held to 
lliscut";, ..... cr-qoing operations and recommended 
ch<lpqE'l:'. }~ir,'Jtes shall be forwarded to the 
Assistant Adminj [,i-YHtlJr fo:1:' :te€!dback. 

E. Cornrnunications Techniaues: ("cn;rlUni.cation between 
juveniles and staff is essential to efficient 
operation of the facility. 'i'Le, l,sd Ftant 
Administrator shall encourage verba] and written 
contr,mr.lc&t.i cr:o conducted in an orderly and systematj c 
procedure. 

1. Off.tc~~ h~'G;i0prnE'nt shall place progra.m oriented 
st2ff hl prox'::rnity to the juvenile group. 
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I 

2. A facility internal IT.ail service shall be 
organized to offer juvE'-rd.les u system through 
which to contact staff members most apt to 
respond to the juvenile's request. (SE'E' 13..4~ 

3. A juvenile advisory corr.mittE'-e consisting of 
juveniles selected by thei~ pbers shall meet 
with the Chief Adrr.inistrator each month to 
discuss concerns of the juveniles and 
potential problem areas. 

Eflf'!;tivl! DIlle 
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Chspter: Rd:aled Sl2ndanis: 

ADMINISTRATION, ORGANIZATION ACA: 2-90l3 , 2-9015, 2-9174 
AND MANAGEMENT 

Subject: NAC: 1.29 

Establishment & Maintenance of 
Manuals 

I. POLICY: 'l'o disseminate policies r proceC=:ures and rules, 
a staff handbook shall be developed. This handbook 
shall be both general enough to address overall parept 
agency and fac:iJity goals, and specific enough to assist 
the administrative ~taff to ve~form their duties 
effectively. 

II. DEFINITIONS: None. 

III. PROCEDURES: This handbook shall be written by the 
administrative staff, reviewed and con~ented upon by 
all staff, and approved by the parent agency. A copy 
shall be given to each staff member and revis-ed as 
necessary to reflect the policies ann operations of the 
fClci15" ty. Further, it shall be used as a tlaining manual 
for all new staff during the or~entation period. 

A. Development: The program description Eha]] ~eoin 
with broad mission statements and goals, and phase 
down accordingly to specific facility objective~. 
The following stop rrooess shall be used in 
developing the nlanual: 

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

2. Goals: statements of speoific intentions 
based directly on the facil':: ty rrt:i~~d on. Goals 
can be accomplished by developing one or more 
rneaSU1:'u1:.J.f; C':0~ectives for each goal. 

3. Objectives: Statements of specific activities 
worded in objective, quantifiable terms with 
specific fitf::asl1rable criteria for each objective. 

4. Tasks: Statements of incjjvidl1a] functions 
based directly on the objectives. ~hese tasks 
become the basis for staff performano(' 
evaluation. 
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B. Description: The handbook shall include: 

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

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

3. The policies and procedures of the training 
school. 

4. All staff and juvenile forms used at the 
facility. 

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

C'. Issuance: 

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

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

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

D. Training: ~ instructional training plan shall be 
devised to apprise each staff member of the section's 
program and its reJationship to the overall goals of 
the facili 1:y and t.o ensure continuity of the prograIl1 
supervisiop ,. 

Ent':tive Dale 
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Chapter. Related St:andards: 

ADMINISTRATION, ORGANIZATION ACA: 2-9382, 2-9383, 2-9388, 
AND MANAGEMENT 2-9389, 2-9390, 2-9386 

Subject: NAC: 4.214 

Referral, Screening & Placement 
ABA: 7.1 of Juveniles 

--, 

I. POLICY: Proper referral, assessment and placement shall 
be provided for all juveniles accepted at the facility. 
Abused, dependent or neglected children and juven:iles 
charged with offenses that would not be crimes if 
comm:itted i'y an adult are not held in the facility. 

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

A. Status Offenders: Juveniles who cow ... t acts that 
\o7ould not be against the law if committed by an 
adult. 

C. Delinquency: Any crime under federal, state, or 
local law committed by a juvenile. 

III. PROCEDURES: 

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

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

2. Official approval has been given for 
ad~inistrative parole revocations. 

Ii. Screening: Before admission to the facility: 

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

2. All juveniles IT't1st be screened for acute 
illness, injury and substance intoxication. 
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r. ~'E'rv-ire Provisj~op; "'hE' .!l!i c:.kE. ~tcti shall enS'l.l:e -_ .. -
iJr(,pf~r admission procedures: 

, 
oJ. ~. I'l:e-&..dmission medical alld !':ccic:l bj t"Tory 

screening. 

2. Initia: iIlt .. &..ke completed. 

3. Examination and comrJeTicI' cf legal paperwork 
nne:! aGnlibS.l.OTl in forma tion. 

2 

4. r:~taile<'l medical screening and FtriF seu.rch for 
cuntraband. 

5. Drug/alcohcJ histOl'Y screening. 

llotification of adroissioL 1:.u Filrent. or guardian. 

1,E"Fi~pment to reception p:rograr..rning. 

D. AsseE'srrE'r~t: Kitliin 2 weeks of the juvenile's 
admission to ttE. t.r6.ining school a comprehcnd~re 
assessmelLt :r£f·crt shall be completed by a 
classificatioll 'I ear.-.. The cJC'8sification team shalJ 
be CODlrOSec. cf a counselor, a juvenile careworker I 
educational staff r medicul st.aff, and a 
psychologist. The aSFE'n-:.mcr;t should include: 

1. Fi'lmily history 

4. 

5. 

6. 

-1 , . 

8. 

DE:velopmental history 

Prysical examina.tions 

Psychological testing 

Psychiatric inter~rjp."rs 

community evaluations 

I"an':;iuage and edUcational analyses 

Informari.on concerning the nature ar:e; 
ciJ:cumstances of the cor:duc t cr: ~'rich the 
adjudication is based. 

of 3 
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E. Classification of Juveniles: Jm'enj les may be 
classified a~cording to~ 

1. Sex 

2. Age 

3. Risk factor (seriousness of offense) 

4. Special problems (medicaJ/mental problems, 
suiciual risk, etc.) 

5. Typf> of housing required 

6. Program needs 

Appro'''' D,·: . 
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Chapter: Related Sl:I:ndards: 

ADMINISTRATION, ORGANIZATION ACA: 2-8017 through 2-8019, 
AND MANAGEMENT 2-8029, 2-8030 

Subject: NAC: 4.1 
Facility Program Reporting and 
Review 

I. ~~ICY: The facility shall provide constructive 
programming and services designed to facilitate individual 
growth and development while the juvenile is in secure 
residential care ar.d after his/her return to the 
community. Progr~~8 and program effectiveness shall be 
monitored regularly and reported in the Chief 
Administrator's guarterly report to the parent agency. 

II. DEFINITIONS: l;;-o1:.c. 

III. PROCEDURES: 

A. Program Report: The supervisor of each program 
activity shall submit a quarterly report of activi
ties for the period. The report shall incJude 
information about current programs, activities, 
accomplishments and major problems. 

B. Chief Administrator's Report: The Chief 
ACir"inistrator's status report shall be prepc:;rcd 
quarterly and forwarded to the parent agency. Tr€' 
status report topics shcuJd include but not be 
limited to: 

1. Budget status. 

2. Security: 

3. 

4. 

5. 

6. 

a. Escape. 

b. Assaults. 

c. Unusual incidents. 

Administration and section highlights. 

Population data, including reception and 
orientation • 

Unusually difficult problems. 

staff and juvenile morale. 
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~ 

EEC prcgrarr: accomplishments 

8. Stan- training. 

9. Community activity_ 

C. Correction Performance Monitoring Procedures: ']'0 

enable the C:hiE?f l'.c' .. mirdstrator to report on whether 
the training school is meeting its intent, that is, 
providing secure residential care to juveni.les who 
have been committed by tre juvenile court; providing 
construc'tive progrumrning and services; and providing 
a humane atmosphere during the juvenile's stay at the 
training school, regular audits shall be perfonned bj' 

representatives of the Parent Agency in conjunction 
with the Chief Administrator • 

..i.. ;:'he :.nf'crmation provided by these monit.oring 
procedures shall be used: 

a. T0 assess the status of It he facility in 
meet ir;q professional requirements and 
standards . 

. b. To determinE: the efficiency of the juvenile 
;::orre(,tions process from initiaJ intake 
through programming to aftercare or 
tranefer. 

c. To motivate juvenile careworkerf> and staff 
to upgrade and/or main'tair. high quality 
treatment and services. 

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

e. To increase accountability of the training 
school staff 'to the pnblic and to elected 
officia.ls. 

2. Ferformance Monitoring Procedure£" shall be 
implemented at least annually (see end of 
policy). Only two ma~c'r ocjectives of the 
'4:raining school operation shall be addressed 
cr. the following form: 

o Security and Control 

o Humane Treatment 

of 3 I 
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3. The folJowj ng form is divided into three 
sections: the facility objectiv~., the 
performance directly related to the objectives 
and the recommended strategy for measnring 
the ~erformance. Although these measures are 
not inclusive and need to be refined and 
adapted to a particular facility, they do 
provide sufficient feeeJback and information for 
administrative decision making. 

4. This form provides procedures for measuring 
outcomes in 18 performance areas. The form is 
limited to identifying unsatisfactory 
conditions, not to listing steps for solutions. 
After the eva]l1ati.on has been completed and 
analyzE':o, the facility administration will then 
need to develop a plan to correct deficiencies 
and/or upgrade performance levels. 

5. The specific measuring tools for gathering 
il1forI!lation should be developed by each 
facility. Since many areas are suhjective in 
nature, requiring juvenile input (i.e., feelings 
or personal $afety, feelings of satisfaction 
with the fClC"'il.i.ty, with the counselors, etc.), 
sensitive questionnaires guaranteeing anonymity 
should be deveJoped. 

Etlrctlve [)ale 
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OBJECTIVES 

Security/Control 

Humane Treatment/ 
Life and Safety 

HUmane Treatment/ 
Health 

Humane Treatmentl 
Programs and Services 

Sample Juvenile Training School 

corrections Performance Monitoring 
Procedures 

PER FORNANCE 
NEASURED 

1. Escape 

2. Unusual Incidents 

3. Institutional Abuse 

4. Facility Atmosphere 

5. Overcrowding 

6. Safety/Emergency 

7. Fire Safety 

8. Sanitation/Hygiene 

9. Physical Health Status 

10. Mental Health Status 

11. Food Services 

12. Counseling 

13. Education 

14. VocaUonal 

15. Recreation 

16. Librdry 

17. Religious 

18. Citizen/Community 
Involvement 

RECOMNIlNDED 
MEASURES 

1. Escapes 
Average Population 

2. Number of Unusual Incident 
Reports/Month 

3a. Physical Abuse (Documented) 
Average Population 

3b. Mental Abuse (Documented) 
Average Population 

4a. Percentage of Juveniles Who Feel 
Safe in Person/Property 

4b. Dissatisfied Juveniles 
Total Population 

Sa. Number Juveniles Days Spent in 
OvercrO\;ded Conditions 
Total Number of Juvenile Days 

5b. Number Juveniles in Single Rooms 
Average Population 

6a. Number of Injuries Per 50 Juveniles 
6b. Number of Injuries Resulting in 

Hospitalization 

7a. Number Fire Related Deficiencies 
All Possible Fire Deficiencies 

7b. Number of Fires in Facility/Year 

8a. Number of Cleanliness Deficiencies 
All Possible Deficiencies 

8b. Number Serious Health Hazarda 
Possible Hazards 

9a. Number of Hospitalizations 
9b. Number of PhJ:!!ical El<aminations 

Total Population 

lOa. 
lOb. 
lOco 

10d. 

Number of Suicides 
Number of Attempted Suicides 
Percentage of Juveniles Asking for 
Medication to Relieve Mental Distress 
Percent of Juveniles with Symptoms of 
Mental Distress 

11a. Juveniles Satisfied with Amount and 
Preparation of Food 
Total Population 

11b. Written Menu Plan/Balanced Diet 
Meeting FDA Standards 

12a. Number of Staff Hours Spent in 
Counseling 
Number of Juveniles Counseled 

12b. Dissatisfied Juveniles 
Total Population 

13a. Number of Juveniles Educationally 
Diagnosed 
Total Population 

Db. Number of Juveniles Attending Education 
Program 
Total Population 

14. Numbe): of Juveniles in Vocational Training 
Total Population 

15. Number of Hours Spent in Physical Recreation 
Total Number Hours Recreation Provided 

16. Number Hours Spent Using Library 
Total Number Hours Service Provided 

17a. Humber and Types of Religious 
Services Available 

17b. Percent of Population Using Services 

18a. Number of Volunteers Per 10 Juveniles 
18b. Number of Community Resources/ 

Programs Used 
Total Number of Available Services 

(These monitoring procedures have been adapted from Measuring Prison Results, Hays to Monitor and Evaluate 
Corrections Performance, a publication of the U.S. Department of Justice, National Institute of Justice, 
1981.) 
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1.9 2 JUVENILE TRAINING SCHOOLS 

Chapter: Related Slandlmls: 

ADMINISTRATION, ORGANIZATION ACA: 2-9022 
AND MANAGEMENT 

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

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

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

A. Statute: A law enact.ed by a representative 
legislative body and set forth in a fo~~al document. 

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

III. PROCEDURES: 

A. Counsel AvaiJabi lity: The office of the ste.te/ 
County/City Attorney is available for advice, 
consultatjcr. and/or representation to the Chief 
Administrator and other staff for any or all: 

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

2. Court decisions. 

3. Offender rights issues. 

P. ~eg~~~9vice: Consultation is available on: 

1. Policy information. 

2. Court requirements. 

3. Operational matters. 

C. Fcsuests for Legal Assistance: Requests for legal 
assistance Illery be n:ade verbally or in writing to the 
Chief Administrator or the parent agency. All 
requests must be accompanied with adequate backsround 
information and/or snPForting documents to explain 
the need for assistance. 
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ADMINISTRATION, ORGANI- Legal Assistance for 
ZATION AND MANAGEMENT Director and Staff 1.9 f:lll!? 2 

D. Evaluation of RequE'E'ts for Legal Assistance: The 
parent agency shall provide appropriate 
representation t-o all staff members of the facilit.y 
who are legjtjmCltely conducting their respective 
duties. Should substantial evidence indicate the 
staff member's conduct was negligent, illegal or 
intentionally outside I:iE'/her scope of authority, 
legal rep::t:!sentation may be denied. If a staff 
member is denied legal representation, written 
deci8ion shall be provided by the state/County/City 
Attorney, including the reaso!, fer thE' oed sian and 
right of appeal information. 

E. Channels of Communication: Facility staff shall 
direct all requests for legal advice or 
representation to the Chief Administrator. A.1] 
requE'sts shall then be forwarded to the office of the 
State/County/City Attorney ,,]ong with the Chief 
Administrator's comments and recommena~tions. 

Efh"::tlve Dale Approve,f B~': j 

of 2 
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1.10 5 JUVENILE TRAINING SCHOOLS 

Ch2Pt.er: ReI:.aled Sl2ndJUds: 

ADMINISTRATION, ORGANIZATION ACA: 2-9024, 2-9025 
AND MANAGEMENT 

Subject: NAC: In. M"""l, 1.11 

Relationships with Public, Media 
and Other Agencies 

I. POLIC!: To promote an uxlderstanding of the faci:i.':'-,-l'· s 
philosophy and goals, a public information program shall 
be developed. AI] facility staff shall strjvE" t-o n:aintain 
integrity and credibiJjty with the general public and with 
those persons and organj7at~ons legitimately involved with 
the facility. 

II. DEFINITION: None. 

III. PROCEDURES: 

A. Coordination of COIIlIIlunication: The Chief 
Administrator is designatec c~ t~e facility's public 
information officer. The duties of the office shall 
include: 

1. Written Communication: 

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

b. Correspondence Records: Recording all 
incoming and out going exe' .. ' .. ..: 
correspondence and copies of the 
correspondence. 
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ADMINISTRATION, ORGANI-lrelationshiPs with 
ZATION AND MANAGEMENT Public, Media and 

Other Agencies 
1.10 ~ 

.., 
.. ':.. 

c. Routing Method: Informing appropriate 
officials of appJicable correspondence. 
AIJ replies to requests for information 
shall be answered unless some question 
about the vaJjcity of the information or an 
individual's right of privacy exists. 
Those requests may be referred to 'the 
office of legal counsel. 

Verbal Communication: 

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

(1 ) 

(2) 

( "" -'I 

Preserve the juvenile's indivic'tw.l 
right of privacy. 

Portray a factual picture of the 
facility. 

Ensure that representatives of the 
nev;E; mE'dia are aware of and foJ 10\" 
security restrictions. 

b. Media Statements: New:? statements on 
legislation or goverr.menr policy affecting 
juvenile corrections or function of the 
conmmni ty arf" the responsibility of the 
pm:ent agency. The Chief Administrator and 
j!'PSiE ,It Administrator have aut.hority to 
~0~~€r.t on daily operations. 

c. Contact with the Public: Staff contact 
with the public is expected to be conQucted 
with profe:?sionalism. All staff shall 
receive special trll.ining to ensure prompt, 
courteous and correct- responses to 
inquiries. This training shall include: 

(1) The Right of Privacy Act. 

(2) "ublic information legislation. 

(3) Approved teleprone procedures. 

(4) Rasic ifJl:ltruction in policies relating 
to contact with the puhJic. 

2 01 5 
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ADMINISTRATION, ORGANI- Relationships with 
ZATION AND MANAGEMENT Public, Media and 1.10 ~ 3 

Other Agencies 

d. Release of Official Information: 

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

(2) All official information and press 
releasEs referring to parent agency or 
facility policy, programming, or 
conditions shall be issued only by the 
p&rent agency or a person specifically 
~uthorized by the parent agency. 

B. *Parental Involvement: 

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

2. Visiting: Regular visiting hours nre 
established, but special arrangements may 
be made with the Chief naministrator or 
Assistant l\cministrator' s approval. 
Visiting hours shall be posted in a 
prominent place in the visiting area. 

'., 

4. 

Telephone/Mail: Policies for use "f 
telephone and mail encoura~e parental 
involvement. 

Open fious€.: The facility shall have an 
open-house annually, to which parents and 
the general pub] i c \d 11 b~ invited. Tours, 
informational programs and access to 
supervisors and staff t'hel1 be made 
avail<:lbJ.E!. 

"'l'he: term "pa:rents" shall ilJclude gU2rcUa.ns. 

of 5 
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. ADMINISTRATION, ORGANI- Relationships with 
1.10 4 

ZATION AND MANAGEMENT Public, Media and P:tge 
Other Agencies 

C'. CC'n'ITlun i cation standards = 

J. All public statements should agree with 
policies approved by the parent agency Qnd 
be confined to areas of direC't 
responsibility. 

2. Juveniles may not be intervjewed or 
photographed for news coverage connected 
wi th their delinqr:e!'cy charges. 

3. Juveniles may be inte~viewed or photo
graphed fe!.' news coverage of the facility 
programs, with the signed conserlt~ of the 
jt1"eni]e and his/her parent/guardian and 
attorney. 

4. No personally ic1€'!1t:ifying information on 
juveniles or their charges may be given to 
the I11E"<'lj a unless modified by state la\,l. 

D. TourlE: !r: ~ccordal1ce with the established ---policy, the following specific procedures are 
required for tours: 

1. Approval shall be given by the Chief 
Administrator. 

... 
L.. 1: c1N~j gnated staff person will. conduct 

approved tours. 

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

4. Tours will be limited to a schedule that 
provides the 1 E"2st :!..ntf:l"ference to the 
operations of the facility. 

5. Tours will exclt,de I':l.incn", I as determined by 
state la\,l. 

E. ConmlUnity Education: Staff of the fac5JHy 
shall partic.:1pate-in informat1()J;al l,rosraIT!s for 
the general public to Improve the cornmuni ty' s 
understand.ing of tJ-oE' mjssion, goals, and 
prognlftiS of secure residential care, to provide 
? channel for community input, to rE!cruit 
volunteers, ana. to develop corrununity support. 

of 5 
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Relationships with 
Public, Media and L 10 P:lge 
Other Agencies 

1. A committee of staff persons shaJ] 
coordinate the program by arranging 
speaking engagements with schools a.nd 
community organizations. 

5 

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

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

Appro\'ed Br: 

oC 5 
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Chapt.er: Rd:ated Sbndnrds: 

ADMINISTRATION, ORGANIZATION ACA: 2-9018 
AND MANAGEMENT 

Subject: NAC: 4.44 
Supervision of Service 
Providers and Visitors 

1. POLICY: Zl.ll service providers, juvenile faml.ly members 
and other visitors who are in areas permitting contact 
with juveniles, are at all times to remain under the 
continuous supervision of' a facility staff member. 
Attorneys, ombudsmen, clergy and medical personnE'l sha.ll 
have private coromunicat.ion access to juveniles. 

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

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

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

III. PROCEDURES: 

A. Service Providers: Servic:E' providers are 
accountable for whatever materials, tools, etc. they 
bring into the facility. such personnel shall be 
::mpE'.·nrised constantly by the facility staff. The 
exception to this rule is when such personnel are in 
a locked area; facility staff then are responsible 
for letting service providers in and out of that 
area. At no time are any of these individuals 
permitted to handle facility keys. 
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ADMINISTRATION, ORGANI- Supervision of Service 
ZATION AND MANAGEMENT Providers and Visitors 1. 11 P:1ge 2 

L. ":t.;ve:nil~_'.s Yisi tors: WheTJ a ~ vl.-er i] e 's 'V j S1 tors 
are inside the vestibule duCJ., tr.ET ere to remain 
under the constant visual supervision ()f the facility 
sr('lf.f member. Supervision, in this EenS6, means 
periodic visual CPE'd:f! :',rt1:o the visiting room 
(constant visual contact in the dining roonl), c:r,Q 
constant visual observation of the door into tre 
corridor. WhE'IJ tIl(: "\.ri £5 r('r is an attorney, however I 
no supervision is penni ttE.d. 

C. Peace O:~i("'er::: and Transpo,rtatiol! Persollnel: 'l'he 
above procedures also apply to peace 0:f£ic61'8. '!'PE'Y 
will not, however, be allowed beyond the vestibule 
door with firC:Clx1nE, C'lT'IJ1unition, chemical agents, cr 
riot c-cr.trol equipment. This gear must be 
surrendered to faciJ5.ty st.c:fi and secured: 

1. For the firearm, the bp J Jetf; a1:'€; to be removed 
and plDCE:.;Q ln a container designed for tk,t 
purp()sE::: in the ndministrative office; rpE. 
cylinder is to be opened ar.e. officer's handcuffs 
are to be locked through the: cm;er carriage. 

;(. '1'he aLc.'ve eOl.:'iprr.ent, plus any chemical USEd for 
security purpOF'es, baton, etc., are to be locked 
in a file drm·rer deslgned for that purpose in 
the administrative office. 

D. Except in a :dot situation where a juvenile has 
obtained a p.roj8ctiJp. firing weapon, and then crly 
upon the approval of t~e Chje.f Administrator, no 
fj rE'C'.rn 0:::- riot control equipment is to COni€ l::elTond 
the vestibule door. Under no circumstances will 
approval be granted for admission of chemical agents 
usee for security purposes. 

E. Issue Q:f Identification Cards: J.D. cards may be 
issued by the Assistant Administrator after receiving: 

1. roO, comp] eted application form listirlg all 
informat:j OIl re~.c'ViiJlt to the program or service 
offered. 

2. Approval by the appropriate supervisQrs emet/c.r 
the Chief Administrator. 

or L! 
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, ADMINISTRATION, ORGAN 1- Supervision of Service 
ZATION AND MANAGEMENT Providers and Visitors 1.11 ~ 

J. wri tten agreement tram thE: provider to abide by 
the; 

a. RuJps ('If ('cnduct expected with juveniles. 

h. Code of ethics requirement. 

3 

c. SE'('urity and disciplinary procedures of the 
facility. 

4. IdeliUficaticn cards shall: 

a. Display the photograph of the service 
provid€:r. 

h. J.ist: name, address, assignment, work 
:c:<h:dule, and social security number. 

c. list section sponsoring the service 
prOVi0E'r ar.a cOll'lact person for that 
section. 

d. Be valid for 0!le year or until completion 
of thE' C'~signmel1t. 

e. Display the Chief Administrator's 
signature. 

B. Card Disbribntion: Notification of approval by the 
Assistant Administrator of all part time providers 
shall be made to the: 

1. Chief AC'mjnistrator 

..... Control Center 

3. Front Entrance 

4. Spcnsoring section 

!'. Section Chief 

6. Service Provider 

C. Fec~rds: The Office Manager sbaJ 1 maintain a fj Ie 
of both: 

1. A <.:urrent list of all valid carel-,cleers. 

2. A list of cxpir~d or invalid cards. 

of 4 
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D. Supervision of Part Time Agents: Identification 
cal'ds authorize service providers to proceed through 
thE~ facility under minilnaJ staff supervision and 
direction. 
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JUVENILE TRAINING SCHOOLS 1.12 1 

Chapter. Rd:ated St:andards: 

ADMINISTRATION, ORGANIZATION ACA: 2-9190, 2-9197 
AND MANAGEMENT 

SUbject: NAC: 1.126, 2.31 
Monitoring and Reporting Abuse 
and Neglect 

r. POLICY: To ensure the safety of the juveniles in the 
facility, all suspected incidents of child abuse or 
neglect shall be reported immediately to the statutorily 
c1esigrated authority. If la"T permits, the facility 
Chief Administrator shoJI initiate a thorough 
investigation and administer appropriate disciplinary 
actions that may include suspension, dismissal and/or 
crj nd naJ prosecution. 

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

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

III. PROCEDURES: 

A. child Abuse Notification: Any person who has 
reasonable cause to suspect "child abuse or neglect" 
shall taye appropriate action as outlined by state 
statute. 

1 
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CHAPTER 2 

FISCAL MANAGEMENT 

COMMENTARY 

This chapter encompasses 

American Correctional Association Standards 2-9037 through 
2-9056 

National Advisory Committee Standards 4.4 

describing basic fiscal requirements. 

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

Good fiscal management requires complete and accurate 
recordkeeping. 
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JUVENILE TRAINING SCHOOLS 2.1 2 

Chapter. Related Sl:uldan:is: 

ACA: 2-9037 - 2-9040 
FISCAL MANAGMENT 

SUbject: 

Fiscal Responsibility and 
Budgeting 

I. POLICY: The Chief Administrator has responsibility for 
the facility fiscal policy and shall develop accounting 
procedures that conform to the mandates of the parent 
agency and applicable statutes and jUdicial rulings. 
Fiscal policies shall be directly related to and 
coordinated with the goals and objectives of the 
facility program plan and will act as a guideline to 
improve program efficiency and measure goal achievement. 

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

A. Budget: Gu5.delines for estimated revenues and 
expenditures. 

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

III. PROCEDURES: 

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

1. Staff needs for each section. 

2. Needs for capital improvements. 

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

4. Travel and staff training needs. 
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FISCAL MANAGMENT land Budgeting 2.1 P:lge 2 

B. Budget Submission: The Chief Administrator shall 
submi t a \'lri tten facility budget to the parent 
agency six months prior to beginning a new state 
budget cycle. Detailed evaluations and 
justifications should be included in the budget 
submission and the Chief Administrator should be 
prepared to meet with the parent agency, in the 
beginning of each fiscal cycle, to discuss any 
portion of the report that needs further 
clarification. 

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

D. Budget Revision: When appropriate, the Chief 
Administrator shall submit a request to the parent 
agency for budget revision. Detailed evaluation and 
justification should be included in the request. 

Approved B,.: 

of 2 
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5 JUVENILE TRAINING SCHOOLS 2.2 

Chspter: Rd2ted Sl:andards: . 
FISCAL MANAGEMENT ACA: 2-9042 - 2-9045 

Subject: 

Accounting for Appropriations 
& Expenditures of Funds 

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

A. strict recording and receipting of all funds. 

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

C. Disbursement of funds for approved goods or services. 

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

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

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

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

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

III. PROCEDURES: 

1. Cash receipts shall be: 

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

b. The Office Manager shall verify the accuracy of 
the records and case received and provide the 
business office with a receipt for the funds. 
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FISCAL MANAGEMENT 
Accounting for 
Appropriations and 2.2 P:16e Expenditures of Funds 

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

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

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

B. Disbursements: 

1. The business office shall match the purchase 
order to the vendor's invoice. Prior to 
submission for paymenj::, the following details 
shall be checked for completion and accuracy: 

a. Name of section making request. 

b. Name and complete address of vendor. 

c. Description of each item. 

d. Number of units ordered for each item. 

e. Unit price for each item. 

f. Extension price (Quantity x item). 

g. Invoice and purchase order total is in 
agreement. 

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

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

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

k. Vendor's invoice number, if available. 

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

2. The business office shall assign the appropriate 
general ledger account number to each invoice. 

2 of 5 
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Accounting for 

2.2 FISCAL MANAGEMENT Appropriations and 
~ Expenditures of Funds 

3. Invoice and supporting documentation shall be 
forwarded to fiscal authority for payment. 

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

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

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

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

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

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

E. Staff Payroll: 

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

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

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

c. All overtime shall be authorized on the 
time sheet/card by the Assigned 
Supervisor. Overtime will be paid in 
quarter hour increments, rounding up or 
down to the nearest fraction. 

3 of 5 
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FISCAL MANAGEMENT 
Accounting for 
Appropriations and 2.2 P':Iie Expenditures of Funds 

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

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

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

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

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

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

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

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

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

4 or 5 
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Expenditures of Funds 

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

REQUEST FOR PETTY CASH FUNDS 

DATE: AMOUNT: ------------------------- -----------------------
FOR: ______________________________________________________ ___ 

CHARGE TO ACCOUNT NUMBER: -------------------------------------
APPROVED BY: RECEIVED BY: ----------------- -----------------



FACILITY 

seCTION 

OELIVEII.ED TO ADOII.ESS 

DATE 

NAME r-
AN\) 

ADOII.ESS 
Of 

VENDOR 

.L 
INVOICE 
:<UMBER 

• ., 
j 

ruNO SECTlON 

.-Y'PROVl:O 
!Y PURCHASING 

,-Y'PROV1:0 
BY PAIlENT AGENCY 

SAMPLE JUVENILE TRAINING SCHOOL 
CONFIRMING PURCHASE ORDER 

DIRECT PAY 

PLEASE USE TYPEWRITER 

~ 

oescrumON QtJAMlTY 

A1.LOTllfErfT CHARACTER 
AN\) OBJECT 

IUlCEIV1!D 
BY 

AUTHORIZED 
BY DIIlECTOR 

FINANCE AND VENDOR 

IlEQUIS'TIOr<EO OY 

CDM'lnMEO DY PURCHASI~ 

NAMl! lOO OI'.TE 

UNIT PRICE !'.MOUNT 

-"."OUIlT FOR e.~CH 
."LLOT~IE~ , 

OI'.TE 



----------- ~---------------------

Sample Juvenile Training School 

PURCHASE REQUEST 

(TO BE TURNED IN TO THE BUSINESS OFFICE) 

Staff Member: ----------------------------------------
Unit 
Measures 

Date Submitted: 

Quantity 

To be filled out by Business Office: 

Date Received: 

Item Requested 

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

Suggested Vendor 

Director 

Problems with Order (if any): ----------------------------------
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~ JUVENILE TRAINING SCHOOLS 2.3 2 

Chapter. R,daled SWidlllf'dJ: 

FISCAL MANAGEMENT ACA: 2-9056 

Subject: NAC: 4.4 

Juvenile Fund Accounts 

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

II. DEFINITIONS: As used in this document I the follo\>linc; 
definition shall apply: 

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

III. PROCEDURES: 

A. Collection: 

1. All money in the possession of a juvenile at 
the time of admission shall be taken by the 
admitting staff member, counted in front of 
the juvenile, placed in an envelope which is 
then sealed, dated ana Ej~nea by both the 
supervisor and juvenile. A juvenile fund 
accoun't sheet shaJ,l be filled out at that 
time and placed in the appropria~e file in 
the ad~inistrative office, and noted in the 
appropriate section on the inventory of the 
juvenile's personal possessions. 

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

B. ~ecuring Funds: Juvenile funds shall be given to 
and maintained by the business office. These funds 
will be held in a secure area. The Chief 

__ Administrator shall limit the amount of funds kept in 
the facility. Any amount over this limit shall be 
placed in interest-bearing accounts. These funds 
will be deposited in a bank. 
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C. Transactions and Pu.rchases: All juvenile fund 
account transactions must have the approval of the 
Assigned Supervisor and shall be entered on the 
fund's account. 

D. Closing Accounts: When a juvenile is released 
from the facility, all money, minus authorized 
expenditures, shall be returned to the juvenile. 
The juvenile shall sign a receipt for the funds 
received, and t.he juvenile's fund records will be 
placed in their permanent case record file. 

E. Monthly Accounting Report:- At the beginning of 
each month, the Assigned Supervisor shall verify the 
mathematical accuracy of all entries on the juvenile 
fund account sheets and will issue a statement to 
each juvenile showing the status of their individual 
account. He/she shall prepare a juvenile fund 
account report, which compares the balance with cash 
on hand, and shall submit the report to the Chief 
Administrator no later than the fifth working day of 
the mont.h. 

Eftt~ve Onll! 

01 2 
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JUVENILE TRAINING SCHOOLS 2.4 2 

Chapter: Related Sl'md:uds: 

FISCAL MANAGEMENT ACA: 2-9053 

Subject: 

Juvenile Benefit Fund 

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

II. DEFINITIONS: None. 

III. PROCEDURES: 

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

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

2, Profits from the commissary. 

3. Fund raising activities. 

4. Other sources approved by the Chief 
Administrator. . 

B. Receipts and Expenditures: 

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

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

C. Use of Fund: 

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

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

3. To provide for campus-wide activitieEl whjch 
would enhance programming goals of the 
institution. 

2 

4. As a short-term, interest-free loan to meet 
i.ndiviCll1al or group emergency needs which are 
outside the realm of agency expenditures. 

Enl'o::tive Onle Approved B~·: 

of 2 
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JUVENILE TRAINING SCHOOLS 2-:5 3 

Chapter. Related Sta.nd2l1h: 

FISCAL MANAGEMENT ACA: 2-9045, 2-9046, 2-9048 

Subject: 

Internal Control and Monitoring" 
of Accounting Procedures 

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

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

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

C. Independent audits of fiscal activities conducted 
annually. 

II. DEFINITIONS: None. 

III. PROCEDURES: 

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

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

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

a. Issuing receipts for all funds received. 

b. Requiring receipts and documentation for 
all facility funds passed from one staff 
member to another. 

c. Physically transferring funds to the bank 
daily. 
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FISCAL MANAGEMENT 
Internal Control and 
Monitorin~ of Account- 2.5 
ing Proce ures 

E. Signature Control of Checks: The ChiE"f 
ACIJ'Iird strcjtor or his designees are the only 
persons authorized to sign checks. 

P:lae 

C. Annual Accounting P€port: An annual report of 
accounting procedures 8haJI be prepared by the 
Chief Admi.nistrator for submission to t.he parent 
agency and shall: 

1. Lj. st receipts, disbursemE?nts and balances for 
each segment of the facility accounr. 

2. Explain any problem areas. 

D. Internal Audit.s: A review of fiscal activity shell 
be conducted quarterly with reports prepared by the 
auditor. 

2 

1. A report of findings specifically related to the 
follo~rj 1'g shall be forwarded to the Chief 
Administra.tor: 

a. Compliance with parent agency policy for 
fund cont.ro] .. 

b. Compliance w'ith facility policy for'Eund 
control. 

c. Accuracy of funds compared \vi th records. 

2. The Chief AOIJ'lir.istrator shall review the report 
and forward one copy to the parent agency. When 
appropriate, suggestions for improvement or 
corrective action shall be giver. to the 
Assistant Administrator. 

E. External Audits: A review of fisced activity shall 
be conducted regularly by an independellt auditing 
body. Detailed reports shall be provided to the 
parent agency and the facility Chief Administrator. 
These audits shall examine: 

1. I,evel of compliance with standard fiscal 
procedures. 

2. Level of compliance wit.h the parent agency's 
requirements. 

3. Level of compliance with legislative 
n."'1uirements. 

of 3 
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Ii ng: Procedures 

F. Audit Schedule: Present legislation recommends 
external, annual audits and mandates an external 
audit within a three year interval. 

F ] 
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JUVENILE TRAINING SCHOOLS 2.6 3 

Chapter: ReJaled Slandard$: 

FISCAL MANAGEMENT ACA: 2-9041, 2-9050 

Subject: 

Inventory Control 

,--" 

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

II. DEFINITIONS: None. 

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

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

1. Storerooms shall bE' inventoried on the last day 
of eac:h calendar month. This process shall be 
simplified by regular use of bin cards located 
in close proximity to the stocK .item. 'I'his card 
contains a chronological record of an item on 
hand, fiB Fe]l as items received, issued and 
balanceC'. Typically storeroom items include: 

a. Food supplies. 

b. Stationery. 

c. Cleaning supplies. 

d. CIC'thing. 

e. Standard items used by the Building 
Supervisor such aR plumbing and carpentry 
supplies, tools and similar items. 
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FISCAL MANAGEMENT Inventory Control 2.6 P:lge 2 

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

a. Description. 

b. Loca'tion. 

c. Responsible supervisor. 

d. Purchase date and acquisition price. 

e. Current value. 

3. Equipment with current values of $1,000.00 or 
more shall be inventoried ~y the Chief 
Administrator's office at least annually. 
Records of this property shall be maintained 
in the administrative office and shall contain 
the information listed in section 2a through e 
above. The records shall also include: 

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

(1) Air conditioner compressors. 

(2) Boilers. 

(.3) Commercial ovens. 

(4) Dining room serving tables. 

4. r-lajor property shall include buildings, plant 
facilities and land. Records and descriptions 
of this property shall be maintained in the 
administrative office. 

B. Inventory Assignments: Staff shall compile 
inventories in accordance with the followjng 
schedule: 

of 3 
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l. 

2. 

3. 

4. 

Responsible 
Items Staff Member Schedule 

Storeroom stock Food Service Supervisor Monthly 
& Building Supervisor 

Equipment, Fur- Each Assigned Annually 
nishings Valued Supervisor 
over $200.00 

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

Major Property Assistant Admin. Annually 
for Management Services 

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

1. A listing of items not located. 

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

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

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

EIh"::tivc! mlC! 

of 3 
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JUVENILE TRAINING SCHOOLS 2.7 2 

Chapter: ReJ:ated Sl2ndard.$: 

FISCAL MANAGEMENT ACA: 2-9051 

Subject: 

Procurement 

I. POLICY: A procurement process shall be developed for 
fair and impartial bidder selection. The method shall 
encourage the participation of qualified competitive 
bidders who are able to meet the requirements for 
supplies, equipment or services. 

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

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

III. PROCEDURES: 

A. Procurement: All purchases shall be accomplished 
by: 

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

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

B. Bid: 

1. The Purchasing Agent shall be responsible for 
posting public notices inviting bids and 
providing prospective bidders with copies of 
the plans and specifications. To facilitate 
competitive bidding among responsible bidders, 
the Purchasing Agent may require a refundable 
certified check or bid bond with each bid. 
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2. Any prospective bidder who believes any part of 
the plans, specifir,ations or invitations to bid 
are unclear or are in need of modification 
shall call such problems to the attentiol) of the 
Purchasing Agent who will initiate appropriate 
action. 

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

4. The Purchasing Agent shall return all bid 
deposits, certified checks specifications and 
plans of the unsuccessful bidders within five 
working days of contract award. 

C. Opening of Bids: 

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

2. At the time of opening bids, the Purchasing 
Agent shall note for the record any objections, 
criticism or challenges made, and the Chief 
Administrator shall review them prior to 
contract award. 

D. Award of Contracts: The Purchasing Agent shall 
award the contract as soon as practical, but within 
30 days after the opening of bids. Award will be 
made to the lowest, responsible, qualified bidder. 
This requirement, however, may be waived after 
submission of a statement to the Chief Administrator 
and parent agency indicating the reasons for 
objection to the lowest bidder. Contract awards 
shall be publicly posted. 

of 2 



SAMPLE JUVENILE CORRECTIONS FACILITY 

PURCHASE REQUISITION 
DATE 

semoN 
SPACE RESERVED FOR PURCHASING AGENCY 

-------------
Proposal No. I AcUon ~ Dinxtor 

Price Inquiry Date 

Bid Opening Date 
DESTINAnON 

Purchase Order No. (FOR DELIVERY TOI 

Purchase Order Date 

QUANTITY DCSCRIPTION (TO BE TYl'1:D OR PRIN'IID) PRlCE VENDOR 
REQUESTeD 

I 

I 

VALUE ESTIMATED BY REQUlSmONlNG SECTION S _____ _ 
$ ____ _ 

SPEGAL REQUESTS AND/OR SUGGESTIONS BY REQUlSmONlNG Ft,CIL.lTI' TO BE SHOWN ON REVERSE SIDE 
• ACCOUNTS CHARGEABLE REQuismoNEO BY 

fUl'Il) FACILITY AllOT ACT. PROJECT. JOB CHAAACTER AMOUNrFOR 
EQUIP. :->0. ,>.NO OBJECT EACH ALLOTNENT 

Pt;RCHASE ."UTHORIZED BY Pl!RCH.'<SI1'<G AGE~T 

.... PPROVED BY DIRECTOR 

ALL CONFIRMING REQUISITIONS MUST BE ACCOMPANIED BY VENDOR'S -\PPROVED BY PARENT "GENCY 

INVOICE OR SALES TICKET, PROPERLY SIGNED, AND SHOWING ALL 
TERMS OF THE PURCHASE. 
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0 

Chapter. Related Sl3nd.anis: 

FISCAL MANAGEMENT ACA: 2-9047, 2-9049 

Subject: 

Position Control & Procurement 
of Community Program Services 

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

II. DEFINITIONS: None. 

III. PROCEDURES: 

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

1. Total number and type of posit~ons filled. 

2. Total number of vacancies. 

3. Total number of positions authorized. 

B. Reconciliation: The Chief Administrator shall 
compare the actual payroll records with the listing 
provided by the Office Manager. This comparison 
shall ensure: 

1. All positions are authorized officially. 

2. Attendance, payroll and personnel records match. 

3. Funds are available to meet the payroll costs. 
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Program Services 

C. Purchase of Community Services: Some services are 
not available in the facility and should be 
contracted from appropriate community sources. 
Non-profit or governmental organizations shall be 
given first consideration in procurement of such 
services, which may include: 

1. Medical care. 

2. Religious activity. 

3. Educational programming. 

4. Vocational training. 

Enf'ctive D~lIe Approved S,": 

2 of 2 
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JUVENILE TRAINING SCHOOLS 2.9 2 

CJ12Pter. Rel:aled St.:lndllll1is: 

FISCAL MANAGEMENT ACA: 2-9052 

Subject: 

Insurance Coverage 

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

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

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

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

III. PROCEDURES: 

A. Accident Reporting: 

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

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

a. Time and date of loss or injury. 

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

c. Description of how loss or injury occurred. 
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d. Description of property loss or damage. 

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

B. Worker's Compensation: Benefits are available to 
staff injured in the course of duty and information 
is available in the administrative office. 

f 
Approved B~': 

or 2 
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JUVENILE TRAINING SCHOOLS 2.10 2 

Ch:apler. Related Standl!1'ds: 

FISCAL MANAGEMENr ACA: 2-9054, 2-9055 

Subject: 

Juvenile Canteen Accounts and 
Audits of the Account 

I. POLICY: Controls shall be maintained over canteen 
operations and regular accounting procedures are to be 
followed. Juveniles shall ha~~ the opportunity to obtain 
miscelJ.aneous items not normally provided by the facility. 

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

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

III. PROCEDURES: 

A. Canteen Transactions~ 

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

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

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

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

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

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

B. Transactions with Vendors: 

1. Each week the Assigned supervisor checks 
canteen stock and determines order quantities 
for items in 10'" supply. 

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

3. The Assigned Supervisor shall complete 
order forms supplied by vendors listing items, 
quantities, unit prices, total prices and 
discounts. 

4. When deliveries are made, the Assigned 
Supervisor will check the goods against the 
packing list and sign for the delivery. 

5. Deliveries from vendors she,ll be placed in the 
canteen and kept separate from inventory. The 
Assigned Supervisor shall, again, check the 
order against th~ packing list before the goods 
are added to inventory. Shortages are reported 
to the vendor for corrective ac~ion. 

6. Invoices shall be forwarded to the Business 
Office. 

7. Checks are issued for each vendor from the 
canteen account. 

C. Monthly Bank Statement: The current monthly bank 
statement for the canteen checking account is 
reconciled against the canteen ledger by the business 
office. 

D. Canteen Audits: Internal audits shall be conducted 
quarterly by the business office. 

Approved Br: 
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CHAPTER 3 

PERSONNEL 

COMMENTARY 

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

statutes and regulations related to personnel administration 
vary widely from one jurisdiction to another. These 
guidelines are published with the expectation that, while 
being used in conjunction with an extensive personnel 
manual, jUdicious use will require revision to conform with 
local conditions. 
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Policy Number Pages 

JUVENILE TRAINING SCHOOLS 3.1 5 

'Chapter: Related St:a.nc!ards: 

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

Subject: NAC: 1. 4, 1. 41 
Personnel Selection, Retention 
and Promotion 

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

II. DEFINITIONS: As used in this document, the followi~g 
definition shall apply: 

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

III. PROCEDURES: Procedures that shall be fcllc"Tec1 by 
hoth the Chief Administrator and Assistant Administrator 
include: 

A. Personnel t1anagement Principles: The essential 
components are: 

1. To determine and develop an effective 
organizational system. 

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

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

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

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

2 

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

8. To aggressively pursue an affirmative action 
program which recruits persons who might not 
othenv~se seek employment with the facility. 

9. To maximize job satis~action and involvement on 
the part of each staff member by encouraging 
individual decision '.naking and involvement in 
establishing policies. 

B. Employment Prospec~ing: The Office Manager shall: 

1. Receive job applications and maintain files for 
each job description. 

2. Contact names on register for interest in 
employment. 

3. Arrange employment interviews with the Chief 
Administrator. 

C. Staff Selection and Promotion: 

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

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

3. Lateral entry into the facility shall be 
permissible at all levels. No section shall 
initiate or allow any practice which will 
restrict selection or promotion of qualified 
st.aff from outside the section. 

4. Salary levels and employee benefits for facility 
staff shall be competitive with other parts of 
the juvenile justice system, as well as with 
comparable occupational groups in the private 
sector. 
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PERSONNEL 
Personnel Selection, 3.1 3 
Retention & Promotion P:lse 

5. Staff members mu~t. be able to demonstrate that 
they have the skills required to perform 
specific job related tasks. Supervisory staff 
must be qualified professjonals in their fields. 

6. Staff shall be subject to reassignment. such 
changes will be made \\Ti th due consideration of 
the staff member and the needs of the parent 
agency, as well as the facility program. 

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

1. Supervisor of the area that is being hired for. 

2. Senior staff of the same area. 

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

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

E. Physical Examinations: To ensure that candidates 
can accomplish the required duties of the position, 
physical examinations shall be conducted prior to 
employment and the findings and recomwendations of 
the examining physician forwarded to the Personnel 
Offioer. Annual physical examinations including a 
T.B. test are required of all staff to ensure their 
continuing ability to function effectively. ].I.ny 
staff determined by the responsible medical 
authority to be unfit for duty is to be removed or 
reRssigned according to appropriate laws and 
regulations . 
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PERSONNEL Personnel Selection, 
Retention & Promotion 3.1 ~ 

F. Records Check: The names of all prospective staff 
shall be referred to the personnel office of the 
parent agency for background investigation. Eecause 
of the sensitive nature of training school faci
lities, appropriate steps are necessary to ensure: 

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

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

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

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

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

H. Review: 

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

2. Reports of progress and/or major deficiencies in 
the personnel program reviews shall be discussed 
with representatives of the parent agency. 
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Personnel Selection, 
Retention & Promotion 3.1 P3ge 

I. Provisional Appointments: Unusual and/or emer
gency situations sometime rer::lire employment of 
temporary or part-time staff. The parent agency's 
personnel office shall develop rules to govern 
provi.sional appointments within the following 
framework: 

5 

, 
-'-. Selection of provisional staff is restricted to 

persons possessing at least minimum qualifica
tions for the posttion. 

2. Provisional staff shall be provided with 
training, salary, leave accrual, days off and 
other staff benefits enjoyed by regular full 
time staff in the appropriate job category. 
Such benefits shall be prorated for the pro
visional staff ~1orking less than full time. 
Benefits may never exceed those for full time 
workers. 

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

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

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

Appro"~ By: 
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Sample PoUcies lUld Procedures 

Pol.!cy Number Pnge:s 

JUVENILE TRAINING SCHOOLS 3.2 2 

Ch:apl.er: Related St2ndlU'd.s: 

PERSONNEL ACA: 2-9063, 2-9064 

Subject: MAC: 1.4 

Affirmative Action 

1. POLICY: The parent 2qency shall establish and 
implement an affirmative action plan which offers 
equal opportunities to all persons in all phases of 
empJoyment. 

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

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

III. PROCEDURES: 

A. Sex: The nature of some program operations dictate 
th~tt some sex-sensitive job assignments be made 'and 
that some positions be restricted by sex. Each of 
tbese assignments and restrictions shall be fully 
reviewed by the Office of l.,ffirmative Action and the 
local or state egual employment opportunity/ 
affirmative action committee to assure that they 
comply with the bonafide occupational qual~fication 
exceptions recognized in Title VII of the Civil 
Rights Act. 



Chapler 

PERSONNEL 

Subjm Polley /I 

Affirmative Action 3.2 Page 2 

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

F Approved B~': 
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PoUcy Numlm- Puges 

JUVENILE TRAINING SCHOOLS 3.3 7 

Chapter. Rel:aled St:Uld:ards: 

PERSONNEL ACA: 2-9069, 2-9076, 2-9077, 
2-9077 

SUbject: I . f Performance Eva uatlon 0 
MAC: 1.4 

Probationary Staff and Annual 
Perf0rmance Ratings for all Staff 

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

II. DEFINITIONS: As used in this document, th;; follo~d.ng 
definitions shall apply: 

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

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

C. Critical Element: J!. component of a staff member I s 
job that is essential to perform it effectively. 

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

E. Performance Sta.ndards: The level of achievement 
established by the administration for the duties 
and responsibilities of a position. Performance 
standards may inclUde, but are not limited to, 
quality, quantity and timeliness. 

F. Probationary staf~: A staff member who has not 
attained permanent status. 



ClllIlllef Subject Policy /I 

PERSONNEL Performance Evaluation 3.3 P:lge 2 

III. PROCEDURES: 

A. Probationary Period: The probationary period of a 
term of not less than 6 months and more than one 
year extends the assessment and selection process by 
allowing the staff merrber to demonstrate his/her 
capability to perform the duties and responsibilities 
of the positi0i1. During this time, probationary 
staff shall receive an intensi'\re program of job 
direction/skills that will enable them to perform 
effectively. 

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

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

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

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

c. Careworker staff subject to frequent job 
and/or supervisor changes may be rated on a 
simplified form munthly. 
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Performance Evaluatio~ 3.3 P:&ge 3 

3. Proba·tionary Evaluations: The supervisor of 
each probationary staff member must submit an 
evaluative statement no later than the end of 
the last month of the probationary period. This 
signed statement certifies whether the" staff 
member's performance, conduct and general 
character traits have been sar.isfactory. A 
recommendation about the staff member's being 
retained beyond the probationary period shall be 
included in the stateme-nt. The staff member 
shall read and initial all ratings of past and 
present performance. 

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

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

4. Probationary Rights: Failure to meet reason'":"" 
able standards of performance and satisfactorily 
co~plete training shall be a basis for dis
qualifying staff during the probationary period. 
Probationary staff do not h<::.'re t1-e r" ·"~"'t to 
appeal eval~ations. 

B. Performance Appraisals: Perfo~wance appraisals 
shall be implemented by the Chief Administrator to 
encourage the staff to evaluate their o~n work 
habits. Annual appraisals shall be required for 
all non-probationary staff. This system shall 
provide for: 
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Performance Evaluation 3.3 

1. Establishing performance standards that 
objectively and accurately evaluate job 
perforIUClnC'e. 

P:lfre 

2. Communicating to staff both the performance 
standards and the crit.ical. elements to the 
position. 

3. Evaluating staff performance during the 
appraisal period. 

4. Recognizing and rewarding staff whose 
performance warrants it. 

5. Assisting in improving unacceptable performance. 

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

7. Establishing major job elements (critical and 
non-critical): 

a. Critical and non-critical elements are 
the specific projects/tasks which define 
the position. These elements and corres
ponding performance,standards shall be 
COIPJl1tlI1l.cated to each staff member at the 
beginning of the rating period. 

b. Tre jndividual performance standards and 
appraisals must evaluate: 

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

(2) Timeliness of performance. 

4 of 7 



Chaplet" Subject Policy /I 

PERSONNEL Performance Evaluation 3.3 ~ 5 

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

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

2. A service rating must be completed, by the 
supervisor, for all staff who separate, due to 
.l::esignations, retirement, suspensions, dis
missals, military leave I 0:1' transfer from the 
facility. 

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

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

5. After completion of the ser,rice rating, the 
supervisor shall arrange a private intenriew 
with the staff member being evaluated. The 
interview should involve a review of the prior 
se~'vice rating as a cor~,'parison to the service 
rating that has just been completed. The staff 
member's strengths and weaknesses should be 
discussed and he/she should be encouraged to 
express his/hAr opinions. 
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Performance Evaluation 3.3 ~ 

6. After a review and discussion of the service 
rating the staff member will be given an 
opportunity to make written comments before 
signing the rating form. The employee's 
signature does not imply agreement but only 
that the conference was conducted and that the 
staff member read the service rating. If the 
employee refuses to sign, the supervisor should 
note this fact and add any pertinent comment. 

7. Service Rating Descr~ption: The service 
rating contains five elements ranging from one 
through ten points for each element. The 
average of the total points for the elements 
constitutes the service rating score. 

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

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

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

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

Termination of Employment:~ After cOll'.pletion of the 
probationary period, termination or demotion is 
permi tted only for good ca,use and, if requested, 
subsequent to a formal hearing on specific chargef;. 
The hearing will be conducted by a civil service 
conWtission or other career service organizations. 

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

2. If a staff member wants to end his/her position 
at the facility, a minimum of two weeks not-ice, 
in writing, should be given. 

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

Approved By: 
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Sample Juvenile Training School 

Professional Service Rating 

Nama Social Sceurlty Number Division/Area 

SllItus ClesslflcationITltlfII Job Asslgnmilnt 

Rating explanation 
An employee's performance ;s to be rated numerically in each of the following six (6) categories with a score of from 1·10 points. Paints 
awarded in eech of the categories shouid then be totalled In the space provided and divided by Siii io} to arrive at an employee's overall ser· 
vice raling. 

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

Excellent (9-10) Very Good (7,8) Satisfactory (5-6) Fair (3-4) Unsatisfactory (1·2) 

Points 
Awardltd Rotlng Category Remarks 

1. Dapendablllty· Trustworthy and reliable In completing 
assignments; ob:serves policy; meets commitments In 
spite of difficulties. 

2. Quality of Work • High quality Is maintained under 
pressure. Does all parts of job, even new tasks, to high 
standards; work is neat and orderly. 

3. Cooperlltlon • Abld to get aiong with and work nar· 
monlously with fellOW employees; establishes rapport 
with all people with whom there is contact. Able to work 
with supervisor In order to develop as a better employee. 

-
4. Communication Ability. Able to describe and explain 

problems; content and logic is organized. Able to lislen; 
persistent In trying 10 understand others; expresses self 
In clear terms. 

5. Judgment· Decisions are always sound In keeping with 
agency policy. Able to rdact in a crisis and arrive at solu· 
tlons. Consistent in taking correct action. 

6. Favorabla Job Attitude· Looks for, finds and follows 
methods for self·improvement. Consistently promotes 
the agency; is a self.starter; frequently finds imru;.oved 
ways of doing job. 

Total Points Report Period Overall Service Rating 

to 

Goals for Employee 

Degrl'Hl Past Goals HllvG Boan Achieved 



SAMPLE JUVENILE TRAINING SCHOOL 
EMPLOYEE PERFORMANCE APPRAISAL REPORT 

N~e ___________________________________________________________ Date, _________ _ 

Job TItle ________________________ Division Date Employed ______ _ 

Last Appraisal on _____________ _ 

Quality of Work· (Do nor cor.sidc-~ount of work). Is work done correctly and aa:uratcly? Does work meEi the require:! standards of quality? Are erTlm more frequent than 
nonnal at tltis stage of training? 

Work is Clrdessly done Of nOl 
done correctly. Makes c-rors 
frequently • 

Supporting statistics: 

Specific ttaining n=led: 

Work not always accurate. 
Has to be checked fre
quently to get require:! re
sult!. 

I 
Work acceptable. Meets 
nonnal quality standards. 

I 1 
Work is of high quality. 
Makes few c-rors. Work 
can be depended upon. 

I I 
Work is of highest quality. Does 
job exactly as it should be done. 

Quantity of Work-(Do not considc- quality of work). Production: How does production compare with job standards or nonnal? 
Industriousness: How dQC:5 employee apply himself or hc:rsclf to the job? 

I I I I I 
Low production. Takes 
it easy. 

Below nonnal production. 
Wasus time. Requires some' 
pushing. 

Production nonnaJ. Worlcs fairly 
steadily. Does job in reasonable 

A.boveavc-ageproduction. Works 
hard. Steady at job. 

Outstanding production 
and appiicarion. 

martrI<!T. 

Supporting production statistics: 

Ability to Under:stand and FoUow Instructions- Does employee understand instruction? 

Does employee actually do what he or she was told to do? 

I I I I I 
Requires repeated and COllSUU1t in- Needs detailed instructions on .~ery Understands instructions rea- Under:stands and foUows in- Understands with great 
struction. point. Must be reminded of original sonably well. Requires only nor- structions. Rarely has to ease and foUows through. 

instructions. mal follow-up. have instructions I'I:1=ted. Seems to anticipate in
structions. 

Supponingcomments: _____________________________________________________ __ 

Attitude Toward Supervision· What is employee's attitude toward supervision? How does employee =ct to instructions? Does employee cooperate I'illingly? Does ~mplo~ee 
take criticism open·mindecUy? 

Negative feaction to supervision 
and criticism. At times uncoop
erative. 

Not too happy to have contact with 
supervision. Takes some exception to 
criticism. 

J 
Normally cooperative in accep
ting instructions and criticism. 

I I l 
Pleasant and coopc-- FuUv cooperative. Tries to be 
alive. helpful. 

Supponingcornments: _____________________________________________________________________ _ 



Pmonality-Is employee aco:pted by fellow workers? Does employee Set along with other workers? Does employee have any objectionable characteristics which affect starT 
member.i? 

I l I I 
Not fuUy accepted by feUow Tolerated by group_ NO! par- Accepted as one of the group. Well·tiked by feUow workers. Liked by everyone. People 
workers. May cause friaion. ticularfy tactful or coope-rative Gets along with feUow workers. Cooperates readily. Makes eager to work with him or her. 

with fellow employ=. Coopera!eS with others. favorable impression. 

Su~goo~~: __________________________________________________________________________________________ __ 

Health and Physical Condition-How does empl~s health and physical condition affect his or her work? 

I 
Poor health, Physically 'I 
unadaplai to job. 

Absence and puncruality record: 

Not in t1le best health. Some 
physical condition which af
fect3 job. 

I 
Has reasonabl y nor
mal health. 

I I 
Has good health and energy. 
K<:eps in good physical shape. 

I I 
Always lit. Has pep and energy. 

Grea[~tSttmgths ______________________________________________________________________________________________ __ 

~hnpnNementon------____________________________________________________________________________________ __ 

Genernl Commenu 

This Performance Appraisal was discussed with the employee on'--_____ and we reviewed together what is needed for further d..""Veiopment and progress. 

Employa:'s reaction to the job (quote) 

Our plan for action 

Employee's signarure 

Supervisor's signarure 

Conunent: _________________________________________________________________________________________________ __ 

A~oved: _________ ~~--~~------------
Assistant Director 

... 
Director 
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Sample Policies IUld Procedures 

Policy Number Pages 

JUVENILE TRAINING SCHOOLS 3.4 "2 

Chapter. Related St:andards: 

PERSONNEL ACA: 2-9080, 2-9083 

Subject: 
Staff Pay Comparability and 
Expense Reimbursement 

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

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

Occupaticnal Groups: Managers, tradespcrsons or 
professional staff who are assigned duties, 
r.esponsibilities and authority similar in nature and level 
of difficulty. 

III. PROCEDURES: 

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

1. Actual salary. 

2. Fringe benefits. 

a. Medical care. 

b. Insurance benefits. 

c. Leave allowances. 

d. Pension plans. 

e. Other programs. 
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Staff Pay Comparability 
and Expense Reimburse- 3.4 P:lge 2 
ment 

3. Consideration of: 

a. Commuting distances. 

b. Job stress. 

c. Assignment. hours. 

d. Requirements for stand-by_ 

e. Hazardous conditioDR. 

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

: 1 
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Policy Number Pnges 

JUVENILE TRAINING SCHOOLS 3.5 8 

Chl1pter. Rell1ted Sl:and:ards: 

PERSONNEL ACA: 2-9079 

Subject: 

Staff-Supervisors Relations and 
Grievances 

I. POLICY: The facility administration strongly encourages 
that relationships behveen snpervisors and staff be 
mutually respectful and, when differences occur, that 
resolution be as informal, as possible. If differences 
cannot be resolved informally, the grievance shall be 
concluded at the earliest possible step of the procedures 
outlined in this document. 

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

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

B. Staff: Any full time or part-time persons in the 
facility who have been properly selecte0 and assigned 
probationary or permanent status by the parent agency 
or Chief Administrator. 

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

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



Clmpler Silb,l«t Polky /I 

Staff-Supervisors 
PERSONNEL Relations and 

Grievances 
3.5 P:I.g1! 2 

III. PROCEDURES: 

A. Staff-Snpervisors Relations Committee: A 
relations committee, established by the Chief 
Administrator of each facility shall be composed 
of the following ffi~~bers: 

1. Assista.nt Administrators Chairpersons. 

2. One supervisory person from each section (to be 
appointed by lI.ssistant Administrator of the 
section) . 

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

B. Meetings: Committee meetings shall be held 
quarterly. 

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

a. Proposals for program changes. 

b. Safety practices. 

c. Training plans. 

d. Legislative actions pending. 

e. Anticipated changes in facility operations. 

f. Policy and procedure changes are required 
by law or other jurisdictional authority. 

2. The agenda, conduct of the meeting and 
preparation and distribution of the minutes 
shall be required by the Chairpersons. The 
Chairpersons shall examine the ~inutes of each 
meeting, evaluate the concerns expressed and, if 
necessary, take corrective action. Such actions 
may include: 
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(bapttf Subject PoUcyll 

PERSONNEL 
Staff-Supervisors 
Relations and 3.5 
Grievances 

a. Requiring anojtional information from 
alJpropriat'e Assigned Supervisors. 

~ 

b. Appointing a group to evaluate a situation 
and prepare reco~mendations for corrective 
action. 

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

1. NonthJy section staff meetings. 

2. Specialized training program meetings. 

3. Quarterly administrative meetings condUcted by 
the Chief Administrator, open to all staff. 

4. section program planning. 

5. Regular review of emergep.cy program plans. 

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

E. Grievance Procedures: These procedures shall 
provide a just and equitable method for the admini
strative resolutipn of discrimination complaints 
and/or grievances. These procedures shall apply to 
an1' staff who believe they have experienced unfair 
treatment in any area subject to parent agency 
control. 
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j Staff-Supervisors 

I Relations and 3.5 ~ 4 Grievances 

1. Staff Rights and Restrictions: 

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

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

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

e. A staff member selected as a represent
ative, or a witness in a gri.evance 
related act, is required to give his/her 
immediate supervisor reasonable advance 
notice so that his/her absence will not 
unduly inter:fere wj th facility operat.ions. 

2. Exceptions to the Grievance Procedures: 

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

b. Contenot of legislation or polides 
promulgated hy the parent agency. 

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

d. Action terminating a temporary promotion. 

e. Decisions not to adopt a suggestion, or 
bestow a performance award or other 
honora!":y or discretionary award. 
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f. A preliminary warning or proposed notice of 
adverse action against a staff member. 

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

h. Fitness for duty examinations. 

i. Health benefits decisions. 

j. Violation of military restoration rights. 

k. Salary retention decision. 

1. Violation of re-employment rights. 

3. Implementation of Grievance Actions: A staff 
member must present any grievance within 15 
calendar days after the alleged incident occurs. 

4. Grievance Rejections: A grievance may be 
rejected if: 

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

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

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

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

5. Notification of Rejections: Notification of 
grievances rejected shall be provided in writing 
by the parent agency indicating the reason for 
rejection and ac1viseTIlE'nt of an appeal procedure. 
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6. Informal Grievance Procedures: A staff me~ber 
must complete an informal procedure before 0. 

grievance will be a(;cepted under the formal 
procedures grievance. A grievance over a 
disciplinary action, however, may be initiated 
at a higher level if the supervisor does not 
have the authorit:y to grar..t the relief sought. 
In all other cases the following two steps are 
required: 

6 

a. The staff member alleging a grievance must 
present the matt.er orally to his/her 
immediate supervisor, either alone or 
accompanied by a representative. The 
immediate supervisor shall consider all 
available facts and notify the staff member 
of the decision as soon as possiblE" but not 
la'ter than five calendar days following 
the date of the grie"."ance presentation. 

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

7. Formal Procedure: 

a. If the grievance is not satisfactorily 
resolved through informal procedure, the 
staff member or representative may present 
a written grievance to the Chief 
Administrator within five calender days 
following the final informal decision. 
This written grievance shaJl contain, at a 
minimum, the identity of the aggrieved 
staff member, the specific nature of the 
grievance, the corrective action sought and 
the signature of the staff member and/or 
representative. The Chief Administrator 
shall review the grievance and give the 
staff member a decision in writing. 
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If still dissatisfied, the staff member may 
make written request within five calendar 
days thnt the matter be referred to a 
grievance examiner. The Chief 
Administrator shall contact the parent 
agency within five calendar days to arrange 
for an examination. The authority having 
jurisdiction will appoint a disinterested 
third party to act as examjner. His/her 
inquiry shall be conducted according to the 
regulations of the parent agency and will 
begin as soon as possible after an examiner 
has been appointed. 

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

Exceptions to this process are: 

(1) If the legality of the exo.miner's 
decision is questioned, the decision 
may be forwarded to the parent agency 
legal counsel, who will render a 
binding lega1 opinion. 

(2) If the examiner's recommendations are 
unacceptable, the grjevance, along 
with a statement about why the 
findings are unacceptable, shall be 
forwarded to the next highest level 
deciding official within five calendar 
days of receipt of the examiner's 
findings. The staff rne~ber affected 
shall be given a copy of this state
ment. 
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d. The next highest level deciding official 
shall review the file, including the 
examiner's recommendations, and make a 
decision in writjpg vIi thin ten calendar 
days of receipt. No further right of 
appeaJ wjll be accepted. 

Efltcrlve Dale 
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Chapter: Rei:lted Slandanis: 

PERSONNEL ACA: 2-9060 - 2~9062 

Subject: 

Establishment and Review of 
the Personnel Manual 

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

II. DEFINI'I'IONS: None. 

TIl. PROCEDURES: 

A. Format of the Manual: The personnel rranual shall 
be organized into related ~hapters. The language 
used shall be in layman's terms without technical 
jargon or references not known by the reader. 

B. Content of the !>"anual: The content of the manual 
sha]J include but not be limited to: 

1. Recruitment policies and procedures. 

2. Organization of the facility. 

3. Job qualifications and descriptions for all 
employment categories. 

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

5. Equal opportunity information. 

6. Salaries for representative job categoriec. 

7. Benefits for staff. 

8. Ho]idays. 

9. Leave and work hours. 

10. Personnel records. 
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II. Per.f0rmance evaluations. 

12. Trair.ing requirements. 

13. Promotions. 

14. Retirement benefits. 

15. Resignation, su~pension and discharge policies. 

]6. Staff-supervisor relations. 

J7. Physical fitness policy. 

18. Disciplinary, grievance and appeal procedures. 

19. Policy about political activity. 

20. Insurance. 

21. Professional liability. 

22. position responsibilities. 

C. Manual Availability: The personnel manual shall 
be made available to all staff members. Complete 
copies of the manual shall be kept in the admini
strative offices of the facility and in the 
staff library and should be made ava.i] able for public 
review. 

D. Training: The contents of the personnel manual 
shall become an integral part of the staff orien
tation program. All new staff shall be provided 
with a summary of the personnel manual. This summary 
shall include the mejor elements of personnel 
policies most directly affecting staff programming. 

E. Personnel Manual Review: This manual, along with 
all personnel policies and practices, shall be 
reviewed annually by the Chief Administrator. A 
Vlritten report shall be forwarded to the parent 
agency containing comments about existing policies 
and any recommendations for revision, addition 
or deletion. 
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Chapter. Rel~ltd Slanduds: 

PERSONNEL ACA: 2-9019, 2-9084 
~ 

SUbject: 

Code of Ethics 

I. POLIC!: The facil~ty requires the highest possible 
level of conduct from all staff, protects the integrity 
of the parent agency and facilitates the recrujtment and 
retention of the highest co.liber staff. 

l-.. Relationships with Juveniles/Colleagues/Other 
professions/The Public: 

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

Staff members will serve each case with appropriate 
concern for the juvenile1s welfare and with no 
purpose of personal gain. 

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

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

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

Subject to the juvenile1s rights of privacy, staff 
~erobers will respect the public's right to know, and 
will share information with the public ",i th openness 
and candor. 

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

B. Professional Conduct/Practices: 

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

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

No staff member will accept any gift or favor of 
such nature to imply an obligation that is jnconsis
tent with the free and objective exercise of pro
fessional reE"ponsibilities. 

Ir any public statement, staff members will clearly 
cistinguish between those that are personal views 

2 

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

Staff members will be diljgent in their responsi
bi Ii ty to record and make available Eor rev ie\>l 
any and all case information which could contribute 
to sound decisions affecting a juvenile or the 
public safety. 

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

Staff meIl".bers wjll not discriminate a.gainst any 
juvenile, empJoyee, or prospec~ive employee on the 
basis of race, sex, creed, or national origin. 

Staff members \>lill maintain the integrity of private 
information; they will r..either seek personal data 
beyond trC't r..eeded to perform their responsibilities, 
nor reveal case information to anyone not having 
proper professional use for such. 

Any staff meLIDer who is responsible for agency 
personnel actions will make all appointments, 
promotions, or dismissal~ orly on the" basis of merit 
f.ll:.d not in furtherance of partisan political 
interests. 
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II. DEFINITIONS: l'.s used in this document, the following
definition shall apply: 

Code _of Ethics: A system of principles qoverning a 
facjlity which conform to accepted professjcnal standards 
of conduct. 

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

p... Each staff member will. receive a copy of the Code of 
Ethics during orientation training. 

B. A violation of the Code of Ethics is basis for 
disciplinary acHon. 

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

Approyed B~': 
~------------------~----~~ 
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JUVENILE TRAINING SCHOOLS -3.8 

Chapter. ReJated Stand2.nis: 

PERSONNEL ACA: 2-9073 

Subject: 

Regular Review of Staffing 
Requirements 

1. !'OLICY: Each Assigned Supervisol: shall regularly 
evaluate and review sta.£fing apsignments to meet 
existing and changing program requirements. 

II. DEFINITIONS: As used in thi s dOC:UIpent, the following 
definitions shall apply: 

A. Vacar.cy: P-..ny authorized position which is not 
filled by a permanent designee. 

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

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

III. PROCEDURES: 

3 

A. Statistics: The parent agency's personnel officer 
shall provide the Chief Administrator and Assistant 
Administrator with accurate statistic8 about facility 
staffing. Prior to each quarterly budget and 
plnnning meeting, the Office Manager shall distribute 
a current listing citing: 

1. Total number of staff in each section. 

2. Total vacancies in each section. 

3. Vacancies anticipated. 

4. New staff expec:ted. 

5. Total vacancies in the facility. 

e. Total number of authorized positions. 
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B. Evaluation of Op~rations: 

1. Assigned SUpervisors shall evaluate section 
operations ana propose operational 
improvements within allotted resources. 

2 

2. Assigned Supervisors shall provide realistic 
coverage for all essential posts ana coverage 
required for training, days off, annual and sick 
leaves ar:Cl ether authorized and unauthorized 
absences. 

3. Assigned Supervisors shojI be prepared to 
present the Chief Administrator with a written 
or oral presentation of staffing requirements at 
each budget and pJ ?nning cormni ttee meeting. 

C. Staffing Evaluati.9~: 'l'he Chief Administrator shaH 
regularly evaluate the facility staffing Leecs to 
ensure the best use of manpower resources. The 
evaluation process shall include consideration of 
p.xisting needs, staff suggestions and 
YE"cDrJTlendations, as well as current and projected 
plans and goals for the faciljty. The appropriate 
stair-juvenile ratio shall be maintairec at all 
times. 

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

2. Total number of staff on duty. 

3. Vacancies by category. 

4. Affirmative action data. 

5. Unusual vacancies. 

6. staff-supervisor relations. 
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Chapter. Rdaled Sl.2ndards: 

PERSONNEL ACA: 2-9066, 2-9067 

Subject: 

Personnel Records 

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

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

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

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

III. PROCEDDPE~:. 

A. Official Personnel File: The Office Manager is 
direcLed to establish a permanent, s~parate and 
confidential record for each facility staff member. 
Th8 rer.ord shall be divided into recruitment, 
performance, awaras~nd adverse actions, current 
assignment and education/training. Each section 
shall contain, at a minimum, the fo11r >'oj,,_ 

information: 

J. Recruitment: 

a. Application for employment. 

b. A summary of verification of applicant's 
background, including training, education, 
employment history and salary records. 

c. References. 
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2. Performance: 

a. Current position description. 

b. CUrrent completed performance rating. 

c. Previous completed perfo~mance ratings. 

d. Correspondence and/or notations relat.ed to 
performance. 

e. Reason for terminatjon or discharge. 

3. Awards and Adverse Actions: 

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

b. Notations uf any awards for special 
suggestions for faciJity or programmatic 
improvements. 

c. Copies of awards received fcr special 
community services. 

d. Complete record of all adverse actions 
fi!lding the staff member's performance 
~llegal or substandard. 

e. Provisions shall be made to remove adverse 
actions, i.e., letters of reprimen0, 
written warnings, etc. from the personneJ 
file after two years, giVEr. that no re
current actions on the part of the 
staff member occurs. 

4. Current Assign~ent: Current assignment 
material should be organized to allow easy 
access and accuracy. Each file must include 
at a minimum: 
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a. Staff memeex's name. 

b. Social security number. 

c. Current position title. 

d. Current salary and grade. 

e. Date appoirJtec1 ond type of position. 

f. Location of position: city, county, state. 

g. Facility. 

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

5. Educa~ion and Training: The following 
information shall be included in a staff 
member's fiJ.e: 

a. A complete record of verified educational 
achievements 

b. A ~UIl"mary 9.nd/or copies of certificates for 
all specialized education. 

~. A sUlnmary of the staff member's current 
achievement t.oward mandatory training 
required by the parent agency ana facility. 

B. SuppJement to Supervisory Eva]uations; If a staff 
member is not satisfied that supervisory evaluations 
accurately reflect either the fact or the totality of 
the events being described, the staff member shall 
have the right to supplement the personnel record 
with documentation designed to correct the perceived 
discrepancy. 
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C. Personnel Record Security: All records shall be 
maintained in a physically secure area with locking 
devices to prevent unauthorized entry. The records 
should be stored in fire resistant cabinets except 
during preparation, assembly and review of material. 

1. Information Confidentiality: All information 
in a staff personnel file is considered 
confidential and may be released only with 
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wri "Lten consent of the staff member. JI.ny st-aff 
member or official who discloses information of 
a confidential nature obtained from the staff 
member's personnel file may be guilty of illegal 
conduct or conduct in conflict with parent 
agency and/or faciljt-y regulations. This 
restriction does not include review of the 
material parent agency. Such authorizations for 
review are usually limited te· administrative 
office employees, supervisory staff and parent 
agency officials whose duties require an 
understanding of the background and qualifi
cations of the staff member. 

D. Review ~~d Challenge by Staff: Staff are en
couraged to review the contents of their personnel 
files periodically to ensure that the inf0rmation is 
accurate and complete. 

1. Review: 

a. Reviews should be conducted under visual 
observation of a staff member of the 
administrative office. 

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

2. Challenges: Incorrect or misleading material 
may be challenged by the staff. 
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PERSONNEL DATA SUMMARY TYPE OR PAINT IN INK iiI additional 'pa"" i. needed, U\IO 8%" 1 1 'hoet! 

PLEASE COMPLETE 80TH SIDES 

I POSITION APPI..IEO FOR AT INS1'ITUTION 

1. L.AST NAME FIRST NAME MIODL.E INITIAL. 2. SOCIAL. SECURITY NO. 3. TEL.EPHONe NO. 

4. ADDRESS· STREET, R.D. CITY COUNTY STATE 1:11' Coo!: 

!I. ARE YOU A U.S. CITIZEN 1'6. HOW LONG A RESIDENT 

c::::J YES c::J NO 

7.00 YOU HAVE DRIVERS L.ICeNSE 

Cl YES c=JNO 

a. ARE YOUR SCHOOL.lEMPL.DYMENT RECORDS L.ISTED UNOER Ba. IF ITeM B IS "YES" LIST 
ANOTHER NAME NAMI: HERE 

9. VETERANS CREDIT CL.AIMED 

DYES o NO 

10. EDUCATIONAl. RECORD 

I • :I • :3 • 4 . 5· 6 • 1 • 6 • 9· 10 • 11 • 12 

11. 
NAME AND LOCATION OF eDUCATIONAl. INSTITUTION 

HI 

GRAOUA 

oTHeR LING (SPECIFYI 

CJ FOR SELF 0 FROM SPOUSE 

(CIRCLE HIGHEST GRADE OF SCHOOLINGI 

COL.1.EGE t·:2·:3· 4 5 P.G. 

OATES 
ATTENDED 

DATE OR 
GRAD. DEGREE 

MAJOR SUBJECTS OR COURSSS 

12. LIST BY NUMBER, YEAR ISSUED AND DATE OF eXPIRATION ANY LICEr4SE, CERTIFICATE OR REGISTRATION ISSUED 
OR PROFESSIONAL ASSOCIATION WHICH RELATES TO, OR IS A REOUIREMENT FOR THE POSITION FOAWHlcH YOU ARE APPLYING. 

1:1. l.IST ANY PROFESSIONAL ORGANIZATIONS TO WHICH You BELONG (00 NOT LIST ANY ORGANIZATION THAT WOULD REVEAL. YOUR RACE, 
COL.OR, (1ELIGIOUS CREED OR NATIONAL ORIGIN.) 

14. l.IST ANY OTHER TRAINING AND EXPERIENCE YOU HAVE THAT YOU BELIEVE PARTICULARLY APPLICA8LE -0 THE TYPE 01' WORK FOR 
WHICH YOU ARE APPI..YING. 

IS. A. l.IST~0~F~F~I~C~E~M~A~C~H~IN~e~s~y70~U~0~P=E~R~A~T~E----------------------~B~.~T=Y7p=I~N7Q~r.C~.-O~ICT~A~T~10~N~-;=0~.~F~0~R~E:7IG'~N~I..-A~N~G~U7A~G~e~S~S~p~0~K~E~N~·-------

WPM WPM 

HJ. EMPLOYMENT RECORO LIST YOUR COMpLllTE eMPI..OYMENT RECORD INCI..UOINQ PERIOD OF UNeMpl..OYMeNT STARTING WITH YOUR 
PReSENT POSITION AND WORKING BACKWAROS. UNCI..UOE PAID EMpl..OYMENT, VOI..UNTEER OR UNPAID wORK 
AND MIL.ITARY SERVICES WHICH IN YOUR OPINION HELPS TO QUAI..IFY YOU FOR THE Joe YOU WANT. 

A. NAME AND AOORess OF eMPI..OyeR POSITION TITI..E NAME AND TlTl.E Or. IMMEDIATe SupE RVISOR 

From To 
... I NO, HOURS WORKeo EACH weEK OATES OF EMPI..OYMENT 

DESCRIBe FUl.l..Y YOUR MAJOR DUTies AND RESPONSIBIl.ITIES 

NO. EMPI..OYES SUPERVISED (BY POSITION TITl.E) 



B. NAME AND ACORESS OF EMPLOYER POSITION TITLE NAME ANO TITLE CF IMMEDIATE SUPERVISOR 

OATES OF EMPLOYMENT' ! NO. HOURS WORKED EACH WEEK 

From To 

DESCRIBE FULL.Y YOUR MAJOR DUTIES AND RESPONSIBIL.ITIES 

NO. EMPL.OYES SUPERVISED (BY I'OSITlI)N TITL.E! 

C. NAME AND ACDRESS OF EMPL.OYER POSITION TITL.E NAME ANa TITLE OF IMMEDIATE SUPERVISOR 

OATES OF EMPLOYMENT l NO. HOURS WORKED EACH WEEK 

From To 

DESCRIBE FUI.LY YOUR MAJOR DUTIES AND RESPONSIBIL.ITlES 

NO. EMPL.OYES SUPERVISED IBY POSITION TITLE! 

O. NAME AND ADDRESS OF EMPLOYER POSITION TITL& NAME AND TITLE OF IMMEDIATE SUPERVISOR 

OATES OF EMPLOYMENT 

Prom To 

INO. HOURS WORKED EACH WEEK 

DESCRIBE FULLY YOUR MAJOR DUTlI!S AND RESPONSIBILITIES 

NO. EMPLOYES SUPERVISED (BY POSITION TITLE! 

17. WERE YOU EVER CONVICTED OF A CRIMINAL OFFENSE. OR HAVE YOU EVER FORFEITED BONO OR COLLATERAL IN CONNECTION WITH A 
CRIMINAL. CHARGE? IS ANY CRIMINAL CHARGE AGAINST YOU NOW PENOING7 \OMIT (1/ MINOR TRAFFIC VIOL.ATlONS. AND 121 ANY OFFENSE 
COMMITTED BEFORE YOUR EIGHTEENTH BIRTHDAY WHICH WAS FINA'-LY ACJUDICATED IN A JUVENIL.E COURT OR UNDER A YOUTH 
OFFENDER LAW.I IF "YES". GIVE DETAILS ON A SEPARATE SHEET OF PAI"l!R. CONvrCTION OF A CRIMINAl.. OFFENSE IS NOT A BAR TO 
EMPLOYMENT IN ALI.. CASES. EACH CASE IS CONSIDERED ON ITS MERITS. 

DYES D NO 

18. WERE YOU EVER CONVICTED FOR CHILO ABUSE OR NEGLECT? DYes 0 NO 

I HEREBY CERTIFY THAT AL.L. STATEMENTS ARE FULL AND CORRECT TO THE BEST OF MY KNOWLEDGE ANO BELIEF. I AM AWARE THAT 
ALL STATEMENTS CONTAINED HEREIN WILL BE VERIFIED AND THAT WILL.FUL MISREPRESENTA TlON WIL.L RESULT IN DISMISSAL. 

DATE __________ _ SIGNATURE ___________________________ _ 

(Sfon .1 you UlU4UV Iii;"' 
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a. Preparation of a written statement 
n~pcribing the information to be 
challenged and the reason why the 
infortn2.tioll ::'s believed to be incorrect. 
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b. Presentation to the staff member's 
immediate supendf.:or of dated information. 
The supervisor will examine the evidence 
nnn prepare a written recommendation for 
action to the Chief Administrator. 

c. Review by the Chief Administrator cf 
controversial material and information 
presented by the staff member and the 
supervisor. The Chief Administrator 
shall render.Ct written decision to the 
staff member within 30 dayl?' of receipt of 
the initial date of presentation to the 
supervisor. The Chief Administrator may 
decide: 

(1) To allow the information to remain j]'l 

the file. 

(2) To allow portions of the information 
tC'l remain in the file. 

(3) To remove the information and all 
references to it. 

3. Appeal of Dad r:d on: If dissatisfied with the 
decision as rendered, the staff member may 
submit the material and all relevant information 
to the parent agency for review. The parent 
agency shall reSpOJ'lC1 in writing wi thin 30 days 
of receipt of the appeal. The parent agency may: 

a. Allow the Chief Administrator's decision to 
stand. 

b. Modify the decision. 

c. Reverse the decision of the Chief 
Administrator and remove or mocify the 
controversial information as requested by 
the staff menber. 
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4. Retaining Records: After employees ]eave the 
far-iIi ty, their files shall be 1::etair.ec for at 
least 5 years. After the 5 year period the 
complete file should be replaced by an indivi
dual file card of each employee indicating 
pe1.iod of eITlployment, reason for termination, 
and perforffiance during employment. 

E-
Approved B~·: 
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CHAPTER 4 

TRAINING AND STAFF DEVELOPMENT 

COMMENTARY 

This chapter encompasses American Correctional Association 
Standards 2-9085 through 2-9099 and National Committee 
Standards 1.425 through 1.429, about an organized plan to 
achieve specific learning objectives. 

To create a common understanding of facility objectives and 
policies, initial as well as on-going training of all staff 
members is necessary. 

Each facility must determine the resources and degree of 
training available within their budget constraints. 



~ _pie P06d" Md P.-.... 
Policy Numbu' PIISCS 

9 JUVENILE TRAINING SCHOOLS 4.1 

Chapter. Rd2ted Stanlbrds: 

TRAINING AND STAFF DEVELOPMENT ACJ~: 2-9085 - 2-9099 

Subject: NAC: 1.425 through 1.429 

Training & Training Criteria 

I. POLICY: Training prograrus fer all staff members shall 
be planned, coordinated and implemented by a qualified 
employee at the supervisory level wro has con1pleted 40 
hours of training as a trainer in areas in which the 
training is being conduc'ted. This training shall include 
all maintenance and operation service personnel, food 
service workers, clerical staff and 0ther service 
personnel, such as juvenile careworkers, school 
teachers, and the administrative staff. The inclusion of 
all personnel in training programs establishes a conmlon 
understanding of objectives and policies, fad,] ity rules 
of juvenile conduct, anc. the sanctions available. 
Programs sr.RJl be planned to meet the needs of each staff 
member's respective job classification and sha.ll be 
pertinent to their work with juveniles. 

II. DEFINITION: As used in this aoctJment, the following 
aefinition shall apply: 

Training: Includes formal classroom instruction, 
on-the-job training under the direction of an 
instructor, training meetings or conferences which incluae 
a formal agenda and instruction by a teacher, supervisor 
or official, manual training, physical training, etc. 
Training prograws usually incluae requirements for 
completion, atter:dance recording and a system for 
recognizing completions. 

III. PROCEDURES: The Assistant A~~ini8trator shall be 
responsible for planning ano coordinating all training 
programs to conform to the policy requirements. 
Individual conferences with Assigned Supervisors should be 
held regularly accoraing to a aefinite plan for staff 
development. Weekly staff meetings should be hela for all 
personnel in direct contact with juveniles. Space ana 
equipment shall be proviaed for training and staff 
development. 

I 
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TRAINING AND . Training and 
STAFF DEVELOPMENT Training Criteria 4.1 P:lse 

A. .Pr.9g!~~.E~jgr~; ']]le- Assistant Administrator, 
working in conj'mction with the Staff Training 
Officer shall design and implement a training 
program which includes: 

1. Pre-service orientation for ne\v staff. 

2. In-::;ervice training in the existing pra.ctices, 
procedures, and skills necessary for working 
wi-th juveniles. 

3. Professional development and skills/techniques 
development in keeping with the latest 
in:formation in the va!:ious components of the 
facility proqram. 

4. Profe'"sional and career advancement training. 

B. Basic Training Objectives: General program 
objectives shall be implemented by the supervisory 
staff: 

1. To familiarize the new staff member with the 
Facility grounds and physical plant. 

2. To inform the new staff member of the parent 
agency rrission and facility plant. 

3. To provide staff with improved skills in their 
specialties. 

4. To provide a cadre of resource people for 
facility sections and programs. 

C. Curriculum: 

1. Juvenile: Theories of juvunile development, 
juvenile delinquency, family dynamics and the 
part these forces play in juveniles. 

2. Staff: Study of organizational structures, 
the process of communication, counseling 
skills and supervision. 

2 

3. External Environment: Study of the police, 
courts, probation officers, and other facilities 
and organizations having direct or indirect 
impact on juvenile corrections. 
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TRAINING AND Training and 
STAFF DEVELOPMENT Training Criteria 4.1 ~ 

D. Fundamental Training: Depending on the staff 
member's title and position within the facility, the 
following types of training are considered 
fundamental: 

1. All Staff: 

a. Human relations. 

b. Communication skills. 

c. Special needs of juveniles. 

d. Facility philosophy, policies and 
procedures. 

e. Emergency procedures. 

f. First aid and life sustaining functions. 

g. Rights and responsibilities of juveniles. 

h. staff rights and responsibilities. 

i. Detecting a,nd reporting child abuse. 

2. Support Staff (secretaries, maintenance 
engineers, nurses, cooks, clerk typists, 
consultants and drivers): 

a. Basic skills development. 

b. New technologies in area of speciality. 

3. Supervisory Staff: 

a. Management theory. 

b. Planning and evaluation systems. 

c. Staff-supervisor relations. 

d. Public relations. 

e. Relationships with other agencies. 

--- I 
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TRAINING AND Training and 
STAFF DEVELOPMENT Training Criteria 4.1 P:Ise 

4. Juvenile Care staff: 

a. Crisis intervention techniques. 

b. Problem solving and guidance counseling. 

c. Juveniles rules and regulations. 

d. Juvenile grievance and disciplinary 
process. 

e. Physical restraint procedures. 

f. Report writing. 

g. Significant legal issues. 

h. Use and misuse of authority. 

i. The juvenile justjce system. 

j. Key control and security system. 

k. Social and cultural lifestyles of 
juveniles. 

1. Relationship building techniques. 

m. Transportation of juveniles. 

B. Crisis Intervention: In addition to their regular 
program of pre-service and in-service correctional 
training, all juvenile careworkers must demonstrate 
speci21 aptitude in crisis intervention tE::chniql!es. 
They must be able to SpOT the initial signs of a 
crisis and use non-manipulative techniques to 
forestall any dangerous behavior. 

F. Training Modalities: The trainir.g sTaff shall use: 

1. Training packages and programs. 

'\ 

2. Instructors and speakers from within the 
facility. 
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TRAINING AND Training and 
STAFF DEVELOPMENT Training Criteria 4.1 ~ 5 

3. Axe", spf'ciaJists (court officials, university 
professors, consultants, public safety officers, 
fire marshals, and similar specialists. 

4. Audio-visual programs. 

G. Nandatory Training Requirements by Category of 
Employment: 

1. All new staff members ~hall receive 40 hours of 
orientation training prior to independent 
assignment. 

2. Clerical and support personnel with minimal 
juvenile contact shall-receive 16 hours training 
during the first year of employment in addition 
to training specifjed, and 16 additional hours 
each year thereafter~ This training should 
minimally include: 

a. Policy orientation. 

b. Or~?r.ization of the parent agency and 
facility. 

c. Facility programs. 

d. Regulations of the parent agency and local 
facilities. 

e. Special training directed toward the staff 
member's section and/or task-oriented 
assignments. 

3. Support personnel who have daily contact with 
juveniJe~ ~ust receive an additional 40 hours 
each year thereafter. Training for this group 
may include categories listed previously in 
these procedures. These minimum training areas 
include: 

a. Security for sections. 

b. Basic counseling techniques. 
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TRAINING AND Training and 
STAFF DEVELOPMENT Training Criteria 4.1 ~ 6 

c. Security procedures, count.s, dis,~ipline. 

d. Emergency procedures. 

e. Section relationships as they affect parent 
agency and facility goals. 

4. Personnel who work with juveniles confined 
separately from the total population shall 
receive specialized training. 

5. All ne\v juvenile care/supervisory staff must 
receive an additional 120 hours of training 
during the first year of employment and 40 hours 
of additional training each subsequent year. 
Training must include: 

a. Leadership/supervision of juveniles. 

b. Behavior observation/adolescent psychology. 

c. Social work and counseling skills. 

d. Dealing with violent juveniles/crisis 
intervention. 

e. Significant legal issues. 

f. Decision-making. 

g. Security procedures. 

h. Key control. 

i. Social/cultural ljfestyle of juveniles. 

j. Report writing. 

k. Emergency procedures/first aid. 

1. Child growth and development. 
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TRAINING AND Training and 
STAFF DEVELOPMENT Training Criteria 4.1 P:Ige 

FI. 

6. Administrative and supervisory personnel are 
required to receive 80 hours of training each 
subsequent year, including: 

a. General management and related subjects. 

b. Labor law. 

c. Staff-supervisors relations. 

d. Criminal justice. 

e. Public relations. 

7 

Part-Time and Volunteer Staff: Shall be required 
to participate in training according to the number of 
hours each week on-the-job. If a volunteer works 

I. 

the same number of hours as a full-time staff member, 
the volunteer shall recejve the same training 
opportunity as a full time staff member. Orientation 
for part-time and volunteer staff must be appropriate 
to their needs and based upon prior experience, 
frequency of juvenile contact and program 
responsibility. 

Advanced In-Service Training: Shall be 
determined by the Staff Training Officer a:r:d shall 
include advanced social service practice and theory, 
Le., legislative action affecting the practice of 
social work, ethical issues, management skills, etc. 
Participation in advanced in-servic~ training shall 
include in-house, local or out-of-town training. 
Professional conferences and seminars shall be made 
available for staff who have shown consistent; 
above-average performance on-the-job. 

J. Training Records: Staff training records shall be 
kept by the respective Assistant Administrator. A 
separate training reccrc shall be established for 
each staff menilier and shall include: 

1. Staff members name. 

2. Assignment category (i.e., careworker, 
~lerical and support, professional specialist, 
administrative/supervisory or part-time). 
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TRAINING AND STAFF Training & Training 
MANAGEMENT Criteria 4.1 P:lge 

3. Entry on duty date. 

4. Annual training hours required. 

5. rr. up-to-date chronological list of training 
complet.ed by the staff member. 

8 

K. Training Record Review: Review of each staff 
member's training record shall be accomplished by the 
ASBistant Administrator at the end of ea.ch quarter. 
A complete listing of the staff member's training 
status, a summarization of the staff member's 
train5nsr status, and a summarization of the training 
and achievements shall"be co~pleted quarterly by the 
Assistant Administrator and fo~~ardec. to tpe Chief 
Adml.r.i.strator for review. 

L. Library and RefereEce Services: Shall be 
available to complement the training and staff 
development program. Professional literature, 
including technical books, audio-visual equipment, 
and journals dealing with the juvenile corrections 
field, delinquency, juvenile guidance and related 
fields should b~ available for reading. 

M. Professional Organizations and Education: 
Provisions should be made for staff education 
development and participation in cdminal justice 
associations, professional organizations and 
activities at both local and national levels. 
Combin~tjons cf academic education programs, 
professional seminars I ,vorkshops and conferences, 
and similar work related activities are invited. 
Funds ar£ available to provide administrative leave 
and/or reirr~ur~ement for such participation when 
approved jn advance by the Chief Administrator. 

N. Educational Reimbursement: A complete listing of 
all requests shall be made to the Chief Administrator. 

1. Requests submitted to the Chief Administrator 
should contain: 

Name of accredited institution. 

b. Course title and description. 
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TRAINING AND STAFF Training & Training 
4.1 9 MANAGEMENT 

.., 
L.. 

Criteria 

c. Number of credits. 

d. Tuition and fees. 

e. Dates of course. 

The Chief Administrator may approve or 
disapprove. If approved, the Chief 
Administrator may recommend: 

a. Total funding. 

b. Partial funding. 

c. Referral to outside funding. 

d. Administrative leave. 

P:sge 

O. Outside Resources: The training staff may refer to 
other outside resources such as colleges, 
unjversities, or federal agencies for guidance and 
assistance in developing and conducting the training 
program. 

,. 

[ 

of 9 



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

CHAPTER 5 

ADMINISTRATIVE INFORMAJfION & RESEARCH 

COMMENTARTY 

This chapter encompasses American Correctional Association 
Standards 2-9085 through 2-9099 and National Advisory 
committee Standards, 1.425 through 1.429. The policy and 
procedures are about management information systems. 

An important management tool is the ability to access 
accurate and timely information. within budget constraints, 
systems of collection and dissemination must be developed. 
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StunpJe PaUcies and Procedures 

JUVENILE TRAINING SCHOOLS 5.1 6 

01 a pter. Reblled Standards: 

ADMINISTRATIVE INFORMATION AND ACA: 2-9100 - 2-9115 
RESEARCH 

Subject! NAC: 1. 21, 1. 24, 1. 31, 1.32 

Administrative Information 
Systems 

I. POLICY: An information system, based on accurate and 
carefully evaluated data, should be established so that 
rec0drch and timely responses to jtwen:i . .les' needs and 
outside inquiries can be made. 

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

Demand Information: Required information such as the 
number of admissions or releases during the specjfic 12 
month period by offense, length of stay and ty~e of 
release, U8U.:>Uy qenerated only when a special report is 
required. 

III. PROCEDURES: 

A. Maintaining an Information System: The facility 
shall maintain an information system ("cmsisting of 
files and records, both manual and computer
assisted, cOJlcerning all major aspects of facility 
operations. 

B. 0:)e1 .' ting an In.forma tion System: The Chief 
Administrator shall determine the system's capability 
for demand information by performing the following 
tasks: 

1. Surveying similar programs to determine types 
of information being collected. 

2. Analyzing repcrts generated in the past to 
deterrr..ine t.ypes of information usually required. 

3. Providing a written summary of the staff's 
findings to ensure potentjal demand information 
is incorporated in the system. 
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ADMINISTRATIVE INFOR- Administr·ative Infor-
MATION AND RESEARCH mation Systems 5.1 P:lge 2 

C. Organizing?n Information System: The Chief 
Administrator shall assign staff to participate in 
developing anc revisjng systems for the collection, 
verificatjoT', processing, storage, access and 
handling of necessary operation and planning data for 
the facility. 'rhese procedures should be revj eWE'd by 
the Chief Adminir;trC'tC'r at least quarterly. 

D. Retrieval and Review of Information Cullected: 

1. The system shall ~enerate typed quarterly 
reports surr~arizing the data collection. 

2. Reports sha.l1 be reviewed by the Chief 
Administrator and other desjqn?ted staff and 
submitted to the parent a.gency. 

3. Program adjustments and future progrdm plans 
sha.ll be developed as a result of these reports. 

E. Security of Information Collected: All proposals 
for outside research must be reviewed and approved by 
the Chief Administrator. The Chief Administrator or 
designeE. zte]] discuss opportunities for research 
projects as well as specifjed research and evaluation 
needs of the facility. All research :r:E:quests shall 
be answered as soon as possible. Applications to 
conduct outside reseorch shall include: 

1. Title of study. 

2. Name, address and telephone number of the 
principal research and all research staff. 

3. An endorserr.ent by a recognized research 
organiz~tion, such as a university, college, 
private foundation, consulting firm or public 
agency that has a ro~ndate to perform research, 
certifying that the research proposal is for 
valid scientific, educational or other public 
purposes. 

4. A surrunary of the goals of the study and the 
justification for the research. 

or 6 
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ADMINISTRATIVE INFOR- Administrative Infor-
5.1 3 MATION AND RESEARCH mation Systems P:1se 

5. ~ detailed research design including: 

a. The fCl.cility resources and personnel that 
may be needed for the study. 

b. The sampling procedures for selecting 
juvenile subjects or juvenile records for 
the research as WE'JJ as criteria that will 
be used for sarrwle selection. 

c. The procedures for data collection, copies 
of research instruments to be used 
including interview schedules, 
questionnaires, data collection forms and 
tests. 

o. The security procedures to be fullowed to 
protect the pdvacy of participants and 
confidentiality. 

e. Details of compensation. 

6. A proposec research contract let by the facility 
or parent agency should include a full budget 
breakdown. 

F. Procedure for Obtaining Approval: 

1. Two copjes of the application shall be submitted 
to the Chief Administrator for review. 

a. If the stucy requires the direct 
involvement of juveniles, such as response 
to interviews or completion of 
questionnaires, the Chief Administrator may 
ask a representative group of staff to 
review the proposal and to submit a 
recommendation for approval or disapproval. 

b. The Chief Administrator shall forward to 
the parent agency one copy of the 
application, together \-dth his/her 
decision. 
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ADMINISTRATIVE INFOR- Administrative Infor- 5.1 Lf 
MATION AND RESEARCH mation Systems ~ 

2. The Chief Administrator shall ensure tnat all 
researchers are informed of parent agency poliry 
concerning research. A signed agreement shall 
be completed prior to initiation of the project. 

3. The Chief Administrator shall approve the plan 
for using al:d disseminatjng the research, and 
shall review and comment on the final findings 
prior to actual dissemination. 

4. Medical, psychological and social research. 
(See 12.8) 

G. Conduct of Outside Research: Research in the 
facility must comply with county, state ano 
federal guidelines as well as the parent agency on 
the use and dissemination of research findings. 

1. The r€f;earcher shall obtain signed fornts from 
juveniles, parents/legal guardians and staff 
scheduled to participate jn the research. 

2. ll. staff member shall be assigned to monitor the 
research project and shall ensure 
confidentiality. 

3. ~'he principal researcher shall explain the study 
and its :ustification to all potential 
subjects. A written surr~ary, in laymen's 
language, shall be prepared and a copy given to 
each potential subject. It shall be made clear 
to 011 juveniles and parents that their 
participation in the resenrch is nrt required 
and shall in no way affect their stay in the 
juvenile fac:5.J.j. toy. 

4. The principal resea.rcher shall maintain adequate 
records enabling the Chief ]:I0l'!.:i.nistrator to 
ascertain the status of a study at any tiMe. 

5. Any data colJ.ected during the course of the 
research shall be used Cl"Jy as agreed to by the 
subjects prior to their entry into the study. 

6. No jtlVerlile shall receive compensation, 
rel"umera~ion or payment of any kind in 
connection with a research study without the 
wri tten permission of the C'ld ef l\c1millistrator. 
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MATION AND RESEARCH mation Systems 5.1 ~ 5 

H. 

7. No staff shall receive compensation, 
renurneration or payment of any kind in 
connection with a research study without the 
written permission of the Chief Administrator. 

8. Access to research data collected identifying 
juveniJe~ ~tall be limited to research staff 
charged with collecting and evaluating the data, 
and to the Chief Administrator or designee. 

9. All research data and findings shall be 
reviewed for accuracy by the Chief Administrator 
prior to pUblication or dissemination. 

*l:l.pp:wval of the parent agency is reguired if the 
Chief Administrator is to receive compensation. 

Follow-Up Reports on outside Research: 

1. Immediately following the facility phase of any 
research study, a brief report shall be prepared 
by the principal researcher. This report, 
inclllc'l:i nSf 2. ~urnmary of the content of the 
study, shall be copied for the Chief 
AClmjnistrator. 

2. When the entire research is completed a copy of 
any report shall be provided to the Chief 
Administrator by the principal resecr~her. 

3. In any report of results, researchers shall not 
use correct names of subject or describe any 
juverJile in such detail that they might be 
j c1E'ntified. 
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ADMINISTRATIVE INFOR- Administrative Infor-
5.1 6 MATION AND RESEARCH mation Systems PIl§e 

I., Violations of Cutside Research Regulations; 

1. Permission to conduct. the current study and any 
further research may be discontinued for any 
violations of these regulations or of other 
parent agency regulations in the course of the 
research. 

2. ViolaticJUs of the regulations may subject the 
violator to civil or criminal liabiliry. 

I 
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CHAPTER 6 

RECORDS 

COMMENTARY 

This chapter encompasses 

American Correctional Association Standards 2-109, 2-9110, 
2-9112, 2-9116 

National Advisory Committee Standards 1.51, 1.52, 1.53 

American Bar Association 5.8 

The policies are about juvenile records and suggest 
procedures for implementing these policies. 

Recognizing the wide range of legislative and administrative 
reqUirements, certain procedures have been outlined that a~e 
in general use in most jurisdictions. 

Before implementing policies and procedures based on these 
samples, review the most recent judicial rulings and adjust 
the sample documents to meet those requirements. 
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Chapter. Related Slandl!.lli5: 

RECORDS ACA: 2-9110 

Subject: NAC: 1. 51, 1. 52, 1.53 

Record Requirements ABA: 5.8 

I. POLICY: An accurate record, available only to 
authorized personnel, shall be developed for each juvenile 
and maintained in a secure location. At a minimum, each 
record shall contain: 

A. Name, age, sex, place of birth, and race or 
nationality. 

B. Initial intake information form. 

C. Documented legal authority to accept juveniles. 

D. Information on referral source. 

E. Case history/social history. 

F. Medical (:onsent forms. 

G. Rame, rE:lationship, address and phone number of 
parent (s) and/or person(s) juvenile resided with at 
time of admission. 

H. Driver'S license number, social security number, and 
medicaid number, when applicable. 

I. C0\1rt orders of adjudication and dL pl. :';..1.' •. on. 

J. Signed release of information forms, when required. 

K. Program rules and disciplinary policy sjgned by 
juvenile. 

L. Individual plan and program assignment. 

M. Progress reports on program involvement. 

N. Grievance and disciplinary rE':C':cra, if applicable. 

O. Referrals to other agencies. 

P. Final discharge or transfer report. 
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RECORDS Record Requirements 6.1 ~ 2 

II. DEFINITlON: As used in this document, the followjng 
definition shall apply: 

Commi tment Papers: The vlri tten court order confi'!.:ming 
placement of a juvenile, sometimes referred to in 
legal terms as a "mittimus." 

III. PROCEDURES: 

A. Immediately following the arrival of a juvenile, the 
Intake Staff shall examine the juvenile's 
commitment papers, certificates and receipts to 
e.r~ure compliance with appropriate legislation and 
parent agency rules. The Intake Staff shall 
establish an admi~sion file which contains: 

1. All information and material related to 
commit~ent and confinement. If there are any 
questions regarding the legality of 
commitment, the parent agency will be notified. 

2. All subsequently received legal documents and 
official correspondence concerning the juvenile. 

B. An admission form shall be completed for every 
juvenile admitted to the facility ana Ehall contain 
at least: 

1. Name, age, sex, race, date and place of birth. 

2. Date and time of admission and release. 

3. NalTle, relationship, address and phone number of 
parent (s), guardjan (s), or person (s) with 
whom the juvenile resided at the time of 
aCililission • 

.1 • Offenses. 

5. Name of juvenile court intake worker. 

6. Indication of receipt of case history material. 

7. Bducation and school attended. 

8. Religion (if volunteered). 

of 3 
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Record Requirements 6.1 F:sgl? 

9. Medical information, including any speciaJ 
medical problems. 

]0. Any psyc.hiatric background information. 

11. Special comme~t~. 

12. Signature of a.dmitting staff person. 

3 

C. Assessment, Program Assignment, and Progress Reports. 

The following infm:.1UC'ltion shall be placed in the 
juvenile's master file: 

1. The evaluatior~ and recormnendations of the 
assessment team. 

2. A record of the juvenile's I'YograIT' and housing 
assignments and any changes in those 
assignmQnts. 

::. All progress and disciplinary reports. 

Approved B~·: 

-I 
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Sample Juvenile Facility 

RECORDKEEPING AND EVALUATION 

Date: -------------------------

THE JUVENILE RECORD 

Nf.ME OF JUVENILE: -----------------------------------------------------

Check ( ) if included. Note reasons, if not. 

Face sheet including name, sex, bfrthdate, birthplace, address, 
police district, offense, partents' marital status, physical 
condition, dates of admission, verification of personal property, 
date and person to whom transferred or discharged. 

Admission form including name, history number, birthplace, date 
of admission, parents names and addresses, problem areas, 
signature of nurse and intake/probation staff. 

Copy of delinquent petition. 

Record of program plan. 

Court order and other legal documents. 

Parental consent for medical/surgical care. 

Health records, including medication administered. 

School records. 

Record of juvenile's grievance reports, procedures, findings. 

Record of disciplinary actions. 

Record of denial of visiting privileges. 

Record of documentation on isolation including incident reports, 
authorization and monitoring reports. 
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Cllapl.er. Related Sl2nd:ards: 

RECORDS ACA: 2-9109 - 2-9116 

Subject: NAC: 1. 51, 1. 52, 1.53 

Case Record Maintenance ABA: 5.8 

I. POLICY: Records maintenance shalJ j nclude clearly 
identifying and storing case records in a secure area. 

II. DEFINITIONS: None. 

III. PROCEDURES: 

A. Initiation of the Record: The Assigned Supervisor 
shall be responsible for initiation and development 
of the juvenile case record. 

1. Infonaation shall be filed in folders stamped 
"Confidential. " 

2. Folders shall be assigned identifying numbers. 

3. Folders shall be placed in alphabetical order 
for easy reference. 

4. F0rmat and organization of material shall be 
standardized. 

5. )l.ll materia] shall be filed immediately. 

B. Establishment of Case Records: 

1. Documents: At a minimum, the file shall 
contain: 

a. Initial intake information. 

b. Documented legal authority to accept 
juvenile. 

c. Information on referral source. 
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d. Pe~0rd of court appearances. 

e. lTame of probation officer or caseworker. 

f. Medical history. 

g. Signed receipt from juvenile which 
indicates acceptance of the facility rules 
and disciplinary policy handbook. 

h. Signed informed consent form. 

i. Notations of temporary absences from the 
facility. 

j. Visitors' names and dates of visits. 

k. A record of telephone calls made and 
received. 

1. rrogram assignments, progress reports. 

m. Grievance and disciplinary record. 

n. Referrals to other agencie~. 

o. Final discharge or transfer report. 

2. Forma t: The file shall be set- 1.1p in the 
following manner: 

a. Left Side of Folder: 

(1) Legal status data. 

(2) Admission data. 

(3) Ontside agency data. 

b. Right Side of Folder: 

(1) Educational and/or vocational program 
data. 

(2) Daily life program data. 

(3) Di8charge data. 

-
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RECORDS 
Case Record 
Maintenance 6.2 P:lge 3 

. 

C. Security: Records shctll be stored inside a locked 
metal file cabinet and shall be directly supervised 
and controlled by an authorized staff member. If a 
record is removed from the files area a receipt 
indicating reason for rer,1oval should be signed by the 
staff member. Only authorized person (s) shall have 
access to records. 

D. Access to Records: In accordance with 
confidentiality statutes, access to records and files 
shall be resb,icted to: 

1. The juvenile wbc is the subject of the record 
and his/her counsel. 

2. The parents or guardian of the juvenile named in 
the record and their counsel. 

3. Judge£:, prosecutors and law enforcement of.ficers 
when esserf:i.al for official business. 

4. Individuals and agencies for the express purpose 
of conducting research, evaluative or 
statistical studies, provided the proper consent 
has been obtained. . 

5. Members of the administrative staff of the 
parent agency when essential for authorized 
internal administrative purposes. 

F. Records Review: Shall be conducted at the time of 
transfer or release. The Counselor shall evaluate 
information for accuracy. Documents no longer 
appropriate or relevant shall be removed and the 
staff person (s) ~oncerned notified. To prevent 
destruction of any document, a written objection may 
be entered within 30 days. 

G. Transfer of Records. 

1. 

.., 

.::. 

The juvenile I s updated file will accompany tt>.e 
transferring juvenile or will be transferred 
within 24 hours. 

Medica] and edUcational records will be included • 

of 4 
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Case Record 
Maintenance 

6.2 FlIue 4 of 

H. Records of Released Juveniles: Records shal] be 
retained unt.il the jurisdictional age of the juvenile 
and will then be disposeo of according to statute. 

4 



... ' •"' 

Sample Juvenile Training Facility 

INFORMED CONSENT FORM 

Name of Facility Making Disclosure Signature of Director 

-Name or Title of Person or Organization to Which Disclosure is to be 
, Made: 

Name of Juvenile: 

Purpose or Need for Disclosure: 

Extent or Nature of Information to be Disclosed: 

This consent is subject to revocation at any time 
except to the extent that action has already been taken 
in reliance thereon. 

Date, Event or Condition upon which this consent expires 

Date Signed by Juvenile Signature of Juvenile 

~- .. 

Signature of Staff Witness to 'Juvenile Signature Printed Name of Staff 
Member: 

Signature of Consenting Parent or Guardian Date of Signature 

I 
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FoUcy Number Fnges 

S!Ul1ple FoUces and Procedure; 

JUVENILE TRAINING SCHOOLS 6.3 4 

C/1:1pler. Related St;md:u-ds: 

RECORDS ACA: 2-9110; 2-9112 

Subjl:d: 

Master Index and Daily 
Populatin Movement Report 

I. POLICY: The facility shall keep an accurate record 
showing the location of juveniles at all times. The 
Chief Administrator shall designate staff to maintain a 
master index file identifying the location in the 
facili ty, or if temporarily out of the facility in a 
satellite section or other locatjon, and shall list all 
unusual incidents or misbehavior. This information shall 
be readily accessible. 

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

A. Naster Listing: A complete alphabetical listing 
of all juveniles officially assigned to the facility. 

B. Inactive File: Repository file kept alphabetically 
containing cards of all juveniles having been 
released from facility. 

III. PROCEDURES: 

A. Master Listing: An alphabetical listing of all 
juveniles in the facility shall be kept in the 
administrative office. Accuracy of this file is 
essential. All movement shall be recorded 
immediately, never carried forward beyond the close 
of the shift and a daily review shall be made by a 
designee of the Assistant Administrator. All 
discrepancjes shall be reported immediately to the 
Chief Administrator. Iocator cards shall contain: 

" 



Ch~plef Subject Polky II 

RECORDS Master Index & Daily 
6.3 Population Movement P':lue 

"'--~ 

] • ,Tuveri::'E:; s name, essential demog:raphic 
identifying information of all juveni]E's :in 
the facility, rOOln assigr:ments, terrporary 
release status (i.e., court hearing, home 
visits, escapes/ etc.). 

B. Daily Log: The daily log is the primary record of 
daily occurrences in the facility. 'l'he maintenance 
of this log is the responslbiJ jt~· of each Assigned 
Supervisor. 

1. No entry in the log shall be erased. 
Corrections shall be added as an entry in the 
log. 

2. The log shall be continuous, ~"ith a face sheet 
for each shift and sufficient insert sheets to 
permit the recording of all note\\Torthy events. 

2 

3. Each blank on the face sheet shall be filled in 
on each duty to review the previous evenrs 
recorded. The log sheets serve as a vehicle of 
communication between shifts and among staff. 

4. It is "the responsibility of the staff member 
coming on duty to review the previous events 
recorded. The Jog sheets serve as a vehicle of 
communication between shifts and among staff. 

5. It is the responsibility of the Assistant 
Administrator to read the prior d~y(s) log and 
to either respond personally or bring to the 
attention of the Chief Administrator any remarks 
or observations made that require action. When 
a log hasn't been completed properly he/she 
should call it to the attention of the staff 
member who completed the entry. 

C. Incident Report: The Chief Administrator shall 
ensure that a written procedure for reporting unusual 
incidents is used. 

of 4 



Chaplff 

RECORDS 

Subjm Polky It 

Master Index & Daily 
Population Movement 6.3 P3ge 3 

1. Whether a participant or an observer of an 
incident, each staff member has a responsibility 
to report an unusual incident to the Chief 
1I.dministrator. 

2. Definition of Unusual Incident: 

a. A juvenile's physical or sexual assault on 
another individual. 

b. A stnff merober's physical or sexual a8sault 
on another individual. 

c. Use of forc6 by a staff member. 

d. Serious illness or death of a juvenile or 
staff IT'erober. 

e. Suicide attempt. 

f. Bscape, attempted escape, runaway, or 
unauthorized absence. 

g. Fire. 

h. Hajor property loss or damage. 

i. Any juvenile or staff action whi ch could 
lead to a criminal charge. 

j. Any incident that is considered to be 
media-sensitive. 

k., Other incidents the Chief Administrator 
has stated should be reported. 
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RECORDS 

Subjm Polky II 

Master Index & Daily 6.3 4 Population Movement Pille 

D. Daily Report of Juvenile Movemen~: The 
administrative office shall prepare a summary report 
of all juvenile movement BTl.] sha] I include: 

t 

1. Results of all juvenile counts. 

2. All new juveniles, jncluding names and room 
assignments. 

3. A list of all releases, including names and 
destinations. 

4. All room changes, section relocations, etc., 
which affect the locatic.·n of any juvenile. 

Approved B~': 

! 
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Sample Juvenile Training School 

DAILY POPULATION MOVEMENTS 

Date: / / ---'-----'---

Total Population in the Facility at 0000 Hours on this Date: ---------------
They were in Rooms: 

Room Number Section 

Juvenile's admitted to the Facility on this Date were: 

Juvenile: Referral Source: 

Juvenile: Referral Source: 

Juvenile: Referral Source: 

Juvenile: Referral Source: 

Juvenile's Discharged from the Facility on this Date were: 

Juvenile: Discharged to: 

Juvenile: Discharged to: 

Juvenile: Discharged to: 

Juvenile: Discharged to: 

Total Population on escape or AWOL Status or on Authorized Release 
from Facility: ___________________ _ 

Total Population Physically Present in the Facility at 2400 Hours 
on this Date: --------------
Signature of Staff Member Compiling Report: 
Title: ------------------------------



Shift Supervisor" 

Section Population 
at close of 
the shift 

J 

Recordkeeping and Evaluation 
Shift Supervisor's Report 

Date" Shift Time" 

Restrictions Medical Problems Serious Behavior problems Strip 
(names of (name of occurring during the shift Search 
Juveniles and Juvenile and the (name and type of problem) 
restriction) type of problem) 

Comments 

Escapes: Isolation: 
Submitted by: Shift Supervisor 

Approved by:~ __ ~ ____ ~~ ______ ~ __ ~ ______ ~ ____ ~ ___ 
Assistant Director for Program Operations 



Sample Juvenile Training School 

INCIDENT REPORT 

NAME OF PERSON FILING REPORT: DATE OF REPORT: -------- -------
NAMES OF ALL PERSONS INVOLVED: DATE AND TIME OF INCIDENT: --------

EACH STAFF MEMBER DIRECTLY OR INDIRECTLY INVOLVED IN THE INCIDENT SHOULD FILE A 
SEPARATE INCIDNET REPORT. DO NOT COLLABORATE IN WRITING ONE REPORT. TRY TO 
ANSWER IN YOUR REPORT THE WHO, WHERE, WHEN AND WHY QUESTIONS. BE OBJECTIVE IN 
YOUR STATEMENTS. 

NATURE OF INCIDENT: ----------------------------------------

ACTION TAKEN: ----------------------------------------------------

RESULTS OF ACTIONS: ----------------------------------

YOUR OPINION AS TO WHY THE INCIDENT TOOK PLACE: -----

OTHER O~ ADDITIONAL INFORMATION 



RECORDS TRANSMITTAL 

RECORDS OFFICER APPROVAL 
(SIGNATURE A..No MAiL STOP) 

DEPARTMe:NT OR ~GE:NCY OFFICE OF RECORD 

SEe INSTRUCTIONS ON REVERSE SIDE 
REC'O BV I OATE f<EC'O !\C.C.ESSfuN NUMOt...P' l'NPUTBY 

AGENC':'Y PREFIX ARCHIVAL.? Ae;:STRICTIONS ON use; OF RECORDS 

I I I J g::" 
TRAN~5-MJI~T~T~E~D~B-'V~(~N-'A~M~E-.-S·-C-A~N--P=-H-O~N~E~,-M-'A-I~L~S-T-'O-'P-'l~'-D-A~T-E~P-R-E-'P--A-R-E-O~ 

CUT~OFF &. RECORDS CENTER 
LOCAilON 

AGENCY 
BOX 

NUMBER 
RECORDS S'ERI ES TI TLE 

INCLUSIVE 
OATES ToTAL RETt:;N· 

TION PERIOD 

DISPOSITION 
A UTHORt T '( 

NUMBER 

SSA-I (9-84) 
Forword all copic! to Archives for distribution 
Oi slribution: White Copy, Archivcs Yellow C"py • OHice of Record Pink Copy· Records Officer 



Division of Juvenile Rehabilitation 

CASE FlUE TRANSFER FORM 

Sending Facility ___________________________________ _ 

Receiving Agency __________________________________ _ 

CASE NAME SERIAL NO. D.O.B. 

- ---~-----------------------+_-------____1r__------_l 

~--- ---~--------------------+--------+---------j 

----------~----~-- --~-----------j-------+~-------

.. --- ----- ---------------------------+-------+--------1 

Received From 
-~-----------------------~ 

Date ________ _ 

Date ___________ _ Received By ____________ -;:--:-~_;__._=---------
Pon~on Traneferrlng Files 

Received By ______________ -:::--:-::-:-:--::-___________ _ 
Final Destination 

Date ___________ _ 

The above case record(s) and material contained therein are the property of the Division of Juvenile Rehabilitation. 

The contents of this file are CONFIDENTIAl. 

Distribution: Original stays with file 

1 copy for office completing this form 

OSHS I q~ (2 76) 25 

Reference DJR 

Bulletins 11 

and 29 



CHAPTER 7 

PHYSICAL PLANT 

COMMENTARY 

This chapter encompasses 

American Correctional Association Standards 2-8158, 2--9117, 
2-9118, 2-9120, 2-9121, 2-9129, 2-9136 through 2-9145, 
2-9157, 2-9150 through 2-9154, 2-9157, 2-9159, 2-9162, 
2-9163, 2-9169 through 2-9183, 2-91214 

Nat~onal Advisory Committee Standards 4.211, 4.2111, 4.2112, 
4.2152, 4.2194 

American Bar Association Architecture of Facilities 
Standards 3.3 through 3.5, 5.1, 5.6, 5.9, 5.10, 6.1, 6.2, 
6.13, 6.14, 6.16, 6.17 

The design and administration of the physical plant are 
often subjects of litigation and , with increasing 
frequency, courts are considering the adequacy of the 
conditions of confinement. Space requirements and 
conditions listed throughout the chapter are based on ACA 
Standards. 

The difficulty in implementing many of these requirements is 
acknowledged. There are growing indications, however, that 
certain conditions of confinement may indeed aggravate ant 
accelerate behavior patterns officials are so often expected 
to correct. 



Qlaplet' Subject Policy /I 

Internal Control and 
FISCAL MANAGEMENT Monitoring of Account- 2.5 P:lge 

I inQ" Procedures 

F. Audit Schedule: Present legislation recommends 
external, annual audits and mandates an external 
audit within a three year interval. 

Approved B~·: 

3 of 3 
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Policy Number Pnges 

Sample PoUces and P~ures 

JUVENILE TRAINING SCHOOLS 2.6 3 

Chapter: Relaled Sl3ndmds: 

FISCAL Y~AGEMENT ACA: 2-9041, 2-9050 

Subject: 

Inventory Control 

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

II. DEFINITIONS: None. 

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

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

1. Storerooms shall bE' inventoried on the last day 
of ear.h calendar month. This process shall be 
simplified by regular use of bin cards located 
in close proximity to the stocK item. 'I'his card 
contain~ a chronological record of an item on 
hand, as V'E'J J as items received, issued and 
balancE'c. Typically storeroom items include: 

a. Food supplies. 

b. Stationery. 

c. Cleaning supplies. 

d. Clothing. 

e. Standard items used by the Building 
Supervisor such ClR plumbing and carpentry 
supplies, tools and similar items. 



ChDPItt' Subjcet Polky It 

FISCAL MANAGEMENT Inventory Control 2.6 ~ 2 

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

a. Description. 

b. Location. 

c. Responsible supervisor. 

d. Purchase date and acquisition price. 

e. Current value. 

3. Equipment with current values of $1,000.00 or 
more shall be inventoried by the Chief 
Administrator's office at least annually. 
Records of this property shall be maintained 
in the administrative office and shall contain 
the information listed in section 2a through e 
above. The records shall also include: 

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

(1) Air conditioner compressors. 

(2) Boilers. 

(,3) Commercial ovens. 

(4) Dining room serving tables. 

4. Major property shall include buildings, plant 
facilities and land. Records and descriptions 
of this property shall be maintained in the 
administrative office. 

B. Inventory Assignments: Staff shall compile 
inventories in accordance with the following 
schedule: 

of 3 



Chllpltl" Subjed Po!h.1" /I 

FISCAL MANAGEMENT Inventory Control 2.6 P:lge 3 

1. 

2. 

3. 

4. 

Responsible 
Items Staff Member Schedule 

Storeroom stock Food Service Supervisor Monthly 
& Building Supervisor 

Equipment, Fur- Each Assigned Annually 
nishings Valued Supervisor 
over $200.00 

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

Major Property Assistal1t Admin. Annually 
for Management Services 

C. Inventory Discrepanc.x: When a discrepar. -y is noted 
a written report shall be completed and forwarded to 
the Chief Administrator for review and initiation of 
appropriate action. Typically, this shall include: 

1. A listing of items not located. 

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

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

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

[ En"~ve D:tle 
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Policy Number Pages 

JUVENILE TRAINING SCHOOLS 2.7 2 

Chapter. Related Sl:u1danis: 

FISCAL MANAGEMENT ACA: 2-9051 

Subject: 

Procurement 

I. POLICY: A procurement process shall be developed for 
fair and impartial bidder selection. The method shall 
encourage the participation of qualified competitive 
bidders who are able to meet the requirements for 
supplies, equipment or services. 

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

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

III. PROCEDURES: 

A. Procurement: All purchases shall be accomplished 
by: 

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

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

B. Bid: 

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



Ch:lpli!f Subject Polk)' 1/ 

FISCAL MANAGEMENT Procurement 2.6 P':t~ 2 

2. Any prospective bidder who believes any part of 
the plans, specifications or invitations to bid 
are unclear or are in need of modification 
shall call such problems to the attentio~ of the 
Purchasing Agent who will initiate appropriate 
action. 

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

4. The Purchasing Agent shall return all bid 
deposits, certified checks specifications and 
plans of the unsuccessful bidders within five 
working days of contract award. 

C. Opening of Bids: 

1. All bids for contracts shall be opened by the 
Purchas,i.ng Agent and the Chief Administrator 
during a duly called meeting and all bidders 
shall have the right to examine the bids after 
their opening. 

2. At the time of opening bids, the Purchasing 
Agent shall note for the record any objections, 
criticism or challenges made, and the Chief 
Administrator shall revie\\f them prior to 
contract award. 

D. Award of Contracts: The Purchasing Agent shall 
award the contract as soon as practical, but within 
30 days after the opening of bids. Award will be 
made to the lowest, responsible, qualified bidder. 
This requirement, however, may be waived after 
submission of a statement to the Chief Administrator 
and parent agency indicating the reasons for 
objection to the lowest bidder. Contract awards 
shall be publicly posted. 

rnt!!tive Date 

I 
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SAMPLE JUVENILE CORRECTIONS FACILITY 

PURCHASE REQUISITION 
DATE 

SECTION 
SPACE RESERVED FOR PURCHASING AGENCY 

Proposal No. I .-\c'uon by Oiret'tOt 

Price Inquiry Date -
Bid Opening Date 

DESTINATION 
Purchase Order No. (FOR DELIVERY TO) 

Ptrrchase Order Date 

QUNmTY DESCRIPTION (TO BE TYP'ED OR PIUN'1CD) PRICE VENDOR 
REQUESTED 

VALUE ESTIMATED BY REQUlsmONlNG SECfION 
s, ____ _ 
s ____ _ 

SPECIAL REQUESTS ANDIOR SUGGESTIONS BY REQUlSmONlNG FACILITY TO BE SHOWN ON REVERSE SIDE .. 
ACCOUNTS CHARGEABLE REQUlSmOI'lED OY 

F\JM) FACILITY ALl.OT ACT. PROJECT. JOB CHARACTER ""'IOUNT FOR 
EQUIP. :<0. .... ND08JECT EACH ALLOTMENT 

PURCHASE AUTHORIZED BY Pl'RCH:"SII-oG AGE.'T 

APPROVED BY DIRECTOR 

ALL CONFIRMING REQUISITIONS MUST BE ACCOMPANIED BY VENDOR'S 'V'PROVED BY PARENT .~GE:-ICY 

INVQ[CE OR S-ALES TICKET, PROPERLY SIGNED, At'ID SHOWING ALL 
. TERMS OF THE PURCHASE. 
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. ",Policy Number 

Sample Policies nnd Procedures 

JUVENILE TRAINING SCHOOLS 2.8 2 

> 

Chapter. Related Slandl1J'ds: 

FISCAL MANAGEMENT ACA: 2-9047, 2-9049 

Subject: 

Position Control & Procurement 
of Community Program Services 

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

II. DEFINITIONS: None. 

III. PROCEDURES: 

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

1. Total number and type of positions filled. 

2. Total number of vacancies. 

3. Total number of positions authorized. 

B. Reconciliation: The Chief Administrator shall 
compare the actual payroll records with the listing 
provided by the Office Manager. This comparison 
shall ensure: 

1. All positions are authorized officially. 

2. Attendance, payroll and personnel records match. 

3. Funds are available to meet the payroll costs. 



Cl1:1pter Subject Policy /I 

Position Control & 
FISCAL MANAGEMENT Procurement of Communit~ 2.8 P:!gl! 2 

Program Services 

C. Purchase of Community Services: Some services are 
not available in the facility and should be 
contracted from appropriate community sources. 
Non-profit or governmental organizations shall be 
given first consideration in procurement of such 
services, which may include: 

1. Medical care. 

2. Religious activity. 

3. Educational programming. 

4. Vocational training. 

I 

Eflt'o:Uve Dace 
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Sample Policies IiIlld P~ures 

JUVENILE TRAINING SCHOOLS 2.9 2 

Ch2Plu: Re/2led Slandlmh: 

FISCAL MANAGEHENT ACA: 2-9052 

Subject: 

Insurance Coverage 

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

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

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

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

III. PROCEDURES: 

A. Accident Reporting: 

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

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

a. Time and date of loss or injury. 

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

c. Description of how loss or injury occurred. 



Chapler SUbject PoUey II 

FISCAL MANAGEMENT Insurance-Coverage 2.9 P:lgt! 2 

d. Description of property loss or damage. 

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

B. Worker's Compensation: Benefits are available to 
staff injured in the course of duty and information 
is available in the administrative office. 

] 
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Snmple PoUde! and P~uns 

JUVENILE TRAINING SCHOOLS 2.10 2 

Ch:apter. Rel:ated Si2ndlll1is: 

FISCAL MANAGEMENT ACA: 2-9054, 2-9055 

Subject: 

Juvenile Canteen Accounts and 
Audits of the Account 

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

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

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

III. PROCEDURES: 

A. Canteen Transactions~ 

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

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

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

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

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

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



(J1upler Subject PO~'11 

Juvenile Canteen Ac-
FISCAL MANAGEMENT counts and Audits or 2.10 P:llJe 2 

the Account 

B. Transactions with Vendors: 

1. Each week the Assigned Supervisor checks 
canteen stock and determines order quantities 
for items in 10'1/ supply. 

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

3. The Assigned Supervisor shall complete 
order forms supplied by vendors listing items, 
quantities, unit prices, total prices and 
discounts. 

4. When deliveries are made, the Assigned 
Supervisor will check the goods against the 
packing list and sign for the delivery. 

5. Deliveries from vendors shall be placed in the 
canteen and kept separate from inventory. The 
Assigned Supervisor shall, ag?in, check the 
order against th~ packing list befor~ the goods 
are added to inventory. Shortages are reported 
to the vendor for corrective action. 

6. Invoices shall be forwarded to the Business 
Office. 

7. Checks are issued for each vendor from the 
canteen account. 

C. Monthly Bank Statement: The current monthly bank 
statement for the canteen checking account is 
reconciled against the canteen ledger by the business 
office. 

D. Canteen Audits: Internal audits shall be conducted 
quarterly by the business office. 

Approved Dr: 

1 
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CHAPTER 3 

PERSONNEL 

COMMENTARY 

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

Statutes and regulations related to personnel administration 
vary widely from one jurisdiction to another. These 
guidelines are published with the expectation that, while 
being used in conjunction with an extensive personnel 
manual, jUdicious use will require revision to conform with 
local conditions. 
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SM'iple Policies IllId Procedure.s 

Polley Number Pages 

JUVENILE TRAINING SCHOOLS 3.1 5 

Ch:apter: Related Sl:mdards: 

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

Subject: NAC: 1. 4, 1. 41 
Personnel Selection, Retention 
and Promotion 

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

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

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

III. PROCEDURES: Procedures that shall be followed by 
both the Chief Administrator and Assistant Administrator 
include: 

A. Personnel Management Principles: The essential 
components are: 

1. 

2. 

3. 

4. 
'" 

5. 

To determine and develop an effective 
organizational system. 

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

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

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

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

2 

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

8. To aggressively pursue an a.ffirmative action 
program which recruits persons who might not 
othenv':se seek employment with the facility. 

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

B. Employment Prospecting: The Office Manager shall: 

1. Receive job applications and maintain files for 
each job description. 

2. Contact names on register for interest in 
employm,¢nt. 

3. Arrange employment interviews with the Chief 
Administrator. 

C. Staff Selection and Promotion: 

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

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

3. Lateral entry into the facility shall be 
permissible at all levels. No section shall 
initiate or allow any practice which will 
restrict selection or promotion of qualified 
staff from outside the section. 

4. Salary levels and employee benefits for facility 
staff shall be competi ti ve "lith other parts of 
the juvenile justice system, as well as with 
comparable occupational groups in the private 
sector. 
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5. Staff members mu~t be able to demonstrate that 
t~ey have the skills required to perform 
specific job related tasks. Supervisory staff 
must be qualified professjonals in their fields. 

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

D. Interview Committee: Supervisors may request an 
lnterviE:w committee to assist them in any proc·edures 
for hiring of ne\17 staff, promotion, termination, 
etc. The interview committee will consist of: 

1. Supervisor of the area that is being hired for. 

2. Senior staff of the same area. 

3. One other administrative staff member (rot< . ing 
assignment). 

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

E. Physical Examinations: To ensure that candidates 
can accomplish the required duties of the position, 
physical examinations shall be conducted prior to 
employment and the findings and recoIT1IT'endations of 
the examining physician forwarded to the Personnel 
Officer. Annual physical examinations including a 
T.E. test are required of aJI staff to ensure their 
continuing ability to function effectively. Any 
staff determined by the responsible medical 
authority to be unfit for duty is to be removed or 
reRs~igned according to appropriate laws and 
regulations. 
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F. Records Check: The names of all prospective staff 
shall be referred to the personnel office of the 
parent agency for background investigation. Because 
of the sensitive nature of training school faci
lities, appropriate steps are necessary to ensure: 

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

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

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

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

G. Appe~l-E.: Any staff or potential staff member \-7}-1o 
believes they are unfairly treated may submit a 
wri tten request for revie\-7 to the Chief 
Administrator. If dissatisfied with the response, 
the complainant may appeal further to the parent 
agency for final decision. Responses to such 
requests shall be prompt and in compliance with 
grievance procedures. 

H. Review: 

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

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

1 
-'-. 

2. 

selection of provisional staff is restricted to 
persons possessing at Jeast minimum qualifica
tions for the pos,ition. 

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

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

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

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

t : 1 
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@ SM1ple Polices nnd Procedures 
Policy Number Pages 

JUVENILE TRAINING SCHOOLS 3.2 2 

Chapwo: Rd:atecJ SI.2ncbni.s: 

PERSONNEL ACA: 2-9063, 2-9064 

Subject: NAC: 1.4 

Affirmative Action 

1. POLICY: ':'11e parent 2C!ency shall establish and 
implement an affirmative action plan which offers 
equal opportunities to all persons in all phases of 
empJoyment. 

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

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

III. PROCEDURES: 

A. Sex: The nature of some program operations dictate 
that some sex-sensitive job assignments be made'and 
that .some positions be restricted by sex. Each of 
these assignments and restrictions shall be fully 
reviewed by the Office of l'~ffirmative Action and the 
local or state equal employment opportunity/ 
affirmative action committee to assure that they 
comply with the bonafide occupational qual.i;fication 
exceptions recognized in Title VII of the Civil 
Rights Act. 
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B. Discrimination Charges: Discrimination charges and 
their resolution (whether filed internally or with 
external civil rights agencies) are reviewed to 
assure that policies which have been unintentionally 
discriminatory are revised. 

EIk:dve Dale Approved B~': 

or 2 
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Cl1:apter. Rd:ated Sl2ndlll'ds: 

PERSONNEL ACA: 2~9069, 2-9076, 2-9077 , 
2-9077 

Subject: I • f Performance Eva uat~on 0 
NAC: 1.4 

Probationary Staff and Annual 
Performance Ratings for all Staff 

r. POLICY: Performance of all staff, permanent and 
probationary, shall be evaluated regularly against the 
standards expected Tor the assigned pp~3i tion. 

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

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

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

C. Critical Blement: -p. component of a staff member's 
job that is essential to perform it effectively. 

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

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

F. Probationary Staff: A staff member who has not 
attained permanent status. 
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PERSONNEL Performance Evaluation 3.3 P:lge 2 

III. PROCEDURES: 

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

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

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

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

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

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

a. Evaluations should be initially prepared 
in rough form by the supervisor to be 
reviewed for clari.ty, pertinence, 
applicability, 'accuracy, etc:, and 
should be given to the staff member for 
review. 

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

4. Probationary Rights: Failure to meet reason',.. 
able standards of performance and satisfactorily 
complete training shall be a basis for dis
qualifying staff during the probationary period.' 
Probationary staff do not hn',re t1'e r;·.~"'t to 
appeal eval~ations. 

B. Performance Appraisals: Performance appraisals 
shall be implemented by the Chief Administrator to 
encourage the staff to evaluate their o~~ work 
habits. Annual appraisals shall be required for 
all non-probationary staff. This system shall 
provide for: 
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Performance Evaluation 3.3 

1. Establishing performance standards that 
objectively and accurately evaluate job 
performance. 

~ 

2. Communicating to staff both the performance 
standards and the cri,tical elements to the 
position. 

3. Evaluating staff performance during the 
appraisal period. 

4. Recognizing and rewarding staff whose 
performance warrants it. 

5. Assisting in improving unacceptable performance. 

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

7. Establishing major job elements (critical and 
non-critical): 

a. Critical and non-critical elements are 
the specific projects/tasks which define 
the position. These elements and corres
ponding performance.standards sha.ll be 
cOI'!1Jlll1nicated to each staff member at the 
beginning of the rating period. 

b. Tl">e individual performance standards and 
appraisals must evaluate: 

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

(2) Timeliness of performance:. 

4 of 7 
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C. Service Ratings: Service ratings for permanent 
staff provide both an evaluation of work performance 
and a review of work related goals. A service rating 
must also be completed on an individual separating 
from the facility to provide a final record of work 
performance. 

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

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

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

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

5. After completion of the service rating, the 
supervisor shall arrange a private interview 
with the staff member being evaluated. The 
interview should involve a review of the prior 
service rating as a comparison to the service 
rating that has just been completed. The staff 
member's strengths and weaknesses should be 
discussed and he/she should be encouraged to 
express his/her opinions. 

of 7 
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6. After a review and discussion of the service 
rating the staff member will be given an 
opportunity to make written comments beTore 
signii"lg the rating form. The employee's 
signature does not imply agreement but only 
that the conference was conducted and that the 
staff member read the service rating. If the 
employee refuses to sign, the supervisor should 
note this fact and add any pertinent comment. 

7. Service Rating Descr~ption: The service 
rating contains five elements ranging from one 
through ten points for each element. The 
average of the total points for the elements 
constitutes the service rating score. 

a. The scores nine and ten are excellent. To 
achieve these points the individual must 
have performed all assigned tasks in a 
superior/outstanding manner. A brief 
narrative of how the individual perf01wed 
should be provided when these points are 
earned. 

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

c. The scores five and six are satisfactory. 
The individual must meet the full 30b 
requirements as defined by the supervisor. 
In instances where the supervisor has not 
established clear job requirements, a 
rating of at least five is appropriate. 

d. The scores three and four are fair. The 
individual must have failed to meet 
specific job performance requirements. A 
brief narrative shou'ld be provided detail
ing job requirements not met and the 
specific requirements needed to improve. 

6 of 7 
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e. The scores one and two are unsatisfactory. 
Performance at this level is so deficient 
in meeting job requirements that release 
from eroployment is justified. A narrative 
is required specifying the performance 
deficiencies of the individual. If the 
individual is to.be retrained, the 
retraining program shall be specified in 
the goals section of the service rating. 

D. Termination of Employment:_ After coropletion of the 
probationary period, terrnination or demotion is 
permitted only for good ca.use and, if requested, 
subsequent to a formal hearing on specific charges. 
The hearing will be conducted by a civil service 
con~lission or other career service organizations. 

1. The Chief Administrator, after clarifying the 
situation and with approval of the parent 
agency, mo.y discharge any staff member whose 
behavi.or is contrary to the policies of the 
facility. The Chief Administrator and 
supervisor wi J 1 discuss the n\atter with the 
staff rnembE'r before taking action. 

2. If a staff member wants to end his/her position 
at the facility, a mJ.nJ.mum of two weeks not'ice, 
in writing, should be given. 

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

j 
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Sample Juvenile Training School 

Professional Service Rating 

Hilma Social Security Number Dlvlslonl Areo 

Stlltus CI1ll80iflcationITIIIQ Job Assignment 

Rating E;cplantltion 
An employee's performance is to be rated numerically in e8ch 01 the following six (6) categories with a score 01 from 1·10 points. Paints 
awarded in esch of the catagor/as shOuld t,ien be totalled In the space provided and divided by six (6) to arrive at an employee's overall ser· 
vIce ra ling. 

Alfh()ugh narrative clariflcstlons to the numerlcaf score should be entered In Ihe "Remarks" column, thtj following standards are to be 
observed in awarding points: 

Excellent (9-10) Satlotactory (5-6) Falr(3-4) Unsatlsfactorf (1.:2) 

-
Points 

Awarded RatIng Cat~ory Remarks 

1. Dependability· Trustworthy and reliable In completing 
assignments; observes policy; maets commitments In 
spite of difficulties. 

2. Quality of Work • High quality Is maintained under 
pressure. Does all parts of job, even new tasks, to high 
standards; work is neat and orderly. 

3. Cooperation . Able to get along with and wori< har· 
monlously with fellow employees; establishes rapport 
with all people with whom there is contact. Able to work 
with supervisor In order to develop as a better employee. 

4. Communlcallon Ability. Able to describe and explain 
problems; content and logic is organized. Able to listen; 
persistent In trying to understand others; expresses self 
In clear terms. -

5. Judgment· Decisions are always sound In keeping with 
agency policy. Able to react In a crl$ls and arrive at solu· 
tlons. Consistent in taking correct action. 

6. Favorable Job Attliud0 • Looks for, finds and follows 
methods for self·improvement. ConSistently promotes 
the agency; is a self·starter; frequently finds iml140ved 
ways of doing iob. 

Total Points Report Period Overall Service Rating 

_to 

Goals lor Employee 

Dogr" Past Goals Have Boon Achlevod 



SAMPLE JUVENILE TRAINING SCHOOL 
EMPLOYEE PERFORMANCE APPRAISAL REPORT 

Nrune ___________________________________________________________________________________ Date ________ __ 

Job TItle _______________________________ Division Date Emp\oyed---_____ _ 
~tApp~on _______________________ _ 

Quality of Work· (Do nO{ consider amount of work). Is work done c:om:ctIy and aa:uratdy? Docs work meet the required standards of quality? Are errors more frequent than 
notmal at this stage of training? 

Work is cardessly done or not 
done correctly. I';taJces errors 
frequently. 

Supporting statistics: 

Specific training 00!!ded: 

Work nO{ always accurale. 
Has to be checked fre
quently to get required re
sults. 

I 
Work a~ceptable. Meets 
notmal quality standards. 

I I 
Work is of high quality. 
I'vtaJces few errt)!;. Work 
can be depended upon. 

1 ! 
Work is of highest quality. Does 
job exactly as it should be done. 

Quantity of Work· (Do not consider quality of work). Production: How does production compare with job standards or notmal? 
Industriousness: How does employee apply himsdI 0< h=If to the job? 

I 1 I I 
low production. Tak<:s 
it easy. 

Below notmal production. 
Wastes time. Requires 5OItltl' 
pushing. 

Production normaL Worlts fairly 
steadily. Does job in reasonable 

Above average production. Works 
hard. Steady at job. 

Outstanding production 
and application. 

manner. 

Supporting production statistics: 

Ability to Und~tand and FoUow lnstructions· Does employee understand insttuction? 

Does employee actually do what he or she was told to do? 

I I I I , 
Requires repeated and constant in· Needs detailed instructions on ~ery Understands instructions rea· Und~tands and foUOV'~ in· Understands with great 
struction. point. Must be reminded of angina! sonably wdl. Requires only nor· ,tructions. Rarely has to ease and fOUOW5 through. 

instructions. mal follow-up. have instructions repeated. Seems to anticipate in. 
structions. 

Supportingconunents: _____________________________________________________________________________________ __ 

Anitude Toward Supervision· What is emplo}'ee's artitude toward supervision? How does employee react to instructions? Does employee cooperate "illingly? Does ~mplo\ee 
take criticism open·mindedly? 

Negative re:lction to supervision 
and criticism. At times uncoop
erative. 

NO! 100 happy to have contact with 
supervision. Takes some e.~ception to 
criticism. 

I 
Normally cooperative in accep
ting instructions and criticism. 

I I I I 
Pleasant and cooper- FuUy cooperative. Tries to be 
alive. helpful. 

Supportingcorrunents: __________________________________________________________________________________________ __ 



PersonalilY-1s employee accepted by feUow workers? Does employee get along with other workers? Does ernplll)lel! have any objectionable cha:=eristics wttirh aff~( staff 
members? 

I I I ~. 
Not fully accepted by feUow Tolerated by group. Not par- Accepted;lS one of the .!ll0up. Wdl-liked by feUow workers. Liked by ev¢ryone. People 
workers. May cause friction. ti\:ularIy =ful or coopernrive Gets along with fellow workers. Cooperat'~~ readily. Mnkcs '-'lger to wmlt with him or her. 

with feUow ernploy=. CooperateS with olhen. favomble impression. 

l 

I 

Su~gcornmenu: ________________________________________________________________________________________ _ 

Health and Physical COf1djtion-How does ernploy='s health and physical condition affect his or her work? 

Poor health. Physically 
wwdapted to job. 

Absence and punaualiry record: 

Not in the best health. Some 
physical condition which af
fe;;t5 job. 

I 
Has r=ormbly nor-
ma! health. . 

I I 
Has good health and energy. 
Kcep5 in good physical shape. 

Gr~t~tStrengths--_____________________________________________________________________ ___ 

~hn~ernctton __ -------------------------------------------------------------------------------------------

This Perform.."UlCe Appraisal was di.scuss<:d with the employee onL-____ ;and we reviewed together what is needed for furthc1' development and progress, 

Employee's reru;rion [0 the job (quote) 

Our plan for action 

Employee's signarure 

~upervisor's signarure 

Cornment: ______________________ . ____________________________________________________________________________ __ 

Approved: ___________ ~~-~~-------------__ 
A .... sistant Director 

.. 
Director 
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Sample Policies rmd PrrA::CdureJ 
I PoUcy N.m .... r"~ 3.4 2 JUVENILE TRAINING SCHOOLS 

Related Slanc:ianis: 

PERSONNEL ACA: 2-9080, 2-9083 

Subject: 
Staff Pay Comparability and 
Expense Reimbursement 

--'- - --_._-----------' 

I. POLICY: The parent agency shall provide staff salary 
levels and staff benefits which should be competitive with 
other parts of the juvenj]~ justice system as well as with 
comparable occupational groups in the private sector. 
Staff shall be reimbursed for regitimate expenses incurred 
in the conduct of official bu.siness. 

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

Occupaticnal Group§!: Managers, tradespcl:sons or 
professional staff who are assigned duties, 
r.esponsibilities and authority similar in nature and level 
of difficulty. 

III. PROCEDURES: 

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

1. Actual salary. 

2. Fringe benefits. 

a. Medical care. 

b. Insurance benefits. 

c. Leave allowances. 

d. Pension plans. 

e. Other programs . 

. 'l 



------ --------------------------------------____ ~ ______ r ___________________________ ___ 

Staff Pay Comparability 
:==========cn==ll=p:ler============::-"",,",-.. ===_·-=_-~~S~U_b __ jt'd-:, ____ -_-,--=:=:::==P=O-Ikl_ -..:.:=I1====~==============o-r---2---i1 

PERSONNEL and Expense Reimburse- 3.4 ?:Jge 2 
ment 

3. Consideration of: 

a. Commuting distances. 

b. Job stress. 

c. Assignment hours. 

d. Requirements for stand-by. 

e. Hazardous conditions. 

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



@ S!UT1ple PoUees and P~ures 
PoUcy Num~ PI'IEf!I 

JUVENILE TRAINING SCHOOLS 3.5 8 

ChliPLu: Relliled SllInd:uds: 

PERSONNEL ACA: 2-9079 

Subject: 

Staff-Supervisors Relations and. 
Grievances 

I. POLICY: The facility acIministration strongly encourages 
that relationships between supervisors and staff be 
mutually respectful and, when differences occur, that 
resolution be as informal, as possible. If differences 
cannot be resolved informally, the grievance shall be 
concluded at the earliest possible step of the procedures 
outlined in this document. 

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

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

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

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

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

.. -
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III. PROCEDURES: 

A. ~taff-Supervisors Relations Committee: A 
relations committee, establisheu by the Chief 
Administrator of each facility shall be composed 
of the following me~bers: 

1. Assistant Administrators Chairpersons. 

P3ge 

2. One supervisory person from each section (to be 
appointed by l\ssistant Administrator of ·the 
section). 

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

B. Meetings: Committee meetings shall be held 
quarterly. 

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

a. Proposals for program changes. 

b. Safety practices. 

c. Training plans. 

d. Legislative actions pending. 

e. Anticipated changes in facility operations. 

f. Policy and procedure changes are required 
by law or other jurisdictional authority. 

2. The agenda, conduct of the meeting and 
preparation and distribution of the minutes 
shall be required by the Chairpersons. The 
Chairpersons shall examine the ~inutes of each 
meeting, evaluate the concerns expressed and, if 
necess2ry, take corrective action. such actions 
may include: 
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a. Requiring anajtional information from 
a~propriate Assigned supervisors. 

~ 

b. Appointing a group to evaluate a situation 
and prepare reco~mendations for corrective 
action. 

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

1. l10nthJy section staff meetings. 

2. Specialized training program meetings. 

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

4. section program planning. 

5. Regular review of emergep.cy program plans. 

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

E. Grievance Procedures: These procedures shall 
provide a just and equitable method for the admini
strative resolutipn of discrimination complaints 
and/or grievances. These procedures shall apply to 
anl' st.aff who believe they have experienced unfair 
treatment in any area subject to parent agency 
control . 
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1. Staff Rights and Restrictions: 

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

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

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

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

2. Exceptions to the Grievance Procedures: 

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

b. Content of legislation or po] jcj es 
promulgnted hy the parent agency. 

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

d. Action terminating a temporary promotion. 

e. Decisions not to adopt a suggestion, or 
bestow a performance award or other 
honorary or discretionary award. 
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f. A preliminary warning or proposed notice of 
adverse action against a staff member. 

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

h. Fitness for duty examinations. 

i. Health benefits decisions. 

j. ViolatiClTI of military restoration rights. 

k. Salary retention decision. 

1. Violation of re-employment rights. 

3. Implementation of Grievance Actions: A staff 
member must present any grievance within 15 
calendar days after the alleged incident occurs. 

4. Grievance Rejections: A grievance may be 
rejected if: 

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

b. The grieva.nce is not filed in a timely 
manner. 

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

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

S. Notification of Rejections: Notification of 
grievances rejected shall be provided in writing 
by the parent agency indicating the reason for 
rejection and adviseJ!1E'nt of an appeal procedure . 
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6. Informal Grievance Procedures: A staff member 
must complete an informal procedure befon:, a 
grievance will be at.:cepted under the formal 
procedures grievance. A grievance over a 
disciplinary action, however, may be initiated 
at a higher level if the supervisor does not 
have the authority to grar.t the relief sought. 
In all other cases the following two steps are 
required: 

6 

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

b. If dissatisfied with the decision of the 
supervisor, the staff member and/or 
designated representative may present the 
grievance to the next higher supervisor 
official \dthin five calendar days 
following the ini.tial resolution attempt. 

7. Formal Procedure: 

a. If the grievance is not satisfactorily 
resolved through informal prccedure, the 
staff lnember or representative may present 
a written grievance to the Chief 
Administrator within five calende.r clays 
following the final informal decision. 
'l.'his written grievance shaJI contain, at a 
minimum, the identity of the aggrieved 
staff member, the specific nature of the 
grievance, the corrective action sought and 
the signature of the staff member and/or 
representative. The Chief Administrator 
shall review the grievance and give the 
staff merr.ber a decision in writing. 
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b. If still dissatisfied, the staff member may 
make written request within five calendar 
days that the matter be referred to a 
grievance examiner. The Chief 
Administrator shall contact the parent 
agency within five calendar days to arrange 
for an examination. The authority having 
jurisdiction will appoint a disinterested 
third party to act as examiner. His/her 
inquiry shall be conducted according to the 
regulations of the parent agency and will 
begin as soon as possible after an examiner 
has been appointed. 

c. The Chief Administrator shall then give 
full consideration to the entire 
grievance file, including the examiner's 
findings and recommendations, and make a 
final ded s~_on ~l1ithin five calendar days of 
receipt. The examiner shall forward the 
findings and recommendations to the C~ief 
Administrator no later than 30 calendar 
days after completion of the inquiry_ 

Exceptions to this process are: 

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

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

Ent'o::tlve Date ApprovEd By: 
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JUVENILE TRAINING SCHOOLS 3.6 2 

Ch2Pt.er. Related Stand2nls: 

PERSONNEL ACA: 2-9060 - 2-9062 

Subject: 

Establishment and Review of 
the Personnel Manual 

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

II. DEFINITIONS: None. 

III. PROCEDURES: 

A. Format of the Manual: The personnel ~anual shall 
be organized into related c.:hapters. ~Ihe language 
used shall be in layman's terms without technical 
jargon or references not known by the reader. 

B. content of the ~anual: The content of the manual 
sha]] include but not be limited to: 

1. Recruitment policies and procedures. 

2. Organization of the facility. 

3. Job qualifications and descriptions for all 
employment categories. 

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

5. Equal opportunity information. 

6. Salaries for representative job categories. 

7. Benefits for staff. 

8. Ho]jdays. 

9. Leave and work hours. 

10. Personnel records. 
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II. Perf0rmance evaluations. 

12. Training requirements. 

13. Promotions. 

14. Retirement benefits. 

15. Resignation, suspension and discharge policies. 

J6. Staff-supervisor relations. 

37. Physical fitness policy. 

18. DiscipJJnary, grievance and appeal procedures. 

19. Policy about political activity. 

20. Insurance. 

21. Professional liability. 

22. Position responsibilities. 

C. Manual Availabjlity: The personnel manual shall 
be made available to all staff members. Complete 
copies of the manual shall be kept in the admini
strative offices of the facility and in the 
staff library and should be made avaiJable for public 
review. 

D. Training: The contents of the personnel manual 
shall become an integral part of the sta.ff orien
tation program. All new staff shall be provided 
with a summary of the personnel manual. This summary 
shall include the mc::.jor elements of personnel 
policies most directly affecting staff programming. 

E. Personnel Manual Review: This manual, along with 
all personnel policies and practices, shall be 
reviewed annually by the Chief Administrator. A 
written report shall be forwarded to thE' parent 
agency containing comments about existing policies 
and any recommendations for revision, addition 
or deletion. 

Flll"o.:.1ivc Date Approved B~·: 
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JUVENILE TRAINING SCHOOLS 3.7 3 

Ot2Pter. Related Standlllrd.,: 

PERSONNEL ACA: 2-9019; 2-9084 

Subject: 

Code of Ethics 

I. POLICY: The fa.cility requires the highest possible 
level of conduct from all sta£f, protects the integrity 
of the parent agency and facilitates the recrujtment and 
retention of the highest co.liber staff. 

~. Relationships with Juveniles/Colleagues/Other 
~ssions/The Public: 

stAff mercibers will respect and protect the civil and 
legal rights of all juveniles. 

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

Relationships with colleagues will be of such 
character to promote mutual respect within the 
profess·ion and improvement of its quality of service. 

statements critical of colleagues or their agencies 
will be made only as these are verifiable and 
constructive jn purpose. 

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

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

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

B. Professional Conduct/Practices: 

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

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

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

II} any public statement, staff members will clearly 
distinguish between those that are personal views 

2 

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

Staff members will be diligent in their responsi
bility to record and make available for reviev7 
any and all case information which could contribute 
to sound decisions affecting a juvenile or the 
public safety. 

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

Staff meI!'.bers will not discriminate a.gainst any 
juvenile, employee, or prospec~ive employee on the 
basis of race, sex, creed, or national origin. 

Staff members 'v7ill maintain the integrity of private 
information; they will r.either seek personal data 
beyond tr~t r.eeded to perform their responsibilities, 
nor reveal case information to anyone not having 
proper professional use for such. 

Any staff raernLer who is responsible for agency 
personnel actions will make all appointments, 
promotions, or disraissals cl"ly on the' basis of merit 
and not in furtherance of partisan political 
interests. 
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II. DEFINITIONS: ]\.s used in this document, the following
definition shall apply: 

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

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

A. Each staff member wilL receive a copy of the Code of 
Ethics during oriep.tation training. 

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

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

t 
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JUVENILE TRAINING SCHOOLS -3.8 

Chapter. ReJated Sl2nd2nis: 

PERSONNEL ACA: 2-9073 

Subject: 

Regular Review of Staffing 
Requirements 

I. POLICY: Each Assigned Supervisol: shall regularly 
evaluate,. and review staffjng a.ssignrnents to meet 
existing and changing program requirements. 

II. DEFINI'I'IONS: As used in this cocult1ent, the following 
definitions shall apply: 

A. Vacal:cy: Jmy authorized position which is not 
filled by a permanent cesignee. 

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

C. Budget and Planning Committee: The senior 
officials of the facility including the Chief 
Administrator, Assistant j\cministrators and all 
Assigned supervisors. 

III. PROCEDURES: 

3 

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

1. Total number of staff in each section. 

2. Total vacancies in each section. 

3. Vacancies anticipated. 

4. New staff expected. 

5. Total vacancies in the facility. 

e. Total number of authorized positions. 
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B. Evaluation of op~xations: 

1. Assigned Supervisors shall evaluute section 
operations ana propose operational 
improvements within allotted resources. 

2 
, 

2. .A.ssigned Supervisors shall provi.de realistic 
coverage for all essential posts and coverage 
required for training; days off, annual and sick 
leaves ar.d ether authorized and unauthorized 
absences. 

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

C. Staffing EvaluatiEE: The Chief Administrator shaJl 
regularly evaluate the facility staffing neecs to 
ensure the best use of manpower resources. The 
evaluation process shall include consideration of 
existing needs, staff suggestions and 
reco~~endations, as well as curxent and projected 
plans and goals for the facility. The appropriate 
staff-juvenile ratio shall be maintair.ed at all 
times. 

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

2. Total number of staff on duty. 

3. Vacancies by category. 

4. Affirmative action data. 

5. Unusual vacancies. 

6. staff-supervisor relations. 

Efircti've [)nle Approved B~': 
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JUVENILE TRAINING SCHOOLS 3.9 6 

ChllPter. Rd:aled Sland1U'ds: 

PERSONNEL ACA: 2-9066, 2-9067 

Subject: 

Personnel Records 

1. POLICY: The Assistant Administrators shaJ.l maintain 
adequate personnel records for each staff member, ensure 
the confidentiality or those records and provide staff 
access -to them. Staff members shall have the right to 
challenge information in their personnel files. 

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

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

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

III. PROCEDDPE8: 

A. Official Personnel File: The Office Mana<]er is 
directed to establish a permanent, separate and 
confidential record for each :[a.::ility staff member. 
The record shall be divided into recruitment, 
performance, awards and ativerse actions, current 
assignment and education/training. Each section 
sha 11 con tain , a t a minimum, the £01] ( '., i" -

information: 

J. Recruitment: 

a. Application for employment. 

b. A summary of verification of applicant's 
background, including training, education, 
err~loyment history and salary records. 

c. References • 
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2. Performance: 

a. CUrrent position description. 

b. CUrrent completec performance rating. 

c. Previous completed perfoxmance ratings. 

d. Correspondence and/or notations related to 
performance. 

e. Reason for te~~inatjon or discharge. 

3. Awards and Adverse Actions: 

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

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

c. Copies of a\-Jards recei vea fcr special 
community services. 

d. Complete record of all adverse actions 
fil!ding the staff member's performance 
illegal or substandard. 

e. Provisions shall be made to remove adverse 
actions, i.e., letters of reprimano, 
written warnings, etc. from the personne] 
file after two years, g'iver. that no re
current actions on the part of the 
staff ~ember occurs. 

4. Current Assignment: Current assign~ent 
material should be organized to allow easy 
access and accuracy. Each file must include 
at a minimum: 

2 of 6 
,-



-
Chaplet' Subject Policy II 

PERSONNEL Personnel Records 3.9 ~ 

a. starf member's name. 

b. Social security number. 

c. CUrrent position title. 

d. Current salary and grade. 

e. Date appointed eno. type of position. 

f. Location of position: city, county, state. 

g. Facility. 

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

5. Education and Training: The following 
information shall be included in a staff 
member I s fi:_c: 

a. A complete record of verified educational 
achievements 

b. A suwmary and/or copies of certificate~ for 
all specialized education. 

~. A summary of the staff member's current 
achievement tOWard mandatory training 
required by the parent agency and facility. 

B. SuppJement to Supervisory Evaluations: If a staff 
member is not satisfied that supervisory evaluations 
accurately reflect either the fact or the totality of 
the events being described, the staff member shall 
have the right to supplement the personnel record 
with documentation designed to correct the perceived 
discrepancy. 
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C. Personnel Record Security: All records shall be 
maintained in a physically secure area with locking 
devices to prevent unauthorized entry. The records 
should be stored in fire resistant cabinets except 
during preparation, assembly and review of material. 

1. Information Confidentiality: All information 
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in a staff personnel file is considered 
confidential and may be released only with 
wri~ten consent of the staff member. Any sraff 
member or official who discloses information of 
a confidential nature obtained from the staff 
tnember's personnel file may be guilty of illegal 
conduct or conduct in conflict with parent 
agency and/or fad lj ty regulations. This 
restriction does not include review of the 
material parent agency. Such authorizatjons for 
review are usually limited to administrative 
office employees, supervisory staff and parent 
agen~y officials whose duties require an 
understanding of the background and qualifi
cations of the staff member. 

D. Review and Challenge by Staff: Staff are en
~ged-to review the contents of their personnel 
files periodically to ensure that the information is 
accurate and complete. 

1. Review: 

a. Reviews should be conducted under visual 
observation of a staff member of the 
administrative office. 

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

2. Challenges: Incorrect or misleading material 
may be challenged by the staff. 
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PERSONNEL DATA SUMMARY TYPE OR PRINT IN INK {If oddllionml spaco is noed""', UM 8%)( t 1 shaat! 

PLEASE COMPLETE 80TH SIDES 

I POSITION APPl.leO FOR AT IN.STITUTION 

I. I.AST NAME FIRST NAME MIOOI.E INITIAl. 2. SOCIAl. SECURITY NO. 3. TEI.EPl-tONE NO. 

4. AOORess· STReeT, R.O. CITY COUN1'Y STATE ZIP coo!! 

5. ARE YOU A U.S. CITIZEN 16. HOW 1.0NG A ReSloeNT 

CJYES CJ NO I 
7. 00 YOU HAve DRIVERS I.ICENSe 

c::::J 'I' ES c::J NO 

B. ARe YOUR sCl-tOOLJeMPI.OYMeNT ReCORDS I.ISTEO UNDeR 80. IF ITeM S IS "YES" l.IST 9. VETERANS CREOIT CI.AIMEO 
ANOTHeR NAMe NAME HERE 

DYes CJ NO 

10. EDUCATIONAL RECORD 

I • 2 • 3 • 4 • 5·6. 7 • a . 9. 10 • II • 12 

11. 
NAME AND l.OCATION OF eDUCATIONAL INSTITUTION 

l. 

G eSSIONAl. 

OTHER SCHOOLING peCIFY) 

o FOR SEl.F 0 FROM spouse 

(CIRCl.E HIGHEST GRADe OF SCHOOl.INGI 

COLl.eGE ,. 2 • 3 • 4 5 P.G. 

OATES 
ATTENDeD 

DATe OR 
GRAD. DEGREE 

MAJOR SUBJECTS OR COUf'lSES 

12. l.IST BY NUMBeR, yeAR IssueD AND DATe OF EXPIRATION ANY l.ICENSe, CERTIFICATE OR ReGISTRATION ISSUED 
OR PflopeSSIONAl. ASSOCIATION WHICH RELATES TO, OR IS A REQUIREMENT FOR Tlie POSITION FOR WHICH YOU ARE APPl.YING. 

13. I.IST ANY PROFeSSIONAl. ORGANIZATIONS TO WHICH YOU BEl.ONG (00 NOT l.IST ANY ORGANIZATION THAT WOUl.O ReVEAl. YOUR RACE. 
COl.OR, REl.IGIOUS CReED OR NATIONAl. ORIGIN.) 

14. l.IST ANY OTHeR TRAINING AND eXPERIENCE YOU HAve THAT YOU SEI.IEVE PARTICULARl.Y APPI.ICASl.E -0 THE TYPE OF WORK FOR 
WHICH YOU ARE API'\, YING. 

HI. A. l.IST OFFICE MACHINES YOU OPERATE B. TYPING C. DICTATION D. FOREION LANGUAGES SPOKEN 

WPM WPM 

~B. EMPI.OYMENT RECORD l.IST YOUR COMPl.ETe eMPl.OYMENT ReCORO INCl.UOING PERIOD OF UNEMPl.OYMeNT STARTING WITH YOUR 
PREseNT POSITION AND WORKING BAC:KWAROS. (lNCl.UOE PAID eMPLOYMENT. VOl.UNTEER OR UNPAID WORK 
ANO MIl.ITARY SERVICES WHICH IN ye/UR OPINION HELPS TO QUALIFY YOU FOR THE Joe VOU WANT. 

A. NAME ANO AOORESS OF eMPl.OYER I ?OSITION TITl.E NAME AND TITLE OF IMMEDIATE SUPE AVISOR 

OATes OF EMP\.OVMENT NO. HOURS WORKED EACH weEK ... 
From To 

OlOseRISIO FULl.Y YOUR MAJOR OUTIES ANO RESPONSIBILITIES 

NO. EMPI.OVeS SUPERVISED (SY POSITION TlTl.E) 
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B. NAME ANO ADDRESS OF EMP\.OYER POSITION TlTI.E NAME AND TITLE OF IMMEOIATE SUPERVISOR 

OATES Of EMP\.OYMENT· 1NO. HOURS WORKED EACH WEEK 

From To 

DESCRIBe FUL.L.Y YOUR MAJOR DUTIES AND RESPONSIBIL.ITlES 

NO. EMP\.OYES SUPERVISE'.dey POSITION TITL.E) 

C. NAME AND AOORESS OF EMPLOYER POSITION TlTI.!! NAME ANO TlTI.Ii OF IMMIlOIATE SUPERVISOR 

OATES OF EMPI.DYMENT I NO. HOURS WORI(EO EACH WEEK 

From To 

DESCRIBE FUI.I.Y YOUR MAJOR DUTIES AND RESPONSIBIL.ITIES 

NO. EMPL.OYES SUPERVISED (SY POSITION TlTI.!!) 

D. NAME AND ADORESS OF EMPI.OyeA POSITION TITLE NAMe AND TITLE OF IMMEOIATE supeRVISOR 

DATESOFEMPI.OYMENT 

Prom To 

I NO. HOURS WORKED EACH WEEt< 

DESCRIBe FULI.Y YC,UR MAJOR OUTIES AND RESPONSIBII.ITIES 

NO. EMPL.OYES SUPERVISED (BY POSITION TlTI.E) 

17. WERE YOU EVER CONVICTED OF A CRIMINAL. OFFENSE. OR HAVE YOU EVEA FORFEITEO BONOOR COLLATERAL IN CONNECTION WITH A 
CRIMINAl. CHARGE7 IS ANY CRIMINAL CHARGE AGAINST YOU NOW PENOING? 10MIT (I) MINOR Tf'AFFIC VIOL.AnONS. ANO 12) ANY OFFENSE 
COMMITTED BEFORE YOUR EIGHTEENTH BIRTHOAY WHICH WAS FINAI.I.Y AOJUOICATED \N A JUVENILE COURT OR UNOER A YOUTH 
OFFENOER L.AW.) IF "YES". GIVE DETAILS ON A SEPARATE SHEET OF PA~R. CONVI'CTION OF A CRIMI,,"AI. OFFENSE IS NOT A BAR TO 
EMPL.OYMENT IN AL.L CASES. EACH CASE IS CONSIDERED ON ITS MERITS. 

DYES 0 NO 

18. WERE YOU EVER CONVICTED FOR CHILO ABUSE OR NEGLECT? DYES 0 NO 

I HEREBY CERTIFY THAT AL.LSTATEMENTS ARE FUL.L AND CORRECT TO THE BEST OF MY KNOWLEDGE AND BELIEF. I AM AWARE THAT 
ALL STATEMENTS CONTAINED HEREIN WII.I. BE VERIFIED AND THAT WIL.LFUL. MISREPRESENTATION WILl. RESULT IN DISMISSAL. 

DATe 
SIGNATURe ___________________________ _ 

(Slon ao yau usu,Dlly than. 



ChaPlet' 

PERSONNEL 

Subj«t Policy /I 

Personnel Records 3.9 P:lge 

a. Preparation of a written statement 
nepcribing the information to be 
challenged and the reason why the 
informc-.tiol1 is believed to be iilCorrect. 

5 

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

c. Review by the Chief Administrator cf 
controversial material and informatjon 
presented by the staff member and the 
supervisor. The Chief Administrator 
shall render.u written decision to the 
staff member within 30 dayp of receipt of 
the initial date of presentation to the 
supervisor. The Chjef Administrator may 
decide: 

(1) To allow the information to remain jp 

the file. 

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

(3) To remove the information and all 
references to it. 

3. Appeal of Dec;~:d on: Jf dissatisfied \,1i th the 
decision as rendered, the staff member may 
submit the material and all relevant information 
to the parent agency for review. The parent 
agency shall respol10. in \'/ri ting wi thin 30 days 
of receipt of the appeal. The parent agency may: 

a. Allow the Chief Administrator's decision to 
stand. 

b. Modify the decision. 

c. Reverse the decision of the Chief 
Administrator and remove or mocify the 
controversial info:rr.tation as requested by 
the staff metmer. 

of 6 
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PERSONNEL 

SubjK1 Policy If 

Personnel Records 3.9 P:l~ 6 

4. Retaining Records: After employee~ leave the 
far-ili ty, their files shall be l':etair.ed .for at 
least 5 years. After the 5 year period the 
complete file should be replaced by an indivi
dual file card of each employee indicating 
peri od o.f €ITIploymen t, reason for termination, 
and performance during employment. 

Efi,:dve OlIte 
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CHAPTER 4 

TRAINING AND STAFF DEVELOPMENT 

COMMENTARY 

This chapter encompasses American Correctional Association 
Standards 2-9085 through 2-9099 and National Committee 
Standards 1.425 through 1.429, about an organized plan to 
achieve specific learning objectives. 

To create a common understanding of facility objectives and 
policies, initial as well as on-going training of all staff 
members is necessary. 

Each facility must determine the resources and degree of 
training available within their budget constraints. 



@. S ..... k Po6d ..... P"""' .... 
Pol.lcy Numb6 Pnges 

9 JUVENILE TRAINING SCHOOLS 4.1 

ChIlPter. Related 5aandmrds: 

TRAINING AND STAFF DEVELOPMENT ACA: 2-9085 - 2-9099 
~._, --". 

Subject: NAC: 1.425 through 1.429 

Training & Training Criteria 

I. POLICY: Training prograM, for all staff members shall 
be pli:lnned, coordinated and implemented by a qualified 
employee at the supervisory level w:bo has completed 40 
hours of training as a trainer in areas in ''''hich the 
training is being conduc'ted. This training sha.ll include 
a.ll maintenance and operation service personnel, food 
service workers, clerical staff and 0t-her service 
personnel, such as juvenile careworkers, school 
teachers, and the administrative staff. The inclusion of 
all personnel in training programs establishes a common 
understanding of objectives and policies, fad,] ity rules 
of juvenile conduct, anQ the sanctions available. 
Programs sr.~Jl be planned to meet the needs of each staff 
member I s respective job classification and sha.ll be 
pertinent to their work with juveniles. 

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

Training: Includes formal classroom instruction, 
on-the-job training under the direction of an 
instructor, training meetings or conferences which include 
a formal agenda and instruction by a teacher, supervisor 
or official, manual training, physical training, etc. 
Training programs usually include requirements for 
completion, attendance recording and a system for 
recognizing completions. 

III. PROCEDURES: The Assistant A0~ini8trator shall be 
responsible for planning ane cC'ordinating all training 
programs to conform to the policy J!'equirements. 
Individual conferences with Assigned Supervisors should be 
held regularly according to a definite plan for staff 
development. Weekly staff meetings should be held for all 
personnel in direct contact with juveniles. Space and 
equipment shall be provided for training and staff 
development. 

.. 



CluIpler Subj«t Polky II 

TRAINING AND Training and 
STAFF DEVELOPMENT Training Criteria 4.1 ~ 

A. Program Design: 'J.·he· Assistant Administrator, 
worki~i~~onjunction with the Staff Training 
Officer shall design and implement a training 
program which includes: 

1. Pre-service orientation for ne~~ staff. 

2. In-::;ervice training in the existing pra.ctices, 
procedures, and skills necessary for working 
with juveniles. 

3. Professional development and skills/techniques 
development in keeping with the latest 
information in the vax'ious components of the 
facility program. 

4. Pru~essional and career advancement training. 

B. Basic Training Objectives: General program 
objectives shall be implemented by the supervisory 
staff: 

1. To familiarize the new staff member with the 
facility grounds and physical plant. 

2. To inform the new staff member of the parent 
agency rrission and facility plant. 

3. To provide staff with improved skills in their 
specialties. 

4. To provide a cadre of resource people for 
facility sections and programs. 

C. Curriculum: 

1. Juvenile: Theories of juvenile development, 
juvenile delinquency, family dynamics and the 
part these forces play in juveniles. 

2. Staff: Study of organizational structures, 
the process of communication, counseling 
skills and supervision. 

2 

3. External Environment: Study of the police, 
courts, probation officers, and other facilities 
and organizations having direct or indirect 
impact on juvenile corrections. 

of 9 
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Chapler Subject Polky /I 

TRAINING AND . Training and 
STAFF DEVELOPMENT Training Criteria 4.1 P3ge 

D. Fundamental Training: Depending on the staff 
member I s title and position TN'i thin the facility, the 
following types of training are considered 
fundamental: 

1 . All Staff: 

a. Human relations. 

b. Communication skills. 

c. Special needs of juveniles. 

d. Facility philosophy, policies and 
procedures. 

e. Emergency procedures. 

f. First aid and life sustaining functions. 

g. Rights and responsibilities of juveniles. 

h. Staff rights and responsibilities. 

i. Detecting and reporting child abuse. 

2. Support Staff (secretaries, maintenance 
engineers, nurses, cooks, clerk typists, 
consultants and drivers): 

a. Basic skills development. 

b. New technologies in area of speciality. 

3. Supervisory Staff: 

a. Management theory. 

b. Planning and evaluation systems. 

c. Staff-supervisor relations. 

d. Public relations. 

e. Relationships with other agencies. 

,. 

-I 
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CbaPIe1" Subject Polky II 

TRAINING AND Training and 
STAFF DEVELOPMENT Training Criteria 4.1 ~ 

4. Juvenile Care staff: 

a. Crisis intervention techniques. 

b. Problem solving and guidance counseling. 

c. Juveniles rules and regulations. 

d. Juvenile grievance and disciplinary 
process. 

e. Physical restraint procedures. 

f. Report writing. 

g. Significant legal issues. 

h. Use and misuse of authority. 

i. The juvenile justice system. 

j. Key control and security system. 

k. Social and cultural lifestyles of 
juveniles. 

1. Relationship building techniques. 

m. Transportation of juveniles. 

E. Crisis Intervention: In addition to their regular 
program of pre-service and in-service correctional 
training, all juvenile careworkers must demonstrate 
special aptitude in crisis intervention techniques. 
They must be able to spot the initial signs of a 
crisis and use non-manipulative techniques to 
forestall any dangerous behavior. 

F. Training Modalities: The trainir:g staff shall use: 

1. Training packages and programs. 

2. Instructors and speakers from within the 
facility. 

4 of 9 



Ch2p.~ Subj«f PoUcy /I 

TRAINING AND Training and 
t:' 

STAFF DEVELOPMENT Training Criteria 4.1 P:Igte .J 

3. l-uea spf'cla]ists (court officials, university 
professors, consul t.ante, public safety officers, 
fire marshals, and similar specialists. 

4. Audio-visual programs. 

G. Mandatory Training Requirements by Category of 
Employment: 

1. All new staff members spall receive 40 hours of 
orientation training prior to independent 
assignment. 

2. Clerical and support personnel with minimal 
juvenile contact shall-receive 16 hours training 
during the first year of employment in addition 
to training specifjed, and 16 additional hours 
each year thereafter~ This training should 
minimally include: 

a. Policy orientation. 

b. Or~a~ization of the parent agency and 
facility. 

c. Facility programs. 

d. Regulations of the parent agency and local 
facilities. 

e. special training directed toward the staff 
member's section and/or task-oriented 
assignments. 

3. Support personnel who have daily contact with 
juveniJes must receive an additional 40 hours 
each year thereafter. Training for this group 
may include categories listed previously in 
these procedures. These minimum training areas 
include: 

a. Security for sections. 

b. Basic counseling techniques. 

of 9 



Cbnplet' Subj«t Poliq /I 

TRAINING AND Training and 
STAFF DEVELOPMENT Training Criteria 4.1 P:lie 6 

c. Security procedures, coun~s, discipline. 

d. Emergency procedures. 

e. Section relationships as they affect parent 
agency and facility goals. 

4. Personnel who work with juveniles confined 
separately from the total population shall 
receive specialized training. 

5. All new juvenile care/supervisory staff must 
receive an additional 120 hours of training 
during the first year of employment and 40 hours 
of additional training each subsequent year. 
Training must include: 

a. Leadership/supervision of juveniles. 

b. Behavior observation/adolescent psychology. 

c. Social work and counseling skills. 

d. Dealing with violent juveniles/crisis 
intervention. 

e. Significant legal issues. 

f. Decision-making. 

g. Security procedures. 

h. Key control. 

i. Social/cultural lifestyle of juveniles. 

j. Report writing. 

k. Emergency procedures/first aid. 

1. Child growth and development. 

of 9 
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TRAINING AND . Training and 
STAFF DEVELOPMENT Training Criteria 4.1 ~ 7 

6. Administrative and supervisory personnel are 
required to receive 80 hours of training each 
subsequent year, including: 

a. General management and related subjects. 

h. Labor law. 

c. Staff-supervisors relations. 

d. Criminal justice. 

e. Public relations. 

H. Part-Tjme and Volunteer Staff: Shall be required 
to participate jn training according to the number of 
hours each week on-the-job. If a volunteer works 
the same number of hours as a full-time staff member, 
the volunteer shall recejve the same training 
opportunity as a full time staff member. Orientation 
for part-time and volunteer staff must be appropriate 
to their needs and based upon prior experience, 
frequency of juvenile contact and program 
responsibility. 

I. Advanced In-Service Training: Shall be 
detennineu by the Staff Training Officer a.r.6 shall 
include advanced social service practice and theory, 
i.e., legislative action affecting the practice of 
social work, ethical issues, management skills, etc. 
Participation in advanced in-service training shall 
include in-house, local or out-of-town training. 
Professional conferences and seminars shall be made 
available for staff who have shown consistent, 
above-average performance on-the-job. 

J. Training Records: Staff training records shall be 
kept by the respective Assistant Administrator. A 
separate training record shall be established for 
each staff menilier and shall include: 

1. Staff members name. 

2. Assignment category (i.e., careworker, 
clerical and support, professional specialist, 
administrative/supervisory or part-time). 

or e 
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TRAINING AND STAFF Training & Training 
HANAGEMENT Criteria 4.1 P:l3e 

3. Entry on duty date. 

4. Annual training hours required. 

5., 1'..n up-to-date chronological list of training 
c0~pleted by the staff member. 

8 

K, Training Rec~!d Review: Review of each staff 
member's training record shall be accomplished by the 
Assistant Administrator at the end of ea.ch quarter. 
A complete listing of the staff member's training 
status, a summarization of the staff member's 
trnining status, and a summarization of the training 
and achievements shall"be co~~leted quarterly by the 
Assistant Administrator and fOL~~ardec. to the Chief 
Admlnistrator for review. 

L. Library and Reference Services: Shall be 
available to complement the training and staff 
d€,1 Tclopment program. Professional literature, 
including technical books, audio-visual equipment, 
and journals dealing with the juvenjle corrections 
field, delinquency, juvenile guidance and related 
fields should be available for reading. 

M. pro:fe~sional Organizations and Education: 
Provisions should be made for staff education 
development and participation in crjminal justice 
associations, professionnl organizations and 
activities at both local and national levels. 
Combinations cf academic education programs, 
professional seminars I ~mrkshops and conferences, 
and similar \";ork related activities are invited. 
Funds are available to provide administrative leave 
and/or reimbursement for such participation when 
approved jn advance by the Chief Administrator. 

N. Educational Reimbursement: A complete listing of 
all requests shall be made to the Chief Administrator. 

1. Requests submitted to the Chief Administrator 
should contain: 

c. Name of accredited institution. 

h. Course title and description. 

.. 
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TRAINING AND STAFF Training & Training 
4.1 9 MANAGEMENT 

? .c.. 

Criteria 

c. Number of credits. 

d. Tuition and fees. 

e. Dates of course. 

The Chief Administrator may appl:ove or 
disapprove. If approved, the Chief 
Administrator may recommend: 

a. Total funding. 

b. Partial funding. 

c. Referral to outside funding. 

d. Administrative leave. 

P:tie 

O. Outside Resources: The training staff may refer to 
other outside resources such as colleges, 
universities, or federal agencies for guidance and 
assistance in developing and conducting the training 
program. 

1 
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CHAPTER 5 

ADMINISTRATIVE INFORMATION & RESEARCH 

COMMENTARTY 

This chapter encompasses American Correctional Association 
standards 2-9085 through 2-9099 and National Advisory 
committee Standards, 1.425 through 1.429. The policy and 
procedures are about management information systems. 

An important management tool is the ability to access 
accurate and timely information. Within budget constraints, 
systems of collection and dissemination must be developed. 



~ 
Sample Policies Md Procedures 

Policy Number Pnges 

JUVENILE TRAINING SCHOOLS 5.1 6 

Chapter. Rdllted St:anc:brds: 

ADMINISTRATIVE INFORMATION AND ACA: 2-9100 - 2-9115 
RESEARCH 

Subject: NAC: 1. 21, 1.24, 1. 31, 1. 32 

Administrative Information 
Systems 

I. POLICY: An information system, based on accurate and 
carefully evaluated data, should be established so that 
reGC!drch and timely responses to juv"eniles' needs and 
outside inquiries can be made. 

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

Demand Information: Required information such as the 
number of admissions or releases during the specjfic 12 
month period by offense, length of stay and type of 
release, U8UClJly generated only when a special report is 
required. . 

III. PROCEDURES: 

A. Maintaining an Information System: The facility 
shall maintain an information system consisting of 
files and records, both manual and computer
assisted r copcerning all major aspects cf facility 
operations. 

B. '''.,?erating an Tnformation System: The Chief 
Administrator shall determine the system's capability 
for demand information by perfcrming th~ following 
tasks: 

1. Surveying similar programs to determine types 
of information being collected. 

2. Analyzing repcrts generated in the past to 
determine t-ypes of information usually required. 

3. Providing a written summary of the staff's 
findings to ensure potentj a 1 demand information 
is incorporated in the system. 



ChapleT Subject Policy /I 

ADMINISTRATIVE INFOR- Administr'ative Infor-
MATION AND RESEARCH mation Systems 5.1 P:lge 2 

C. Organizing e,D Information System: The Chief 
Administrator shall assign staff to participate in 
developing ar;c revi~ing systems for the collection, 
verificatioT', processing, storage, access and 
handling of necessary operation and planning data for 
the facility. TheDe procedures should be revjew~d by 
the Chief Admini.[jtr2tC'T at least quarterly. 

D. Retrieval and Review of Information ColJ.ccted; 

1. The system shall ~enerate typed quarterly 
reports summarizing the data collection. 

2. Reports shctU be reviewed by the Chief 
Administrator and other desjgnated staff and 
submi tted to the parent a,gency. 

3. Program adjustments and future program plans 
shall be developed as a result of these reports. 

E. Security of Information Colleoted: All proposals 
for outside research must be reviewed and aprroved by 
the Chief Administrator. The Chief Administrator or 
designee S~e]] discuss opportunities for research 
projects as well as specified research and evaluation 
needs of the facility. All research requests shall 
be answered as soon as possible. Applications to 
conduct outside research shall include: 

1. Title of study. 

2. Name, address and telephone number of the 
principal research and all research staff. 

3. An enClol:sement by a recognized research 
organization, such as a university, college, 
private foundation, consulting firm or public 
agency that has a mandate to perform research, 
certifying that the research proposal is for 
valid scientific, educational or other public 
purposes. 

4. A summary of the goals of the study and the 
justification for the research. 

of 6 



Chapler SobjEc1 Polky /I 

ADMINISTRATIVE IN FOR- Administrative Infer-
S.! 3 MATION AND RESEARCH matien Systems . P':lee 

5. ~ detailed research design including: 

a. The facility resources and personnel that 
may be needed for the study. 

b. The sampling procedures for selecting 
juvenile subjects or juvenile records for 
the research as wf'Jl as criteria that will 
be used for sarrw1e selection. 

c. The procedures for data collection, copies 
of research instruments to be used 
including intervie ... , schedules, 
questionnaires, data collection forms and 
tests. 

o. The security procedures to be followed to 
protect the privacy of participants and 
confidentiality. 

e. Details of compensation. 

6. A proposec research contract let by the facility 
or parent agency should include a full budget 
breakdown. 

F. Procedure for Obtaining Approval: 

1. Two copjes of the application shall be submitted 
to the Chief Administrator for review. 

a. If the study requires the direct 
involvement of juveniles, such as response 
to interviews or completion of 
questionnaires, the Chief Administrator may 
ask a representative group of staff to 
review the proposal and to submit a 
recommendation for approval or disapproval. 

b. The Chief Administrator shaJI forward to 
the parent agency one copy of the 
application, together with his/her 
decision. 

of 6 
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ADMINISTRATIVE INFOR- Administrative Infor- 5.1 4 
MATION AND RESEARCH mation Systems ~ 

2. The Chief Administrator shall ensure tJlat all 
researchers are informed of parent agency poliry 
concerning research. A Rigned agreement shall 
be completed prior to initiation of the project. 

3. The Chief Administrator shall approve the plan 
for using and disseminatjng the research, and 
shall review and comment on the final findings 
prior to actual dissemination. 

4. Medical, psychological and social research. 
(See 12.8) 

G. Conduct of Outside Research: Research in the 
facility must comply with county, state ana 
federal guidelines as well as the parent agency on 
the use and dissemination of research findings. 

1. The r€~;f..:archer shall obtain signed forms from 
juveniles, parents/legal guardians and staff 
scheduled to participatE' jn t.he research. 

2. A staff member shall be assigned to monitor the 
research project and shall ensure 
confidentiality. 

3. The principal researcher shall explain the study 
and its :ustification to all potential 
subjects. A written surr~ary, in laymen's 
language, shall be prE'pared and a copy given to 
each potential subject. It shall be made clear 
to 0.11 juveniles and parents that their 
partici~ation in the research is n0t required 
and shall in no way affect their stay in the 
juvenile facility. 

4. The principal researcher shall maintain adequate 
records enabling the Chief ~0~inistrator to 
ascertain the status of a study at allY tiMe. 

5. Any data collected during the course of thE' 
research shall be used cnly as agreed to by the 
subjects prior to their entry into the study. 

6. l'Jo jtwenile shall receive compensation, 
renumera~ion or payment of any kind in 
connection with a research study without the 
written permission of the ('hi €!f l\C:1mi!listrator. 
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Chllplet' SubjEct Polli:y Ii 

ADMINISTRATIVE INFOR- Administrative Infor-
MATION AND RESEARCH mation Systems 5.1 ~ 5 

7. No staff shall receive compensation, 
renumeration or payment of any kind in 
connection with a research study without the 
written permission of the Chief Administrator. 

8. Access to research data collected identifying 
juveniJe8 ~r.all be limited to research staff 
charged with collecting and evaluating the data, 
and to the Chief Administrator or designee. 

9. All research data and findings shall be 
reviewed for accuracy by the Chief Administrator 
prior to publicatJon or dissemination. 

*Approval of the parent agency is required if the 
Chief Administrator is to receive compensation. 

H. Follow-Up Reports on Outside Research: 

1. Immediately following the facility phase of any 
research study, a brief report shall be prepared 
by the principal researcher. This report, 
incluc'l.insr c. 81.1mmary of the content of the 
study, shall be copied for the Chief 
ll.Cl.m5 nistra tor. 

2. When the entire research is completed a copy of 
any report shall be provided to the Chief 
Administrator by the principal rese~r~her. 

3. In any report of results, r~searchers shall not 
use correct names of subject or describe any 
juvenile in such detail that they might be 
5Clentified. 
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ADMINISTRATIVE INFOR- Administrative Infor-
5.1 6 MATION AND RESEARCH mation Systems P2IJe 

I. Violations of Outside Research Regulations: 

1. Permission to C'C'nc1uct.. the current study and any 
further research may be discontinued for any 
violations of these regulations or of other 
parent agency regulations in the conrse of the 
research. 

2. Violatiuns of the regulations may subject the 
violator to civil or criminal liability. 

t. lEftfo:dve Dace 
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CHAPTER 6 

RECORDS 

COMMENTARY 

This chapter encompasses 

American Correctional Association Standards 2-109; 2-9110, 
2-9112, 2-9116 

National Advisory Committee Standards 1.51, 1.52, 1.53 

American Bar Association 5.8 

The policies are about juvenile records and suggest 
procedures for implementing these policies. 

Recognizing the wide range of legislative and administrative 
reqUirements, certain procedures have been outlined that a~e 
in general use in most jurisdictions. 

Before implementing policies and procedures based on these 
samples, review the most recent judicial rulings and adjust 
the sample documents to meet those requirements. 



~ 
Policy Number Pages 

S!lIl1ple pondes lU1d Procedures 

JUVENILE TRAINING SCHOOLS 6.1 3 
. 

OllIPter. Related Sl2nda.nis: 

RECORDS ACA: 2-9110 

Subject: NAC: 1. 51, 1. 52, 1.53 

Record Requirements ABA: 5.8 

I. POLICY: An accurate record, available only to 
authorized personnBl, shall be oeveloped for each juvenile 
and maintained in a secure location. At a minimum, each 
record shall contain: 

A. Name, age, sex, place of birth, and race or 
nationality. 

B. Initial intake information form. 

C. Documented legal authority to accept juveniles. 

D. Information on referral source. 

E. Case history/social history. 

F. Medical consent forms. 

G. ~ame, relationship, address and phone number of 
parent (s) and/or pers0n(s) juvenile resided with at 
time of admission. 

H. Driver's license number, social security number, and 
medicaid number, when applicable. 

I. C011rt orders of adjudication a.nd di:p_;j.l· :"on. 

J. Signed release of information forms, ~.,hen required. 

1(. Program rules and disciplinary policy sj gned by 
juvenile. 

L. Individual plan and program assignment. 

M. Progress reports on program involve~£nt. 

N. Grievance and disciplinary r.e.c:cro, if applicable. 

O. Referrals to other agencies. 

P. Final discharge or transfer report. 



Chl'llpl« Subjed Poiky /I 

RECORDS Record Requirements 6.1 ~ 2 

II. DEFINITION: As used in this document, the fol1owing 
definition shall apply: 

Commitment Papers: The written court order confirming 
placement of a juvenile, sometimes referred to in 
legal terms as a "mittimus." 

III. PROCEDURES: 

A. Immediately following the arrival of a juvenile, the 
Intake Staff shall examine the juvenile's 
commitment papers, certificates and receipts to 
ersure compliance with appropriate legislation and 
pa.rent agency rules. The Intake Staff shall 
establish an admission file which containa, 

1. All information and material related to 
commitnent and confinement. If there are any 
questions regarding the legality of 
commitment, the parent agency will be notified. 

2. All subsequently received legal documents and 
official correspondence concerning the juvenile. 

B. An admission form shall be completed for every 
juvenile admitted to the facility ana shall contain 
at least: 

1. Name, age, sex, race, date and place of birth. 

2. Date and time of admission and release. 

3. Name, relationship, address and phone number of 
parent (s), guardian (s), or person (s) with 
whom the juvenile resided at the time of 
ac.raission. 

" Offenses. 

5. Name of juvenile court intake worker. 

6. Indication of receipt of case history material. 

7. Bducation and school attended. 

8. Religion (if volunteered). 
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RECORDS 

SubJect PoUc:y /I 

Record Requirements 6.1 PlIlle 

9. Medical information, including any special 
medical problems. 

]0. Any psychiatric background information. 

11. Special commentr::. 

12. Signature of a.dmitting staff person. 

3 

C. Assessment, Program Assignment, and Progress Reports. 

[ 

The following infoxmotion shall be placed in the 
juvenile's mast~r file: 

1. The evaluation and recoIl'lnendations of the 
assessment team. 

2. A record of the juvenile's Frog-raJT1 and housing 
assignments and any changes in those 
assignments. 

::. All progress and disciplinary reports. 

Enfctfve Dute 

J 
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Sample Juvenile Facility 

RECORDKEEPING AND EVALUATION 

Date: ------------------------

THE JUVENILE RECORD 

NAME OF JUVENILE: -----------------------------------------------------

Check ( ) if included. Note reasons, if not. 

Face sheet including name, sex, birthdate, birthplace, address, 
police district, offense, partents' marital status, physical 
condition, dates of admission, verification of personal property, 
date and person to whom transferred or discharged. 

Admission form including name, history number, birthplace, date 
of admission, parents names and addresses, problem areas, 
signature of nurse and intake/probation staff. 

Copy of delinquent petition. 

Record of program plan. 

Court order and other legal documents. 

Parental consent for medical/surgical care. 

Health records, including medication administered. 

School records. 

Record of juvenile's grievance reports, procedures, findings. 

Record of disciplinary actions. 

Record of denial of visiting privileges. 

Record of documentation on isolation including incident reports, 
authorization and monitoring reports. 
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PoUcy Number PDgfS 

S1U11ple POUdfS !!lid ProcedllTfS 

JUVENILE TRAINING SCHOOLS 6.2 4 

ChliPter. Rel:llied Sl2ndanis: 

RECORDS ACA: 2-9109 - 2-9116 

Subject: NAC: 1. 51, 1. 52, 1.53 

Case Record Maintenance ABA: 5.8 

r. POLICY: Records maintenallce shal] jnclude clearly 
identifying and storing case records in a secure area. 

II. DEFINITIONS: None. 

III. PROCEDURES: 

A. Initiation of the Record: The Assigned Supervisor 
shall be responsible for initiation and development 
of the juvenile case record. 

1. Infonaation shall be filed in folders stamped 
"Confidential. It 

2. Folders shall be assigned identifying numbers. 

3. Folders shall be placed in alphabetical order 
for easy reference. 

4. Format and organization of material shall be 
standardized. 

5. All materieJ shall be filed immediately. 

B. Establishment of Case Records: 

1. Documents: At a minimum, the file shall --_._--
contain: 

a. Initial intake information. 

b. Documented legaJ. authority to accept 
juvenile. 

c. Information on referral source. 



Quapler 

RECORDS 

2. 

Subject Poiky /I 

Case Record 
Maintenance 6.2 P:lge 2 

d. Pec0ra of court appearances. 

e. Name of probation officer or caseworker. 

f. Medical history. 

g. Signed receipt from juvenile which 
indicates acceptance of the facility rules 
and disciplinary policy handbook. 

h. 8i gned informed consent fo:cm. 

i. Notatiolls of temporary absences from the 
facility. 

j. Visitors' names and dates of visits. 

k. A recoTd of telephone calls made and 
received. 

1. Program assignments, progress reports. 

m. Grievance and disciplinary record. 

n. Referrals to other agencie~. 

o. Final discharge or transfer report. 

Format: The file shall be set 1.1p in the 
following manner: 

a. Left Side of Folder: 

(1) Legal status data. 

(2) Admission data. 

(3) outside agency data. 

b. Right Side of Folder: 

(1) Educational and/or vocational program 
data. 

(2) Daily life program data. 

(3) Discharge data. 

of 4 
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RECORDS 
Case Record 

6.2 Maintenance ~ 3 
~ , 

C. Security: Records shall be stored inside a locked 
metal file cabinet and shaJ] be directly supervised 
and controlled by ~n authori2~q staff member. If a 
record is removed from the files area a receipt 
indicating reason for removal should be signed by the 
staff member. Only authorized person (s) shall have 
access to records. 

D. Access to Records: In accordance with 
confidentiality statutes, access to records and files 
shall be restricted to: 

1. 'l'he juvenile ~ihc is the subject of the record 
and his/her counsel. 

2. The parents or guardian of the juvenile named in 
the record and their counsel. 

3. Judges, prosecutors and law enforcement officers 
when esseptial for official business. 

4. Individuals and agencies for the express purpose 
of conducting research, evalu?tive or 
statistical studies, provided the proper consent 
has been obtained. . 

5. l1embers of the administrative staff of t.he 
parent agency when essential for authorized 
internal administrative purposes. 

F. RecoJ .... ds Review: Shall be conducted at the time of 
transfer or release. The Counselor shall evaluate 
information for accuracy. Documents no longer 
appropriate or relevant shall be removed and the 
staff person (s) concerned notified. To prevent 
destru(:tion of any document, a written objection may 
he entered within 30 days. 

G. Transfer of Records. 

1. The juvenile's updated file will accompany the 
transferring juvenile or will be transferred 
within 24 hours. 

2. Mecical and educational records will be included. 

of 4 
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RECORDS 

Subjed PoUc:y /I 

Case Record 6.2 Page 4 of Maintenance 

H. Records of Released Juveniles: Records shall be 
retained until the jurisdictional age of the juvenile 
and will then be disposed of according to statute. 

t Ertto:tive Dnle Approv~-d By: 

4 



Sample Juvenile Training Facility 

INFORMED CONSENT FORM 

Name of Facility Making Disclosure Signature of Director 

I 
Name or Title of Person or Organization to Which Disclosure is to be 
Made: 

Name of Juvenile: 

Purpose or Need for Disclosure: 

Extent or Nature of Information to be Disclosed: 

Date 

This consent is subject to revocation at any time 
except to the extent that action has already been taken 
in reliance thereon. 

Date, Event or Condition upon which this consent expires 

Signed by Juvenile Signature of Juvenile 

,,-- ~. 

Signature of Staff Witness to 'Juvenile Signature Printed Name of Staff 
Member: 

Signature of Consenting Parent or Guardian Date of Signature 

, 



• 

@ 
PoUcy Number PlIges 

SlU11ple PoUcies IUld Procedures 

JUVENILE TRAINING SCHOOLS 6.3 4 

Ch::lpter. Related Sl2nd:mis: 

RECORDS ACA: 2-9110; 2-9112 

Subject: 

Master Index and Daily 
Populatin Movement Report 

I. POLICY: The facility shall keep an accurate record 
showing the location of juveniles at all times. The 
Chief Administrator shall designate staff to maintain a 
master index file identifying the location in the 
facility, or if temporarily out of the facility in a 
satellite section or other locat.ion, and shall list all 
unusual incidents or misbehavior. This information shall 
be readily accessible. 

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

A. l1aster Listing: A complete alphabetical listing 
of all juveniles officially assigned to the facility. 

B. Inactive File: Repository file kept alphabetically 
containing cards of all juveniles having been 
released from facility. 

III. PROCEDURES: 

A. Master Listing: An alphabetical listing of all 
juv,eniles in the facility shall be kept in the 
administrative office. Accuracy of this file is 
essential. All movement shall be recorded 
immediately, never carried forward beycnd the close 
of the shift and a daily review shall be made by a 
designee of the Assistant Administrator. All 
discrepandes shall be reported immediately to the 
Chief Administrator. Iocator cards shall contain: 



O1sptft' Subjt'd Poiky /I 

RECORDS Master Index & Daily 6.3 Population Movement ~ 

1. lTuveri1E: ; S name, essential demographic 
identifying information of all juveniJf's in 
the facility, room assignments, teIl'porary 
release status (i.e., court hearing, home 
visits, escapes, et.c.). 

B. Daily Log: '1.'he daily log' is the primary record of 
daily occurrences in the facility. The maintenance 
of this log is the responsibiJ H~' of each Assigned 
Supervisol:· • 

1. No entry in the log shall be erased. 
Corrections shall be added as an entry in the 
log. 

2. The log shall be continuous, with a face sheet 
for each shift and sufficient insert sheets to 
permit the recording of all noteworthy events. 

3. Each blank on the face sheet shall be filled in 
on each cuty to review the previous events 
recorded. 'I'he log sheets serve as a vehicle of 
communication beb\'een shifts and among staff. 

4. It is the responsibility of the staff member 
corning on duty to review the previous events 
recorded. The Jog sheets serve as a vehicle of 
communication between shifts and among staff. 

2 

5. It is tIle responsibility of the Assistant 
Administrator to read the prior d~y(s) log and 
to either respond personally or bring to the 
attention of the Chief Administrator any remarks 
or observat.ions made that require action. When 
a log hasn't been completed properly he/she 
should call it to the attention of the staff 
member who completed the entry. 

C. Incident Report: The Chief Administrator shall 
ensure that a written procedure for reporting unusual 
incidents is used. 

of 4 
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1. 

Subject Pol.k:y 1/ 

Master Index & Daily 
Population Movement 6.3 P:lge 3 

Whether a partjcipant or an observer of an 
incident. each staff member has a responsibility 
to report an unusual incident to the Chief 
l'.dministrator. 

2. Definj tion of Unusual Incident: 

a. A juvenile's physical or sexual assault on 
another individual. 

b. A st<'lff member's physical or sexual assault 
on another individual. 

c. Use of force by a staff member. 

8. Serious illness or death of a juvenile or 
staff trewber. 

c. Suicide attempt. 

f. Escape, attempted escape, runaway, or 
unauthorized absence. 

g. Fire. 

h. Najor property loss or damage. 

i. Any juvenile or staff action whj ch coulCl 
lead to a criminal charge. 

j. Any incident that is considered to be 
media-sensitive. 

k. Other incidents th~ Chief Administrator 
has stated should be reported. 

or 4 
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RECORDS 

Subject PoUcy If 

Master Index & Daily 6.3 4 Population Movement !i"lIBe 

D. Daily Report of Juvenile Movement: The 
administrative office shall prepare a summary report 
of all juvenile movement anJ shall include: 

I : 

1. Results of all juvenile counts. 

2. All new juveniles. including names and room 
assignments. 

3. A list of all releases, including names and 
destinations. 

4. All room changes, section relocations, etc., 
which affect the locati(..n of any juvenile. 

: I 
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Sample Juvenile Training School 

DAILY POPULATION MOVEMENTS 

Date: I / -_-!.-_----'---

Total Population in the Facility at 0000 Hours on this Date: ------------They were in Rooms: 

Room Number Section 

Juvenile's admitted to the Facility on this Date were: 

Juvenile: Referral Source: 

Juvenile: Referral Source: 

Juvenile: Referral Source: 

Juvenile: Referral Source: 

Juvenile's Discharged from the Facility on this Date were: 

Juvenile: Discharged to: 

Juvenile: Discharged to: 

Juvenile: Discharged to: 

Juvenile: Discharged to: 

Total Population on escape or AWOL Status or on Authorized Release 
from Facility: -----------------
Total Population Physically Present in the Facility at 2400 Hours 
on this Date: -------------------
Signature of Staff Member Compiling Report: -------------------------Title: ---------------------------------------.----------

• 



Shift Supervisor" 

Section Population 
at close of 
the shift 

Recordkeeping and Evaluation 
Shift Supervisor's Report 

Date" Shift Time: 

Restrictions Medical Problems Serious Behavior problems Strip I C,mment, 
(names of (name of occurring during the shift Search 
Juveniles and Juvenile and the (name and type of problem) 
restriction) type of problem) 

---- --- ---------- -~---- ---

Escapes: Isolation: Submitted by: Shift Supervisor 

Approved by:~ __ ~ ____ ~~ __ ~ __ ~ __ ~ ______ ~ ____ ~ ___ 
Assistant Director for Program Operations 



Sample Juvenile Training School 

INCIDENT REPORT 

NAME OF PERSON FILING REPORT: DATE OF REPORT: --------------- -------------

NAMES OF ALL PERSONS INVOLVED: DATE AND TIME OF INCIDENT: --------------

EACH STAFF MEMBER DIRECTLY OR INDIRECTLY INVOLVED IN THE INCIDENT SHOULD FILE A 
SEPARATE INCIDNET REPORT. DO NOT COLLABORATE IN WRITING ONE P~PORT. TRY TO 
ANSWER IN YOUR REPORT THE WHO, WHERE, WHEN AND WHY QUESTIONS. BE OBJECTIVE IN 
YOUR STATEMENTS. 

NATURE OF INCIDENT: _____________________________________________________ _ 

ACTION TAKEN: ________________________________________________________ __ 

RESULTS OF ACTIONS: -----------------------------------------------------

YOUR OPINION AS TO WHY THE INCIDENT TOOK PLACE: -----------------------------

OTHER OR ADDITIONAL INFORMATION 



RECORDS TRANSMITTAL 

RECORDS OFF1CER APPROVAL 
{SIGNATURE. AND MAIL STOP, 

DEPARTMENT OR A,GENCY OFFICE OF RECORD 

SEE INSTRUCTIONS ON REVERSE SIDE 
REC'D BY J DATE F<EC'D .I\C.(".. ESSI(JN NUMtsc...F: IINPUT BY 

AGENcy PREFIX ARC"ilVALf RESTRICTIONS ON USe: OF RECORDS 

Jl J~I~g~::~s~~~~~~~~ 
TRANSMITTED BY (NAME::. SCAI"l PHONE. MAIL STOP, DATE PREPARED 

RECORDS CENTeR 
I.OCAilON 

AGENCY 
BOX 

NUMBE:~ 
RECORDS ~fEql ES TI TLE 

INCLUSIVE 
DATES 

CUT·OFF t\ 
TOTAL RET~N· 
TION PERIOD 

DISPOSITION 
A UTHORI T ( 

NuMBER 

SSA-l (9.84) 
F~,rword 011 copies to Archives ~or distribution 
Distribution: White Copy - Archives Yellow C.,py - Office of Record Pink Copy - Records Officer 



Division of Juvenile Rehabilitation 

CASE FlUE TRANSFER FORM 

Sending Facility ____________________________________ _ 

Receiving Agel1cy ____________________________________ _ 

CASE NAME SERIAL NO. D.O.B. 

-._-.------------------------+----------I--------l 

-- -----._-----------------------4--------+--------1 

Received From 

Received By _________ --;:;---::-; ___ -:--:--:=--------
Person Transferring Files 

Received By ___________ ..,--__ --:-_________ _ 
Final Destlnalion 

I 
Date ________ _ 

Date ___________ ___ 

Date _________ _ 

The above case reccrd(s) and material contained therein are the property of the Division of Juvenile Rehabilitation. 

The contents of this file are CONFIDENTIAL. 

Distribution; Original stays with file 

1 copy for office completing this form 

DSHS I \18 (2·76)25-

Reference DJR 
Bulletins 11 

and 29 



CHAPTER 7 

PHYSICAL PLANT 

COMMENTARY 

This chapter encompasses 

American Correctional Association Standards 2-8158, 2--9117, 
2-9118, 2-9120, 2-9121, 2-9129, 2-9136 through 2-9145, 
2-9157, 2-9150 through 2-9154, 2-9157, 2-9159, 2-9162, 
2-9163, 2-9169 through 2-9183, 2-91214 

National Advisory Committee Standards 4.211, 4.2111, 4~2112, 
4.2152, 4.2194 

American Bar Association Archi,tecture of Facilities 
Standards 3.3 through 3.5, 5.1 l • 5.6, 5.9, 5.10, 6.1, 6.2, 
6.13, 6.14, 6.16, 6.17 

The design and administration of the physical plant are 
often subjects of litigation and , with increasing 
frequency, courts are considering the adequacy of the 
conditions of confinement. Space requirements and 
conditions listed throughout the chapter are based on ACA 
Standards. 

The difficulty in implementing many of these requirements is 
acknowledged. There are growing indications, however, that 
certain conditions of confinement may indeed aggravate ant 
accelerate behavior patterns officials are so often expected 
to correct. 



Chapler SUbject Polley /I 

SECURITY AND CONTROL Facility Emergency 
9. 14 P:lge 4 Plan 

L. ~tE::PS to the._ Contr.ol of De struct i ~'e Behavior 
in Rooms: 

a. The Assistant Administrator or the Assigned 
Supervisor shall mobilize a~ much extra 
assistance as is needed and define each 
staff member's role. 

b. Non-participating juveniles may be moved 
into sections away from the area and 
supervised by staff. 

c. Staff should check the participating 
juvenile, or juveniles, in their rooms. 
Should physical force be necessary, more 
than one staff member should be present. 
(The work of staff in taking these steps 
should be methodical and thorough). Remove 
all insecure articles from the room. 

d. Should the juvenile's control return, 
he/she may assist in cleaning up any 
damage. If not, the staff should proceed 
to clear it. 

e. The senior staff member shall write the 
incident report for the Chief Administrator. 

3. Sit Down Strikes: 

a. The Assistant Administrator or Assigned 
Supervisor shall mobilize and define t.lJe 
fUnctions vf the staff. 

b. Talk to group leaders to determine 
reasons for the strike. 

c. Initiate resolution procedures. 

or 8 
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Emergency Facility 9.14 SECURITY AND CONTROL Plan ~ 

:;;:. Ma.intain control of the group. 

3. If possible, pursue tbe juvenile(s) immediately. 

4. If more than one juvenile careworker is 
present, he/she will contact the administration 
office. 

5. The following information will be reported by 
telephone to the control center. 

a. Name(s) of escapee(s). 

b. Approximate time and location of escape. 

c. The direction escapee(s) were headed. 

d. Whether escapee(s) appear to present a 
danger to the community. 

e. Name of staff member (ir c.pplicable) in 
pursuit. 

f. Whe'ther additional staff is needec. for 
pursuit or group control. 

6. If the juvenile(s) are successful in getting 
outside the facility perimeter, the following 
persons will be cont.acted: 

a. State and local law enforcement agencies. 

b. Parent agency. 

c. Probation/parole officer. 

d. Parents/guardians. 

e. Assistant Administra~or. 

f. Chief Administrator. 

7. The above inrormation and the date, time and 
staff member responsible for the notification 
will be included in the information report. 
Reporting requirements will he followed. 

•• > 
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Chmpter Subj«t PoUcy II 

SECURITY AND CONT~OL 
Facility Emergency 
Plan 

9.14 ~ 5 

4. Hunger Strike~: ,1uvclJile careworkers shall: 

a. Offer the food at each meal to the 
juvenile. 

b. Make note in the logbook - noti fy the 
counselor the next day. 

c. Inform medical staff who shall monitor 
juvenile's physical condition. 

E. Host8:ges: The policy of the facility is that if 
hostages are taken, no trades will be mad~ for their 
freedom. If a staff meuIDer has been taken hostage, 
there is a risk that the juveniles may have a 
complete set cf keys to the facility entrance area. 
A complete take-over 0:[ the facility could occur. 
Specific areas can be secured, however, where 
juveniles would not gain access. The following steps 
will apply if any hostage is taken: 

1. Do nothing thc:.t will excite the juveniles. 

2. Notify the control center. 

3. Secure: 

a. Recreation and delivery doors. 

b. Main corridor door. 

c. Area beh!een the administrative office. 

These areas can be secured from the inside and 
juveniles will not have keys or access to these 
doors. 

4. The complete hostage plan shall be available to 
supervisors only. (Confidential document 
sections shall be made available to designated 
staff. ) 

F. Escapes: Tn the event a juvenile or juveniles 
attempt to escape from the facility, the following 
procedureR are to be u!:led by the Assigned Supervisor 
and juvenile careworkers: 

1. Immediately escort the remainder of the group to 
a secure setting. 

of 8 
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SECURITY AND CONTROL Facility Emergency 
9.14 P:lge Plan 

G. Attempted Suicide: On discovery of an attempted 
suicide, the following action will be taken by the 
Assigned Supervisor: 

1. Assessment and Treatment of Injuries: 

a. If the juvenile has sustained noticeable 
injury, or if the juvenile shows symptoms 
of having swallowed a poisonous substance, 
immediately administer first aid. 

b. While administering first aid, another 
staff member ~dll immediately notify the 
medical staff. If a staff me~ber is alone, 
immediately after administering the 
necessary first aid, he/she shall notify 
the medical staff. 

c. If a self-inflicted ~nJury is of such a 
serious nature that the life of the 
juvenile is in danger, immediately request 
an ambulance in addition to the meaical 
staff. 

d. If the juvenile can be moved without 
imperiling his/her life further, move 
him/her to a private room and make him/her 
as comfortable as possible. Reassure the 
juvenile by being attentive and caring, 
and keep constant and close observation 
pending <".rri val of the medical staff or 
ambulance. 

e. If the juvenile cannot be moved, make sure 
the juvenile is protected and comfortable, 
and ther. tr.0ve any other juveniles out of 
the immediate area. 

2. Notify the Chief Adninistrator and Assistant 
Administrator by telephone. 

3. Notify trw fad] j ty I S approved mental health 
staff: 

a. Regardless of the seriousness of the 
attempt (attempts include cases where a 
juvenile is discovered ~aking the 
arrangements), notify the facility 

7 of 8 
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SECURITY AND CONTROL 

Subject Polkr /I 

Facility Emergency 
9.14 P:Jge 8 

Plan 

mental health staff hy telephone as soon 
as possible. If conditions are such that 
the juvenjJe careworker is unable to do 
this ~dthin a reasonable length of time, 
re01.lE'S't another staff member to do this. 

of 

b. In a]J of these cases, keep the juvenile 
under constant and close observation 
pending arrival of t-he nental health staff. 

c. All recommendations of the mental health 
staff will be comp]jef.! with. 

4. Notify the juvenile's parents/legal guardia.r. hy 
telephone. 

8 



Sample Juvenile Training Schools 

CRITICAL INCIDENT REPORT 
TO BE COMPLETED BY DIRECTOR 

Director: ____________________________________________________________ ___ 

Juvenile/Staff/Facility Involved: ____________________________________ __ 

Type of Incident: Dea th 
--Major Group Disturbance 
=:Serious Accident/Injury 

Suicide Attempt 
-Crime 
_Fi re/Arson 

Physical Force Resulting in Injury to Juvenile 
-A W 0 L (C 1 ass i fie d for Res t r·r c t i ve Cas e s ) 

__ Other (Specify) ____________________________ _ 

Cccurrence: Date: _______ Time: __ ~~am/pm Specific Location: 
(circle one) 

Description of the Incident (Give brief summary here and attach a 
detailed narra~ive, if necessary): 

Describe Action (I) "Taken: (2) To be taken: (3) Recommended: ____ _ 

Initial Report By: 
Name Title 

Reported to: ____________ ~---------------
Name Tit 1 e 

Report: Date: _______________ T;~e: am/pm 
(circle) 

Oral ___ l~ritten 

Additional Remarks: __________________________________________________ __ 

Report Forwarded to: . ____ ~---------------
Name Tit 1 e 

Addi ti ana 1 Copi es to...;: _______________ _ 

Report Completed by: ____ ~----__ ----------
Name Ti t 1 e 

Signature Date 
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Ss,mple PoliciffS IUld P~u.res 

JUVENILE TRAINING SCHOOLS 9.15 3 

OIapter: Related StandAn1s: 

SECURITY AND CONTROL ACA: 2-9189 

Subjed: NAC: 4.71, 4.219, 4.2191 through 
4.2194 

High Security Juvenile Un.its 

I. POLICY: The facility shall h?ve access to a 
specialized living unit for high risk juveniles who 
cannot control their assaultive behavior, present a 
danger to themselves, or are in constant danger of 
being victimized by other juveniles. 

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

High Security Juvenile Unit: A specialized cottage, 
'wing, or structure used to house juveniles who cannot be 
housed safely ~~rithin a regular training school living 
unit. Juveniles shal1 be house.d in single rooms. 

III. PROCEDURES: 

A. Assignment to the High Security Unit: A juvenile 
shall enter the high security unit by transfer from 
the general training school population. 

B. RequirE:ment8 for Transfers: 'A juvenile shall be 
transferred from the facility's general population to 
the high security unit only if: 

1. The juvenile poses a danger to himself or 
others. 

2. The juvenile's actions show that he/she cannot 
be controlled in the facility's regular living 
units. 

3. The service benefits to the juvenile of the mcre 
secure unit substantially outweigh any 
detrimental effects of his restricted liberty. 

4. Due process requirements have beerl met prior to 
'transfer. 



ampler Subject Pelky H I 
SECURITY AND CONTROL High Security 

9.15 I 2 Juvenile Units ~ 

C. Decision to Transfer: A copy of the decision to 
transfer the juvenile to the high security unit shall 
be placed in the juvenile's file. 

D. Staffing Pattern, and Qualifications, and 
Training shall be determined by the Chief 
Administrator and appropriate consulting staff 
at an enhanced level. 

E. Services: The range of services in the high 
security unit shall be comparable to regular 
living units with additional treatment and 
program resources. 'I'here shall be: 

1. Smaller class sizes and individual education. 

2. Increased recreationaJ opportunities. 

3. Psychiatric screenings to determine the 
feasibiljty of the juvenile receiving mental 
health services within the facility or being 
transferred to a mental health program. 

F. Security: 

1. The primary security strategy shall be a high 
juvenile staff ratio. 

2. Security shall be flexible depending on risk at 
a given time. 

3. In or0er to maintain as normal an appearance as 
possible interior security hardware shall be as 
unobtrusive as possible. 

4. Normal activitjps shall be maintained when 
feasible: 

a. Visiting hours shall be liberal and 
flexible. 

of 3 
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High Security 
SECURITY AND CONTROL Juvenile Units 9.15 Page 3 

b. Access to telephor:es shall l::.e liberal. 

c. Varied activities shall be provided. 

5. When room confinenlent is necessary it shall bE.! 
in the juvenile's own rooI'1. 

G. Use of High Security Unit~: High security ur..its 
shall Hot be used as orientaticn, reception, or 
diagnostic centers but shall maintain a specialized 
prograP.J to weet the needs of a special populat:Lon. 

ED,,"" 0." I A ........ a" J 
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CHAPTER 10 

FOOD SERVICE 

COMMENTARY 

This chapter encompasses American Correctional Association 
Standards 2-198 through 2-9202, 2-9208, 2-9209 through 
2-9211, 2-9219, National Advisory Committee standards 
4.2173, 4.52 and American Bar Association 4.9. The samples 
establish basic conditions that the facility must comply 
with for operation of the food service program. 

The assumption is made that a detailed pperat~on manual will 
be used in conjunction with the policies and procedures 
outlined. 



@ Sample Policies and Proc-edures 
Policy Number Pages 

JUVENILE TRAINING SCHOOLS 10.1 2 

Chapter: Rebted SI:.uIdards:: 

FOOD SERVICE ACA: 2-9198 - 2-9202; 2-9208 

Subject: NAC: 4.2173 

Nutritional Adequacy of Diet 
ABA: 4.9 for Juveniles 

I. POLICY: All juveniles shaJ] be served a varied and 
nutritionally adequate diet, supervised by a dietician 
~'.'i th sp8cial training pertaining to allergic reaction, 
hyperactivity, and other mental, emotional and physical 
reactions of juveniles susceptible to perticular food 
substances. The Food Service Supervisor shall be trained 
in food service operations before assuming responsibility 
to ensure that food served meets or exceeds the 
'nutritional aaequ&cy of dietary allowances stated in the 
National Academy of Sdences Recommended Dietary 
Allowances. 

II. DEFINITIONS: None. 

III. PROCEDURES: 

A. The Food Service Supervisor shaJl prepare quarterly 
Avaluations of the food service section, which 
include records of: 

1. Standard rations compliance. 

2. Menu plans. 

3. Records of all meals served. 

4. Equipment needs. 

5. Staffing patterns. 

6. Costfl. 

7. Special ~roblems. 

8. Sanitation. 

9. Storage procedures. 
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FOOD SERVICE 

SUbject Polk:y II 

Nutritional Adequacy of 
Diet for Juveniles 10.1 Pllge 

IO. Physical plant. 

11. Food service survey results. 

B. At least annually, but preferably quarterly, a 
dietician shall: 

1. Review the records and quarterly evaluations 
of the Food Service Supervisor. 

2. Compare the nutritional values of meals 
actually served with parent agency standards 
and ration allowances. 

2 

3. Provide a written evaluative report regarding: 

a. Nutritional adequacy. 

b. Nenu plunning effectiveness. 

c. Me~l service procedures. 

c. Regular inspections will be made by appropriate 
Qovernment authori tie.s. 

Approved By: 

01 2 
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10.2 8 JUVENILE TRAINING SCHOOLS 

O:ll!,1P.r. Related Standards: 

FOOD SERVICE ACA: 2-9200 

Subjed: NAC: 4.2173, 4.52 

Menu Planning and Meal Service 

-I. rOL1CY: All juveniles shall be provic'leC' meals which 
are nutritionally adequate, properly prepared Rn~ served 
ill pleasant surroundings. 

A. Food shall never be withheld or reduced as a form of 
punishment or offered as a reward. 

B. To the extent possible, food ordering and 
preparation should take into consider.ation ethnic 
tastes and the food preferences of the juveniles. 

C. The food service plan provides for a single menu for 
staff and juveniles. 

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

A. Standard Ration: The daily food allowance, 
measured in servings, shall be available to each 
juvenile. This allowance need not be served in exact 
proportions each day, but the monthly allowance must 
be balanced for the period ending at the close of 
business on the last day of each month. Any monthly 
variation of ten perce~t above or below the standard 
ration must be approved by the Chief Administrat0r. 

B. Food Grouping: A grouping of similar foods into 
categories which will enhance menu planning, 
budgeting and the serving of a nutritionally 
adequate diet. 

C. Therapeutic Diet: Special foods or meals 
prescribed by a-physician or dentist as p~rt of a 
patient's treatment. 

D. Religious Diet: Meal(s), dietary restrictions, or 
special handling of food required by a religions 
denomination. The contents of a religious meal may 
never exceed the contents provided to the genera1 
popuJation. These contents are intended t.o be 
measured by costs, quality and quantity. 
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Menu Planning and 10.2 SERVICE Meal Service P:lge 

Ill. PROCEDURES: The F00~ Service Supervisor is 
responsible for: 

A. Nenu Plan: Menus shall be developed by the Food 
Service Supervisor. E£~ec~ive menu planning 
recognized the needs of the general juvenile 
popuJation and specific needs of the juvenile group 
attributable to age, physical activity, sex, medical 
status, etc. These variances create diffjculties 
in using a system-wide menu plaB. Parent agency 
policy requ.ires that menus be developed within the 
following framework: 

1. Nenus shalJ De based upon.budget allocations. 

2. Each jtlvonile shall be served at least the 
minimum allowance described below in "Standard 
Ration." 

3. Menus shall be prepared and distributed at 
least one week in advance of serving, and 
posted where easily read by juveniles. 

4. Any changes or substitutions shoull! be noted on 
menu sheet, with the specific food changed to 
one of approximately equal nutritional value. 

5. Menus shall be designed to pro~'ide meals which 
are not only nutritionally aderluate but also 
have a balance of color, flavor and texture 
which ",ill add to meal enjoyment. 

6. Menus should be kept on file, rotated 
periodically apc ta.ke into consideration the 
average length of time a juvenile is detained. 

7. Menus may reflect changes in seasons. 

2 of 8 
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E. Standard Ration: Standard dc.:..iJy rC0C ration 
allowances for each juvenile are the cornerstones 
of an adequate food ,Pl:ogram. The Food Service 
Supervisor sha~l ensure that each juvenile is 
provided foods from four basic food groups, 
wi th a daily allowance fX'om each grouping. 
Establishment of these allowances in terms of 
servings per person, per day, shall consider waste 
incidents in normal preparation. All ration 
al~owances are incidents based on standard retail 
cuts of neat and fresh produce while all canned foods 
are included as net \Ileights. The standard daily 
allowance for foods ror juveniles shall be: 

Food Group Servings One servin9 Examples 

Vegetable & Fruit 

Dread & Cereal 

Milk & Cheese 

Meat, Poultry, 
Fish & Beans 

4 

4 

3-4 

2 

1/2 CUI:' salac, J/2 
cantaloupe, one orange, 
medium-sized potato, 1/2 
grapefruit 

1 slice bread, 1/2 cup 
cooked cereal or pasta, 1 
ounce ready-to-·eat cereal 

1 cup nilk or yogurt, 
1-1/3 ounces natural 
cheese, 2 ounces processed 
cheese food, 1-1/2 cups 
ice cream or ice milk, 2 
cups cottage cheese 

2-3 ounces lean, boneless, 
cooked meat, poultry or 
fish, 1 egg, 1-1 1/2 cups 
cooked dry beant=', peas, 
lentils, or soybeans, 4 
tus. peanut butter, 
]/2-] cup nuts, sesame 
seeds or sunflower seeds 

C. Therapeuti~piets: Shall be provided to juveniles 
only: 

1. Hhen prescribed by appropriate mecical or dental 
staff. 

2. vfuen medically indicated and never as a reward. 

of 8 
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Menu Planning and 
Meal Service 10.2 

3. As directed or approved by a registered 
dietician. 

P:aee 

4. As a complete meal service and not in 
supplement to or as a choice between dietary 
mped s a.nd regular meals. 

D. Religious Diets: Religious diets are served: 

1. For special occal.dons when specifically 
approved in wri t.ing by the Chaplain cmd 
Chief Administrator. 

2. Utilizing reguJar menu items unless 
specifically approved by the Chief 
Administrator. These mepu items shall not 
exceed the quantity and/or quality provided 
to the general population. 

3. Providing special handling of food, if 
necessary, according to the juvenile's 
religious beliefs. 

4. Snbsti tlJting foods of approximate nutritional 
value. 

E. Food Preparation: Shall be designed to provide 
juveniles with the best possible meals consistent 
wjth tr.e budget plans and daily ration allowances. 
Food preparation shall: 

1. Utilize a standard recipe system availe.hle to 
all food service staff responsible for the 
preparation of meals. The receipt system 
should be designed to: 

a. Standardize costs. 

b. Enhance and preserve food fJavors. 

c. Improve appearance. 

d. Provide optirrmr palatability. 

2. Provide maximum utilization of the equipment 
available to enable serving high quality meals. 

3. Be in compliance with the safety and sanitary 
conditions stated in 10.3 of this chapter. 

4 of 8 
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FOOD SERVICE 
Menu Planning and 10.2 Meal Service P:Ige 

-

r. 1fe~1 ~E'nric:e: Dining room service ~'Lol~ be 
designed to enhance the attractiveness of the meal 
and to enaJ:-.Je the juveniles to enjoy meal periods to 
the fullest extent possible. The manner in which the 
meals are pr~sented influences the entire at~o8phex~ 
of the facility since meaJs asswre a ~agnified 
j~portunce in the daily routine oi:" the juvenile. The 
following criteria shall establish minimum standards 
for meal service: 

1. Holiday and weekend schedules may be developed 
to provide for a more variabJE' nleal schedule to 
co'::'ncide with visiting activities, recrf'ational 
activities or similar functions. 

2. Dining rooms shall be plf'a~art and attractive. 

:3. Good table manners, as well as good ea'cing 
hab3rs, shall be encouraged. 

4. 1',11 foods shall be served at the appropriate 
te~perature to maintain quality, taste appeal 
and texture. 

5. All faciJities shall provide dining areas for 
group dining. 

6. Meal utensils t.haJl be as comparable as 
poscible with home o.c restaurant ::;tyle ser.vice. 
PJastic or glass dishes, bowllJ, cup mugs and 
saucers are prefereLIc. All juveniles in the 
general population will be provided 
appropriate eating utensils including at least 
a fork, knife and spoon. A count of all 
utensils should be taken and recordec ~t 
completion of each meal. 

7. Meal service supervision shall ensure dining 
complies with the facility policy intent. 
Adequate and firm supervision shellJ ensure that 
meals are ~erved in pleasant surroundings 
wi tflC'ut the sliglltest degree of favoritism, 
carelessness or wast.e. 

5 of 8 
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2. f.cuvisions for at least three IilE:uls, ty70 of 
wh1ch are hot meals, at regular intervals 
dnring each 24-hour perioa, wjth no more 
than 14 hours between the evening meai and 
breakfast. Var.iations may be allowed based on 
';o7(>E'ke.T.C: and holiday food serving demands, 
pr.ovided the basic nutritional goals are met. 

9. Serving should be ampJe to meet the needs of 
growing juveniles. Juveniles should not be 
allowed to store food in their rooms. 

10. Care should be taken to avoid scheduling group 
meetings or individual conferences of a 
potentially emotioN,,] nature prior to meal 
times. 

11. Good eating habits should be encouraged, but 
juveniles are not required to eat all of the 
food served. 

12. l1eals should only be served in juvenile's 
room because of illness, initial admission 
confinement, or confinement for behavioral 
difficulties. Care should be taken about the 
types of service utensils used, i. e., paper 
pla.tes. 

13. The food service plan provides for a single 
menu for staff and juveniles. 

G. Food Service }~anagement: The facility shall 
establish a food service staffing pattern appro
priate in size to meet their needs. Staff size 
and organization vary widely depending on juvenile 
populGtion, physical plant and the equipment 
avaiJab]e. The food service section, however, shall 
provide the following minimum staffing pattern: 

1. At least one full time Food Service Supervisor 
with educational background and experience in 
the administration and supervision of food 
service operations. 

2. Supporting staff adequate to ensure the 
preparation and serving of meals as described 
in t-his policy. 

6 of 8 
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3. Security supenrision at a level appropriate for 
the facility. 

H. Food Service Records for the Standard Ration: 
Records will be maintained by the Food Service 
Supervisor to document information related to the 
serving of the recOIPlnended dietary requirements. 
These shall include: 

1.· An anpual and guarterly budget plan for 
procurement of foods, supplies and equipment 
necessary to provide the daily food allowance. 

2. A detailed, daily record of foods served, by 
allowance, and a comparison of the actl1nJ 
poundage served with the standard ration 
allowance. 

3. A monthly ledger listing all food consumed 
compared "lith the ration allowance, forwarde.d 
to the Chief Administrator for: review. This 
ledger shall be accompanieft by l:.elated reports 
regarding the food service section for the 
month, along w·ith an explanation for any mCljor 
deviation (ten percent, pJus or minus) from the 
standard ration allowance. 

I. Food Costs: Administration office records shalJ 
be maintained by the Accountc CJerk to document, at 
a rdnimum, the following food service operations: 

1. Fooe expenditures which identify per capita 
costs per meal. 

7 of 8 
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2. Poc·(j requirements estimated at least 30 days 
in advance. 

3. Proof of effective procurement procedures 
~'lhich result in the purchase of supplies at 
cowpetitive wholesale prices. 

Approved B~': 
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~ 

Week Number: 

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY 

LUNCH 

DINNER 

Heek Number: 

LUNCH 

DINNER 



Sample Juvenile Training Schools 

Date: 

Breakfast 

Menu: __ ~ ______________ _ 

Items Used* 

Date: 

Breakfast 

Menu: 

Quanti ty 

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

Items Used* Quantity 

Lunch 

Menu : __________ _ 

Items Used* Quantity 

Lunch 

Menu: _________ _ 

Items Used* Quantity 

Di nner 

Menu: ----------------

Items Used* 

Dinner 

Menu: 

Quantit} 

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

Items Used* Quantity 

list items such as salt and sugar when you use a lot of ltt or when you use the last of it. 



Sample Juven:i.le Training Schools 

~1EAL COUNT Month of -----

BREAKFAST LUNCH DINNER 

Total Total Tota 
Date Juvenile Staff Milk Juveni1e Staff Mil k Juvenile Staff Milk 

1 
2 
3 

4 

5 
6 
7 

8 

9 . 
10 

11 

12 

12 

13 
14 

15 

16 

17 
18 

19 

20 
21 
23 
24 

25 

26 

27 
28 
29 

30 
31 



Sample Juvenile Training Schools 

PERPETUAL SUPPLIES INVENTORY 

Hem Descripti on : _____________________ _ 

Date Brand Vendor Cost (Case) Qty • Acqul rea Qty Used Qty on Hand 
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JUVENILE TRAINING SCHOOLS 10.3 4 

QallPW": Rdaled SW1~lUds: 

FOOD SERVICE ACA: 2-9209 - 2-9211, 2-9219 

Subject: NAC: 4.2173 

Safety & Sanitation for 
Food Service Standards 

I. POLICY: 'Fh€' facility shall provide a feud service 
section which ensurE'S the highest possible level of 
safety and sanjtary practices. and participates in the 
federal and health codes serve as standard requirements 
for all food service. 

II. DEFINITIONS: None. 

III. PROCEDURES: The Food Service Supervisor and the 
Assistant Administrator are responsible for: 

A. Physical Examinations: A physical examination will 
be made by the medical Staff to emmre that all staff 
working in the food service area are free from 
trannmjssible disease. This examination shall be 
completed prior to job entry and at least annually 
thereafter. Food service workers must be free or 
open or infected wounds. 

B. Training Related to S"~fety and Sanitation: 
Training for food servjce staff shall~conducted 
by the Assistant Administrator on a regular basis and. 
records shall be kept on course content and 
participation. At a minimum, stafr shall be trained 
in: 

1. Safe use of each appliance in the kitchen area. 

2. Safe use and storage of hazaxdous tools. 

3. Proper storage techniques for foods. 

4. Facility and section fire plans. 

5. Use or rire extinguishers. 

6. First aid procedures for scalds, burns, falls 
and other injuries. 
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. Safety & Sanitation 
for Food Service 10.3 P:Ige 
Standards 

7. Proper report procedures for accident arId/or 
hazardous conditions. 

2 

C. Staff Responsibilities: All food service st~fT 
shall be required to: 

1. Have clean hand~ and fjng"ernails and to wash 
after using toilet facilities. 

2. Practice overaJ 1 good hygiene and wear clean 
clothing that is changed daily. 

3. Wear a r.ap or hairnet at all times when in food 
service areas. 

4. Wear sanitary g.1oves at all times when serving 
food. 

5. Keep the food service section clean and all 
equipment shall be washed immediately after use. 

6. Keep acctlrate records of all meals served and 
of any food substitutions made. 

7. Notify the Food Service Super'lisor or the 
Chief Administrator immediately of any health or 
safety code violations observed. 

8. Refrain from smoking in the food service 
section. 

D. Physical Plant: Food service sections are 
important ingredients of a safe and sanitary 
facility. The Chief Administrator shall ensure: 

1. Floors, walls and ceilings are constructed of 
materials which will provide a safe and 
sani~ary operation. 

2. Toilet and wash basins are located in proximity 
to all food service areas. 

3. Ovens, grills and similar equipment are 
arranged to enable maximum benefit from the 
sprinkler system and extingui~her coverage. 

4. Adequate fire protection and avenues for exit 
are ave.i]2hle. 

of 4 



FOOD 

~lt'I' 

SERVICE 

Sub,l«t Po!Icy /I 

Safety & Sanitation 
for Food Service 
Standards 

10.3 ~ 

5. Adequate storage, loading and garbage disposal 
areas are available. 

3 

E. Equipment Sanitation: Food Service equipment 
shall: 

1. Be designed to comply with all applicable 
safety codes. 

2. Be designed to enable efficienu and thorough 
cleaning. This is esp€'ci.ally important for 
equipment in direct contact with foods. Hork 
tables, dining tables and similar pieces of 
equipment shall be constructed. of metal or 
stainless steel, avoiding woods or similar 
water absorbent materials. 

3. Be operated and serviced in accordance with the 
manufacturer's health and safety instructions. 

4. Be equipped wirh refrigerators, freezers, 
holding cabinets and serving tables that 
maintain foods at proper temperatures. 
Bacteria growth and disease can result from 
improperly designed, maintained, or operated 
equipment. 

5. Be equipped \d th sanitary rodent-proor 
containers for dry products such as flour 
and. sugar and covers for food stored in 
refrigerators. 

F. Safety and Sanitation Inspections: Inspections 
of food service area are vital to ensure compliance 
wi.th appropriate health and safety rules. 

1. Daily safety and sanitation inspections \dlJ. be 
made by the Food Service Supervisor. An 
inspection report form listing all major areas 
of the section, with space for rating each area 
end Il'c3.king recommendations for corrective action 
will be used. 'l'hese reports shall be held in 
files for one year. The Food Service 
~upervisor shall submit a copy of the daily 
report to the Assistant Administrator. 

of 4 
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2. \,7eekly safety and sanitation inspections 
shal] 0€ conducted by the Assistant 
Administrator and shall include: 

a. Examinip~ the daily inspection forms for 
the previous week and taking appropriate 
action to correct any problem areas. 

4 

b. Visiting and inspecting all food service 
and dir.ing areas of the section, including 
food preparation equipment and storage 
areas. 

c. Preparing a written report of the 
conditions apd practices observed. 

3. Inspections shall be conducted at least 
annually by an outside source. At a 
minimum, these inspections shall include 
fixe and sanitation inspections covering all 
food service areas. Written reports shall 
be forwarded to the Chief Administrator for 
action and shall be retained for three years. 

Ent'o:tive Dule : Approved B~': 

or 4 
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Sample Juvenile Training Schools 

WEEKLY FOOD SERVICES INSPECTION 

WEEK OF: INSPECTOR'S SIGNATURE: 

1. EQUIPMENT INSPECTION The following equipment was inspected and is 
operational as indicated: 

Yes ~ Yes No 

[ ] [ ] Toaster Terperature [ ] [ ] Stove burners 
[ ~ [ ] Di s hwas her #T ]6 

f ~ [ ] Stove oven TemQerat ure 
[ [ ] Dishwasher #2 [ ]0 [ J Refrigerator #n J6 
[ ] [ J Popcorn popper [ ] ( J Refrigerator #2 r 
[ ] [ 1 Kitchen fan t j [ J Freezer #1 [ JO 
[ ] [ j Din ing Room fan [ J Freezer #2 [ ]0 

f J ( OR air conditioner [ ] [ J DR Icebox [ JO 

t J Table blender [ ] [ ] Food processor [ j J Hand bl ender [ J [ ] Meat slicer 

Fire Safety 

[ ] [ ] Stove fan [ ] [ ] Stove vents 
[ ] [ ] Grease fi 1 ters [ ] [ ] Both fire extinguishers 

II. SANITATION The following areas were inspected and found to be in the 
condition indicated: 

SATISFACTORY UNSATISFACTORY CORRECTED 
Yes No 

[ ] [ ] [ ] [ ] Three-sink counter and area 
[ J f ] [ ] [ ~ Oeepsink and area 
[ ] j [ ] [ Handsink and area 
[ ] [ [ 1 [ Pots and pans storage shelves 
[ j [ l f 

[ l Storage drawers under pots/pans 
[ f j [ Countertop under pots/pans 
[ ] ( [ Cen tra 1 foodwork i ng a rea 
[ J [ ] [ ] [ l Under central foodworking area 
[ ] [ j ( ] [ Kitchen floor: scrubbed/disinfectant 
[ ] [ [ ] [ DR floor: scrubbed/disinfectant 
[ ] [ ] [ l [ ] DR tables & chairs cleaned well 
[ j [ ] [ [ ] Kitchen windows c1ean/screens OK 
[ [ ] [ [ ] DR windows clean/screens OK 
[ ] [ ] [ ] [ ] Food storage pantry floor scrubbed 
[ ] [ ] [ ] [ ] Food storage shelves free of food 
[ j f j f j f j All food storage containers covered 
[ All food in refrigerator sealed 
[ ] [ ] [ J [ ] All garbage/trash ~ans covered 
[ ] [ ] [ ] [ ] Kitchen and DR odor free 
C ] [ ] [ ] [ ] Cleaning supplies/food separated 

Ill. SAFETY The following utensils/instruments were counted as follows: 

# Kitchen knives # Other dangerous implements 
U-- Silverware knives 
#====: Silverware teaspoons 

U- Sil verware forks 
#----- Silverware tablespoons 



CHAPTER 11 

SANITATION & HYGIENE 

COMMENTARY 

This chapter encompasses American Correctional Association 
Standards 2-9214 through 2-9221, 2-9227. 

Sample policies and procedures are designed to establish and 
maintain a high level of sanitaiton. 

The sample solutions addressed to waste disposal and pest 
control are only a few of the many options available. 
Users should examine other options prior to endorsing the 
most practical solution. 

Special emphasis is placed upon the need for regular and 
thorough inspections of the water supply, waste disposal, 
and other condititons which reflect standards for sanitation 
and hygiene that affect the health of staff and juveniles. 
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. ~ JUVENILE TRAINING SCHOOLS 11.1 4 

OIapler. Rell! led St:a.ndards: 

SANITATION AND HYGIENE ACA: 2-9214 - 2-9219 

Subject: 
Housekeeping and Inspection 
of Sanitation Practices 

I. POI.ICY: The Chief Administrator shall provide a method 
for the regular monitoring of environmental health 
programs especially related to housekeeping practices, 
water supply and sanitary practices. The facility will 
comply with all applicable federal, state and local 
sanitation and health codes. 

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

A. Environmental Health: All the conditions, 
circumstances and surrounding influences which 
affect the health of persons or groups required to 
be in the area. 

B. Independent Audit: The examination by a qualifjed 
person or persons who compare established sta.nderos 
with existing practices and reports findings. To be 
independent, the examiners shall not be staff rnembers 
or agents of the fadlity, llor in any way indebted 
to the staff directly responsible for the section 
that is being audited. 

III. PROCEDURES: 

A. Weekly Inspection: The Assistant Administrator 
shall be responsible for weekly sanitation, 
safety, and maintenance inspections of all facility 
areas. This weekly inspection process shall ensure 
that: 

1. All areas are clean and orderly. 

2. Ljghting, ventilation and heating equipment 
fUnction properly. 

3. No fire, safety, or health hazards exist. 
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SANITATION AND Housekeeping and 
Inspection of Sani- 11.1 ~ HYGIENE tation Practices 

4. All equipment, tools and security devices 
perform properJy, ,·:ith a special attention 
being paid to the security screens in the 
rooms of each juvenile, and areas where they 
congregate or have activities. 

5. All plumbing equipment, including toilet, bath, 
showers, sinks, and laundry facilities, operate 
properly. 

6. All exterior ground of the facility, including 
along the roadway, are free of trash and 
debris. 

7. All garbage and trash disposal receptacles are 
clean and not damaged and have lids securely 
attached. 

8. All of the deficiencies noted in the previous 
week's report have been corrected. 

B. Housekeeping Plans: Plans shall be prepared as 
directed by the Assigned Supervisors. These plans 
shall require: 

1. A cleaning schedule for the area. 

2. Specific assignment of juveniles to sanitary 
duties. 

3. A time schedule for duty completion. 

4. Specific instructions for the cleaning of: 

a. Floors and doors. 

b. Juvenile quarters. 

c. ,Juvenile personal property. 

d. Walls and windows. 

e. Toilet and shower facilities. 

f. Equipment. 

g. Storage areas. 

2 of 4 
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Housekeeping and 
Inspection of Sani- 11. 1 P:lge 
tation Practices 

5. Waste disposal procedures which provide for 
proper collection, storage and oj I".rc,~;c.l of CJ II 
l~quid and solid waste accumulatjons for the 
section. 

6. Instructions for the acquisition, utilization 
and storage of cleaning supplies and equipment. 

C. Sanitation of Rooms: F?C'h juvenile is required 
to maintain sanitary Ijving area conditions. The 
juveniJe cUlreworker and Assigned Supervisor shall 
inspect the areas. 

1. Each juvenile shall be responsible for the 
cleanliness of his/her living areas includirg 
walls, floors, sink, toilet, windows and other 
property within the room or living area. 

2. Cleaninsr roaterials and articles for cleaning 
shall b(" issued to each juvenile by the 
juvenile careworker. The juvenile is 
responsible for the proper usage and care of 
these articles. 

3. The juvenile careworker shall inspect rooms 

3 

and living areas daily and report any infraction 
of these orders to the Assigned Supervisor. 

4. The juvenile ca:reworker shall issue written or 
verbal warning to the juvenile with an 
unsatisfactory condition and, in cases of 
continued non-compliance, issue a report of 
misconduct. 

5. Vacated beds should be stripped and new linen 
issued prior to admission of n€~'! occupant. 

D. Inspection Visits: Weekly inspection teams shall 
visit each section in accordance with a schedule 
distributed by the Chief Administrator for each 
month. Teams shall rotate on a monthly basis thus 
acquiring an exposure to various sections. Only the 
Assigned Supervisor remains a regular member of the 
inspecting team in his/her section. 

of 4 
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11. 1 Page 4 

E. Inspecti~~ ~eports: Reports of insp~ction shall 
be prepared as directed by the teiJI;, chcd rperson and 
forwarded to the Assistant Administrator. A 
narrative n=~Fort of any area found to be deficient 
in housekeeping or sanjtaticn r~sponsibilities shall 
be attached. 

:t'. Annual Independent Auai ts: Fad] j ty sanitary 
practices shall be reviE:'~7ec1. by the federal, state or 
loca] l>~aJ.th authority or private contractor and the 
facility will conduct an annual inspection. This 
inClependent audit sha 11 be cor,C:ucted to: 

1. Ex@niue compliance with applicable laws c.nd 
regulations. 

2. Identify potential problem areas prior to their 
becoming major problems. 

3. Document any deficiencies existing and provide 
the Chief Administrator with information on 
conditions requiring corrective action. 

4. Include an evaluation of YJat~er: 

a. Water supply tf'sting to ensure compliance 
yrjrh jurisdictional laws and regulations. 
In the absence of local law, the Federal 
Safe Drinkir.g Water Act as published in the 
Federal Register on December 24, 1975, 
shal] serve as a standard. 

b. Solid waste disposal practices. 

c. Sewage disposal. 

d. Pest control practices. 

Approved B~': 
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Chapter. Related Standards: 

SANITATION AND HYGIENE ACA: 2-9218, 2-9219 

Subject: 

Waste Disposal and Pest Control 

I. POLICY: Haste disposal and pest control ·programs 
which conform to appropriate jurisdictional requirements 
shall provide for: 

A. Licensed and/or trained pest control professional 
readily available to pro1ride vermin and pest control 
services. 

B. Liquid and solid waste collection, storage and 
disposal in a manner which pJ::otects the health and 
safety of juveniles, staff and visitors. 

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

Pest: Any destructive insect, animal or vermin tliat 
causes annoyance, discomfort or disease. 

III. PROCEDURES: 

A. Waste Disposal: The Assistant Administrator or 
his/her designee shall ensure that waste disposal is 
provided by either an independent contractor or, if 
available, the city sanitary department. 

1. Sewage treatlllent of effluent and sewage is 
managed by the city in compliance with the 
requirements of the State Water Pollution 
Control Agency and the Environmental Protection 
Agency. 

2. Sanitary methods for handling and disposing of 
refuse shall be used in compliance with the 
requirements of all local and federal agencies. 
Trash and rubbish shall be collected and removed 
in a manner that avoids creating a menace to 
health and is done as often as is necessary to 
maintain sanitary conditions. 
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ChapIN §Ubj«1 Polky /I 

SANITATION AND Waste Disposal and 
HYGIENE Pest Control 11. 2 P:lge 

F. Control of Pests: The vermin and pest control 
progra~ is managed by the Assistant Administrator. 
Regular preventive programs are conducted to 
control pests and weekly inspections will be made 
of: 

1. Medical section. 

2. Food Service section. 

3. Housing section. 

4. Admissions sect jon. 

5. Canteen. 

Control programs are conducted or. a monthly basis 
in the remainder of the facility. 

C. Pest Reporting: Staff are required to report any 
observation of insects, rodents or vermin within 
r.he facility. The Assistant Administrator will 
jmrle~ent appropriate corrective action. 

D. Inspection Reports: 

1. Inspection of the pest control and waste 
disposal programs shall be conducted weekly 

2 

by the Assistant Administrator and a report will 
be forwarded to the Chief Administrator. 
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Waste Disposal and 
Pest Control: 11.2 Page 3 

2. Frequent inspect jon of living areas shall be 
made by the Assigned Supervisors to aid in the 
control of body pests. Immediate extermination 
measures shall be taken y"hell body pest 
infestation occurs, including spraying or 
fumigation of bedding, clothing, equipment, and 
all areas of the building supportive to the 
existence and reproduction of the pests. 

/ 

L Enl'ctlve OllIe : Approved By: 
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JUVENILE TRAINING SCHOOLS 11. 3 2 

Chapter. Related Slandards: 

SANITATION AND HYGIENE ACA: 2-9220, 2-9221, 2-9227 

Subject: 

Bathing and Hair Care Facilities 
for Juveniles 

I. POLICY: 
bathroom 
necessary 
hygiene. 

All 
and 

TO 

. 

juvenjles must be provided with adequate 
hair care facilities and the articles 
maintai:-. acceptable standards of personal 

II. DEFINITIONS: None. 

III. PROCEDURES: 

A. The Chief Administrator shall ensure that each 
housing section in the facility provides bathing 
facilities for juveniles that comply with the 
following minimum requirements: 

1. One toilet and sink shall be available for 
every five juveniles and will be located 
within 75 feet of the rooms of juveniles 
expected to used them. 

2. Each housing section will have one shower unit 
for every five juveniles and are available for 
use seven days a week. 

3. Toilet fixtures and showers of a sanitary 
design and easily cleanable. These.are to be 
kept clean and free of odors. 

4. Each room in which a juvenile may be confined 
for any part of a day shall have working toilet, 
above floor level, capable of being flushed from 
the interior of the room, and a sink with hot 
and cold running water. 

5. Each section which requires especially sanitary 
conditions shall have washing facilities. 
These sections include: 

a. Food service. 

h. Medical section. 
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Bathing and Hair 
Car.e Facilities for 11. 3 Page 2 
Juveniles 

B. Shower Safety; The Chief Administrator shall 
ensure that all shower units are designed to 
conform with the following minimum eonditions; 

1. Thermostatic temperature controls \'lhich will 
not allow shower water temperature to be above 
110 degrees Fahrenheit or 43 degrees Celsius. 

2. Non-skid flooring. 

3. Hand rails. 

C. Barber Facilities; Hair care services are 
available for all juveniles. 

D. Shaving: All shaving shall be done in the 

f 

presence of a juvenile careworker, who will be 
responsible for the issuing of shaving cream and 
injector razor from which the blade cannot be 
removed. Each juvenile's razor shall be indivi
dually marked and kept in a locked cabinet and shall 
be issued upon request. Procedures for shaving 
shall be developed considering the needs of the 
juvenile and the security needs of the facility. 

- I 

or 2 



CHAPTER 12 

MEDICAL AND HEALTH CARE SERVICES 

COMMENTARY 

This chapter encompasses 

American Correctional Association Standards 2-9229 through 
2-9247, 2-9249 through 2-9251, 2-9272 

National Advisory Committee Standards 4.62, 4.217, 4.263, 
4.410, 4.2122, 4.2171, 4.2174 

American Bar Association 7.6, 4.10 

The reader adapting these samples for local use is cautioned 
to consult with the medical and legal staff to ensure 
compliance with new, revised or unusual regulations. In 
this chapter one of many possible management methods for 
health care services for the facility is illustrated. 

Users should select the level of programing and the style of 
management most responsive to their conditions. 

The delivery of medical and health care is expensive. 
However, compensatory costs for employees and juveniles 
injured, disabled or killed far exceed the cost of an 
adequate health care program. 
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Sample Policies snd Procedl1l'e5 

JUVENILE TRAINING SCHOOLS 12 .. .1 5 

Chapl.er: Rel:ated Sl.:utdanis: 

MEDICAL AND HEALTH CARE ACA: 2-9229 - 2-9239 
SERVICES 

Subject: NAC: 4.217, 4.2171 

Medical Program Administration 
ABA: 7.6 

I. POLICY: Provisions sha1] bp waoe f0r short term ----
medical, dental and mental health care f;f.rvires under 
the control of a health authOl::ity. When this authority 
is not. a physician, final medical judgments will rest 
with a physidan licens~d in the state. 

II. DEFINITIONS: None. 

III. PROCEDURES: 

A. Medical information for each juvenile will be 
obtained by the Assigned Supervisor at acmission or 
as soon after admission as po~sjhle and shall 
include: 

1. ~~y medical treatments and medications the 
juvenile is taking. 

2. Any chronic health problems such as allergies, 
seizures, diabetes, hearing or sight ]OES, 
heart condition, etc. 

3. Medical consent form signed by a person lbgally 
authorized to give consent. 

F. This information will be included in the juvenile's 
medical record. 

C. After admission a record of each visit to a physician 
or dentist and any recommended treatment will be kept 
and will include any medication, dosages, times 
given, and the name of the staff member administering 
the mec:U ca t ion. 

D. Arrangements shall be made with health care 
specialists in advance of need . 
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. MEDICAL AND HEALTH 
CARE SERVICES 

Medical Program 
Administration j 12.1 

E. The Chief Adrflirdstrator shall have a wri tter: 
agreement with physicians, hospitals and/or health 
care clinics that 24-hour, seven day per week 
coverage will be provided. 

F. All staff members ~hcJ] 1 be familiar with the 
proc~0ures to be followed in medical emergencies. 

G. Medical staff shall be familiar with procedures for: 

1. Obtaining medical consent. 

2. Health appraisal data collecting. 

3. Obtaining non-emergency medi.ca] services. 

4. Obtaining dental services. 

5. Emergency medical and dental servi.ces. 

6. Deciding the degree of emergency in an illness 
or injury. 

7. Dental screening, prevention, examinatjon and 
treatment. 

8. Providing medical and dental prosthetics. 

9. Notifying parent or legal guardi?!'! ir> case of 
serious illness, injury or death. 

10. Providing chronic care. 

11. Providing medical preventive care. 

12. Screening, referral and care of mentally ill 
and retarded juveniJ.es. 

13. Informing staff of special medical program. 

14. Implementing the special medical program. 

15. Immunizing. 

16. Delousing procedures. 

17. Detoxifying procedures. 

of 5 
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MEDICAL AND HEALTH Medical Program 
12.2 CARE SERVICES Administration ~ 

18. Issuing pharmaceuticals. 

H. The specific duties of qualified medical staff are 
governed by written job descriptions approved by 
the responsible physician and the Chief 
Administrator. Copies of appropriate state and 
federal licensure, verifying current credentials 
will be filed in the individual staff members 
personnel folder. Medical, dental and psychiatric 
matters involving medica] judgment· will be performed 
by a licensed physician or dentist or, within 
applicable laWS and regulations, under his/her 
direction. 

I. The Medical Staff will comply with current laws, 
rules and regulations regarding immunization of 
juveniles. 

J. The Medical Staff will comply with current laws, 
rules, and regulations about acquiring, storing, 
and administering medications. 

K. 

L. 

Medical Staff shall consult with any physician 
who was actively treating a juvenile before his/her 
admission to review and approve on-going 
medications. 

Medical AdministrativE' Reports: Health care 
reports shall be forwarded by the Medical Staff 
Rnd Chief Administrator as follows: 

J. Reports shall be prepared and forwarded to the 
parent agency quarterly. Statistical summaries 
shall be forwarded annually. 

2. Quarterly reports shall be prepared as follows: 

a. The report shall consist of a narr2tive 
divided into three main sections: 

(1) Achievements. 

(2) Problem areas. 

(3) Future goals. 

3 of 5 
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.11EDICAL AND HEALTH Medical Program 
CARE SERVICES Administration 12.1 P:lge 4 

b. The "Achievements" section shall focus on 
any new or completed projects, policies, 
procedures, staff, equipment and services 
that have been accomplished during the past 
three r,10nths. 

c. The "Problem Areas" section shall focus on 
areas currently under revision or in need 
of improvement, or on specific needs of the 
section. This could include the need for 
additional staff, specific supplies or 
services and revised procedures. 

d. The "Future Goals" section shall focus on 
areas requiring immediate planning for 
improvement. Examples of such goals are 
AMA or ACA accreditation, additional 
training for staff or additional dental 
services, etc. 

3. The annual statistical summary report shall 
meet the following criteria: 

a. The Medical Staff shall compile the 
statistics required to complete the 
annual statistical summar.y. Separate logs 
shall be maintained to record such data, 
which will be regularly reviewed and 
updated. 

b. The specific items included in the report 
shall be determined by the Medical Staff. 
However, at a minimum, the following 
information shall be gathered and 
compiled. 

(1) Nunber of juveniles rece~v~ng 
complete health appraisals by 
medical staff. 

(2) Number of laboratory referrals. 

(3) Number of positive results on TB 
tests and other communicable 
diseases. 

(4) Number of hospital transfers and 
returns to the facility. 
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(5) Number of consultation referrals 
specifying the hospjtaJ.s or 
clinics. 

5 

(6) Number of ambulance services needed. 

Ci) Nurnber of referrals to facility 
consultants, e.g., psychiatrist, 
dentist. 

(8) Number of medical and dental 
prostheses needed. 
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JUVENILE TRAINING SCHOOLS 12.2 9 

Chapter. Relaled Sl2ndards: 

MEDICAL AND HEALTH CARE ACA: 2-9240, 2-9241, 2-9253 
2-9254, 2-9266, 2-9267 SERVICES 
2-9272 

Subject: NAC: 
4.62 

Hospital Facilities and 
4.217, 4.263, 

Equipment 

II. 

POJ..ICY: All juveniles are provided health care ser
vices appropriate to meet their medical needs. The 
facility has arrangements \vith outside local hospitals to 
provide services not available in the facility's medical 
section. Facility health care space, equipment and 
supplies shall be adequate to meet the juveniles' needs. 

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

A. Emergency Care: Care for an acute illness or 
unexpected health care need that cannot be deferred 
until the next scheduled sick call. Emergency care 
shall be provided by the Medical Staff, physician, 
local ambulance service and/or outside hospital 
emergency room and specific written procedures will 
be followed. 

B. Outside Hospital: Any hospital or clinic located 
outside the perimeter of the facility. 

III. PROCEDURES: 

A. A training program is established by the facility's 
health authority in cooperation with the Chief 
Administrator. Juvenile careworkers and other 
staff are trained to respond to health related 
situations within four minutes. Training includes: 

1. Recognition of signs and symptoms, and knowledge 
of action required in emergency situations. 

2. llc1rr.inistration of first aid and 
cardiopulmonary resuscitation. 

3. ~ethods of obtaining assistance. 
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.MEDICAL AND HEALTH Hospital Facilities 
CARE SERVICES and Equipment 12.2 P:I.ge 

4. Signs and symptoms of mental illness, 
retardation, chemical use and/or dependency. 

5. Procedures for juvenile transfers to 
appropriate medical facilities or health ca~e 
providers. 

B. The facility provides 24-hour emergency medical and 
dental carl" availability as outlined in a written 
plan which includes: 

1. Arrangements for emergency transportation. 

2. Arrangements for the use of hospital emergency 
rooms or other appropriate health facilities. 

3. Arrangements for emergency on-call physician 
and dental se~!ices when a health facility is 
not located in a nearby cotr~unity. 

c. Examination Room: 'I'he facility maintains an 
adequately-equipped examination room used for 
treatment, ensuring privacy and dignity. 

1. An examination room, at the minjmum, shall be 
equipped with: 

a. Thermometer. 

b. Blood pressure cuff 'and sphygmomanometer. 

c. Stethoscope. 

d. Ophthalmoscope. 

e. otoscope. 

f. Scale. 

g. Percussion hammer. 

h. Examination table. 

i. Goose neck light. 

j. Refrigerator with lock. 

k. Nedical record files with locks. 
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.MEDICAL AND HEALTH Hospital Facilities 
12.2 3 CARE SERVICES and Equipment ~ 

.i.. 1'.n examination room should have a sink equipped 
'with hot and cold running "Tater with "no-hand" 
operating controls. 

D. Hospital Transfers: All transfers to the local 
hospital shall be made only with authorization 
of the Medical Staff or the physician on call. No 
transfers shall be initiated without prior 
communication brtween physicians in accordance with 
the guidelines set forth below: 

1. Whenever possible, non-emergency in-patient 
care and speciality consultations shall be 
arranged at least one week in advance. 

2. Once each week, the Medical Staff shall provide 
the Assistant Administrator with a list of 
scheduled hospital or clinical trips for the 
following week. The Assistant Administrator 
will arrange for transport and security 
coverage. When ambulance transport is required, 
the Medical Staff shall make the necessary 
arrangements wit.h a local ambula.nce service and 
then notify the As~jRtant Administrator of the 
need for staff to accompany the juvenile. 

3. Referral to a hospital other than the local 
hospital shall be ~ade at the discretion of the 
Medical Staff or facility physician. 

4. When admission to a hospital is accomplished 
the hospital medical staff must monitor the 
patient's condition and arrange for the return 
of the juvenile to the facility, or the transfer 
to another hospital as soon as feasible. 

E. Emergency Medical Transfers: All emergency 
transfers shall be accomplished, at the discretion 
of the Medical Staff, using the procedures 
outlined in "Routine Transfers." 
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.... . 

1'. Cisa~ter P] ans: The Medica} Staff shall prepare a 
disaster p]~·n -for submj ssion to tltE> Chief 
Administrator. This shoLtld be compatible with ot.her 
emergency disal:;ter plans approved by the Chief 
Administrator. It shall include providcI:s fOJ:: 

1. Emergency evacuation of juveniles. 

2. Triage of large nu~bers of casualties. 

3. Use of medical vehjcles. 

4. Use of local hospital services. 

5. Communication procedures for medical staff. 

6. Security procedures. 

G. Hunger Strike: In all CC'SE'S determined to be 
severe by the appropriate medicaJ. professionals the 
following shall be in~lemented: 

1. The juvenile's parE'l"ts/guardians shall be 
contacted. 

2. The juvenile shall be offered a Il'E'cj cal 
evaluation by the Medical Staff. The 
juvenile's acceptance or refused shall be 
documented, signed and witnessed. 

3. If the juvenile refuses the medical examination, 
he/she £nall be offered vital sign monitoring 
by the Medical Staff on a daily basis and each 
encounter must be documented and witnessed. 

4. Medical Staff shall view the juvenile at least 
three times daily for assessment of his physical 
condition. 

5. All Inea]s shall continue to be provided. 

H. Use of Restraints: Medical staff shall use 
soft restraints only as a last resort for 
juveniles who present a serious danger to self anC!. 
others, e.g., assaultive behavior towards Medical 
Staff or other juveniles, suicidal behavior, attempts 
to remove tubes or dressings necessary for their 
care, sel:f-inflicted wounds. Under no cirC"uIT'star:cE:s 
shall restraints be ucec as a disciplinary measure or 
as a convenience for the Medical Staff . 
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1. The use of restraints in the facility medicC!] 
section shall be approved only by a physician 
Other staff may apply restraints after receiving 
verbal approval from the physician on call. 
WhE'l1. verbal approval is obtained, the 
authorizing physician shall document the order 
in writing within 24-hours. All prescriptions 
for restraints shall be signed by the 
authorizing physician and entered into the 
appropriate section of the medical record. 

2. The prescription for such restraint measure 
shall include the purpose of and clinical 
justification for the-type of restraint used 
and the length of time for which restraint 
measures are to be imposed, not to exceed 
4-hours. If further restraint is required 
beyond the maximum 4-hours, a new prescription 
must be issued by a physician based upon 
observation of the juvenile's behavior and 
clinical condition. The determination for 
restraint removal shaJI be made by the physician 
or by a member of the Medical Staff following 
consultation with the physician. 

3. Juveniles receiving restraint measures shall be 
under constant supervision by a member of the 
staff. 

4. The type of restraint selected and applied 
shall cause the least possible discomfort 
and be administered in a humane manner. 

I. Prosthesif.;: Procedures for acquiring medical 
prostheses shall be made aVcd Jable by the Medical 
Staff for juveniles in accordance with the following 
conditions. 
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1. If the health of the juvenile otherwise would 
be affected adversely, medical and dental 
prostheses shall be provided. 

2. The responsible physician or dentist shall 
determine which cases warrant this treatment. 

3. The facility shall either provide the necessary 
prostheses, with consent of parent or 
guardian, free of charge to the juvenile when 
necessary or make arrangements with the 
parents/guardian or an appropriate agency for 
possible funding. 

4. The juveniles or parents shall be required to 
pay for non-essential prostheses in those 
cases where the health of the juvenile is not 
affectec a.d'\Tersely without the prostheses. 
This shall be determined by the responsible 
physician or dentist. 

5. For medical prostheses consideration of the 
procedures below $hall be followed: 

a. Juveniles' requests for physician 
scheduling to obtain medical prostheses 
shall be reviewed by the Medical Staff. 

b. The responsible physician shall examine 
the juvenile and record results of the 
examination in the juvenile's medical 
record. 

c. If the physician determines that the 
juvenile's health would be ad'\Tersely 
affected without the necessary medical 
prostheses, the following steps shall be 
taken: 

(1) The responsible physician shall 
arrange for a consultation with 
parents. 

(2) Both verbal and written contact shall 
be made to arrange an appointment for 
the juvenile. 
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(3) Appropriate medical records shall be 
forwarded, as needed, with prior 
written consent obtained from the 
juvenile and parents. 

7 

d. The physician and the Medical Staff shall 
record aJ] pertinent data on the juvenile's 
medical record. 

eo If the physician determines thdt the 
medical prostheses is not required, this 
decision shall be so noted in the 
juvenile's medical record. In this cCl.se 
the juvenile or his/her parents way choose 
to pay for the prostheses. 

J. Location and Content of First Aid Kits: The 
responsible physician or the physician's designee 
will examine, approve and make periodic inspections 
of the contents and locations of first aid kits. 

1. First aid kits shall be placed in the following 
areas: 

a. Each housing section. 

b. The control center in each section. 

2. At a minimum, each first aid kit shall contain: 

a. Rolleo gauze. 

b. Sponges. 

c. Triangle bandage. 

d. Adhesive bandages. 

e. Band-aids. 

f. Instruction pamphlets for first aid. 

g. Salves and medication approved by the 
Medical Staff. 

h. Antiseptic lotion. 

i. First aid book . 
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j. Note paper arld pencil. 

k. Blunt end scissors, safety pins and 
tweezers. 

1. Ammonia inhala4t. 

3. The contents, location and use of first aia 
kits shall be reviewed annually by the NedicaJ 
Staff and an evaluative report shall be 
forwarc1ec. to the Chief Administrator. 

K. Dispensation of Medications: The person 
administering medications shall have training 
from the responsible physician and t.he official 
responsible for the facility is c.ccountable for 
administering medications according to orders 
and rerords. The administration of medications 
shall be done in a manner approved by the 
responsible physician. This does not include 
psychiatric medication or medicines given by 
trained medical personnel of at least the level of 
registered nurse. Staff should also be trained to 
administer "over the counter" items such as aspirin, 
personal hygiene items, cough drops, etc. 

L Daily Living Program: 

1. Personal grooming, housekeeping and cleaning 
his/her own room, wearing clean clothes, and 
daily showers shall be part of the juvenile's 
caily routine. 

2. All staff shall aid in the hygiene process by 
modeling good persona] hygiene habits and by 
operating a clean facility. 
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CARE SERVICES and Equipment 12.2 Page 9 

M. Education ar:c. 'lraining: Health modules dealing 
with a broad range of issues such as birth control, 
smoking, stress, persoT!al hygiene, dental hygiene, 
etc. shall be an integral part of the education 
curriculum. 

Ertl'!:Uve Dale 
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ChllJpler. Re1:ated Sl.:mdards: 

MEDICAL AND HEALTH CARE ACA: 2-9242 - 2-9245 
SERVICES 

Subject: NAC: 4.2171, 4.263 

Physical Examinations 

I. POLJCY: Each juvenile is provided medical care from 
the time of admission and throughout the period of 
commitment. This continucus care includes medical 
screening of clinica.l history for each juvenile (except 
intrasystem transferees) following admission, regular 
physical examinations and medical screens for all 
juven~les recr.:ived in transfer from other parent agency 
facilities. 

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

A. Physical Examinations: A thorough evaluation of 
a juvenile's current physical condition and medical 
history conducted by or under the supervi ~doTl of a 
licensed physician. 

B. Hedica] Screening: An examination of a juvenile 
conducted by a member of the Medical Staff or other 
health trained staff to identify obvious ailments or 
injuries. 

III. PROCEDURES: 

A. New ltdmi ssi ons: Physical examinations shall be 
completed within 96 hours for each juvenile newly 
admitted to the facility. 

, ...... ReCE:dving Screening: Prior to placement in 
the general population, each juvenile shall be 
screenec1 by a member of the Medical Staff. 
Findings of the screening shall be recorded on 
the form approved by the medical Staff. Program 
staff shall be informed of special medica] or 
physical problems that might require attention. 
The receiving screening shall include: 

a. Inquiry into current illness and health 
prohlems including: 
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(1) Medications taken. 

(2) Special health requirements. 

(3) Use of alcohol and other drugs 
including types of drugs used, 
P.1.fI.ke, amounts, frequency, data 

P:tge 

of last use and history of problems 
occurring from withdrawal. 

(4) Venereal diseases. 

(5) Other designated heaJth problems. 

b. Measurement of height, weight, blood 
pressure and temperature. 

c. Observation of general behavior i~cluding: 

(1) state of consciousness. 

(2) Mental status. 

(3) Appearance. 

(4 ) Tremor or sweating. 

(5) Body deformities. 

(6) Ease of movement. 

(7) Condition of skin incJuding; trauma, 
bruises, lesions, jaundice, rashes, 
infestations, needle marks or other 
signs of drug abuse. 

2 

d. Recommendations for disposjtion to general 
population with referral to the appropriate 
physiciar and immediate referral to Medical 
Staff on an emergency basis. 

2. Delnt1sing: Each receiving screening shall 
include an examination for lice. 

3. Detoxification: When screening and 
examination result in a diagnosis vf chemical 
dependency, requirements for detoxification 
from alcohol, opioids r stimulants of sedative 
hypnoti.c drugs are determined by the Medical 
Staff or designated physician. 
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4. Screening for Communicable Disease: 
Examinations shall be performed by the Medical 
Staff for nl.1. sYIl1ptomatic cases. Facility 
staff and juveniles with symptomatic signs 
wi]l be tested for such diseases as: 

a. Tuberculosis. 

b. Ova and parasites. 

c. Infectious hepatitis. 

d. Venereal diseaze. 
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Ch2pt.er: Related Sl.:u1dards: 

MEDICAL AND HEALTH CARE ACA: 2-9236, 2-9257 
SERVICES 

Subject: NAC: 4.2174 

Mental Health Care Program 

I. POLICY: All jtivenj Jes are provided access to a 
comprehensive mental health program designed to 
examine, diagnose and treat. For juveniles in 
need of such services psychiatric and psychological 
diagnosis and treatment of committed juveniles should 
be undertaken. Psychiatric services shall include 
training of staff who have daiJ.Y contact with 
juveniles. 

IT. DF.FINITIONS: As used in this document the following 
definition shall apply: 

Mental Health Professional: An individual who is 
authoriz~d by state to deliver mental heaJth services. 

III. PROCEDURES: 

A. Screening Services: Screening, care and/or 
referral for care of juvenileE in need of mental 
health 'or mental retardation service will be 
provided. The specific referral sources shall be 
designated in advance by the iacility physician. 

B. Mental Healt..h 'l'ransiers: Any juvenile whose 
condition is beyond the range of services availabJe 
in this facility shaJ.I be transferred to a 
specialized facility which way more effectively meet 
his/her needs. 

C. Mental HeaJ.th Services: MentaJ. health services 
shall be provided by qualified mental health 
professionals who meet educational and/or 
licensure/certification criteria specified by 
their professional disciplines. The following 
services shall be made available by or through 
the mental health staff: 

1. Review of all a&nission screening with mental 
health recommendations. 
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2. Review of data from staff observatior;s. 

3. Evaluation of individual interviews and test.s 
to assess intellect and coping capabilities. 

4. Treatment as indicated either by the use of in
house staff, consultant contractors or transfer 
to another facility equipped to provide the 
required services. 

D. Psychiatric Emergencies: Evaluations shall be 
performed on juveniles as approved by the Mental 
Health Staff or the Chief Administrator 'When a 
juvenile exhibits behavior which may be suicidal, 
homicidal or otherwise extremely inappropriate. 

1. During regular business hours: 

a. Juveniles exhibiting suicidal behavior 
shall be observed under suicide watch 
by at least one trained juvenile 
careworker. This watch shall be on a 
continuous basis until evaluation can be 
performed by a mental health profeS'Sional. 
Juveniles exhibiting other forms of 
psychotic or homicidal behavior shall be 
referred to the facility mental health 
prorpssjonal for evaluation and 
recommendations. 

b. A professional evaluation shall be 
performed within 12 hours. Should an 
evaluation not be posf:ible, a request for 
emergency transfer to an appropriate 
facUity shaH De initiated. 

2. If a psychiatric emergency arises after regular 
bw::d ness hours, weekends or holidays which is 
likely to requjre transfer to an appropriate 
medical facility for evaluation and/or 
treatment; 

a. The Chief Administrator scalI be notified 
of t.he emergency and may approve a 
transfer. If the juvenile is approved for 
transfer, the fadJ.ity may supply 24-hour 
a day custody coverage until the juvenile 
is returned or transferred to another 
facility. 

of 4 
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b. The Mental Health Staff shall prepare 
a >-lritten report to be transported with the 
juvenile. The report shall include: 

(1) The date, time and nature of the 
emergency. 

(2) A descr~ption of the juvenile's 
behavior. 

(3) Juvenile's current medi~ation. 

(4) Any other pertinent information. 

c. The Mental Health Staff of the contract 
facility, or his/her designee, shall be 
notified of the juvenile's transfer and 
specific reasons for it. 

3. Serious suicide attempts shall be treated with 
first aid by the Medical Staff or 
health-trained juvenile careworkers. 

4. Potentially harmful items such as razor blades, 
belts, matches, pens, pencils, mirrors, glasses 
and any sharp items shall be removed by juvenile 
careworkers or Assigned Supervisor from the 
juvenile's possession and the area in which 
he/she is placed. Any such action shall be 
recorded in the log book. 

5. written reports of any suicide attempts shall 
be forwarded to the Assistant Administrator 
with copies to the Assigned Supervisor and the 
Chief Administrator. 

E. Recognition of Potential Suicide Cases: 

1. Severe loss of interest in activities or 
relationships which juvenile had previously 
enjoyed or engaged. 

2. Depressed state, indicated by withdrawal, 
periods of crying, insomnia, or lethargy 
(sluggishness, indifference to 
surroundings) . 

of 4 
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3. Extreme restleE'f"'r.E'SS pacing up and down in a 
robot like manner. 

4. Past history of suicide attempts. 

5. Active discussion of suicide plans. 

6. Sudden drastic change in eating or sleeping 
habits. 

7. Giving valued possessions away. 

4 

F. Staff TrainiE~: In order to maximize the benefits 
of the mental health services provided for juveniles 
in custody the staff psycbiatrist shall provide 
training to juvenile careworkers and other 
staff with direct treatment responsibilities. 

G. Request for Consultation: Upon admission juveniles 
shall be informed that they may request, of allY 
training scbool err.ployee, a consultation with eithe~ 
a psychiatrist or psychologist and that such a 
consultation will be arranged as soon as possible. 

or 4 
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Chapter. Relll(~ Sl!uJdllrds: 

MEDICAL AND HEALTH CARE ACA: 2-9256 
SERVICES 

Subjed: 

Emergency Dental Care 

I. POLICY: Dental care shall be provided to each juvenile 
on an emergency basis by a dentist ann/or other fully 
qualified professional authorized to provide care in 
accordance with state licensing requirements. 

rI. DEFINITIONS: None. 

III. PROCEDURES: 

A. Dental Services Offered: Juveniles shall receive 
immediate attention on an emergency basis and prompt 
diagnosis anG treatment, when informed consent is 
obtained, shall be arranged. 

1. Emergency conditjons requiring immediate 
evaluative treatment may include: 

a. Bleeding and pain. 

b. Acute periapical abscess. 

c. Acute peridonitis. 

d. Vincents infection. 

e. Acute gingivitis. 

f. Acute stomatitis. 

g. Fr.actures of teeth. 

h. Fracture of jaw(s). 

i. Gaping wounds of lip and/or cheek • 
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2. Any st:af£ member who has reason to believe a 
juvenile is experiencing all emergency condition 
shall notify the MeCiical Staff and request 
instructions. The Medical Staff shall examine 
the juvenile, evaluate the cor.dition, and make 
arrangements for appropriate 'treatment. 

EnI'~VI? Dnte 

j 

or 2 
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OllIPtu: Related Sl2nd:u-ds: 

MEDICAL AND HEALTH CARE ACA: 2-9249 through 2-9251 
SERVICES 

Subject: 

Sick Call 

1. POLICY: JuveniJes' medical complaints are monit0l:;d 
and responded 1-.0 daily by qualified medical staff and 
referred to a physician when required. 

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

Sick Call: An organized procedure for determining and 
t~eating juvenile health problems. 

III. PROCEDURES: 

A. Facility Staff Assistance: A juvenile careworker 
shall assist the Medical Staff with control and 
scheduling of sick call. 

B. Sick Call Log: Daily sick call records listing 
all juveniles attending sick call, their complaints 
and the disposition of their cases, shall be 
maintained by the Medical Staff conducting the daily 
sick cal] und/or the assisting juvenile careworkers. 

C. Emergency Sick Call: Daily 24-hour coverage is 
available at the facility. Any staff member who 
believes a juvenile is in need of emergency care 
shall contact a Medical Staff person who will 
evaluate the complaint and examine the juvenile 
unless adequate medical information suggests more 
appropriate action. 

D. Checks 1:')' lvlE'dical Personnel: For non-emergency 
medical service, a physician shall be available to 
each juvenile at least once a week. Juveniles shall 
be permitted to register a health care complaint and 
may make il request for medical care at any time • 
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E. Restricted Juveniles: Sick call for juveniles 
restricted or isolated for disciplinary reasons 
shall be conducted daily following the procedures 
required by the Medical Staff. 

F. Review: sick call reviews shall be conducted by 
a physician on a regular basis. Review shall 
include: 

2 

1. An examination of the log book for sick call. 

2. A review of referrals made by the Medical 
Staff. 

3. Oral discussion with the Medical Staff member 
who conducted the sick call. 

Efll'ctive [)nre Approved B~·: 

of 2 
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Chapter: Relaled Standards: 

MEDICAL AND HEALTH CARE ACA: 2-9255, 2-9258 - 2-9270 
SERVICES 

Subject: NAC: 4.410 

Special Health Care Programs 

1. POLICY: A written ir~diviaual medical treatment plan 
that includes directions for mecU cal and non-medical 
personnel, outlining their roles' in the care and 
supervision of these patients, shall be developed by 
the appropriate physician, dentist or other qualified 
health practitioner for each juvenile who has special 
heaJth care needs. The plan shall include a statement 
of short term and long term medical goals, specific 
sources of therapy and provisions for referral to 
supportive and/or rehabilitative services when necessary. 

II. DEFINI'l'IONS: None. 

III. PROCEDURES: 

A. Plan Development: The Medical Staff or the 
attending physician shall develop a written 
treatment plan for each juvenile who requires a 
special health care program. Identification of 
these patients shall be made through staff 
referral, sick call, physical examination or 
juvenile self referral. 

B. Convalescent Care: Medical Staff determine the 
proper medical placement for patients requiring 
close observo.tion during post-operative recovery 
or recovery form other illness or injury. 

C. Detoxification and Alcohol or Chemical 
Dependency: Whenever a juvenile is diagnosed as 
chemically dependent by the Medical Staff, the 
responsible physician shall develop an 
individualized treatment program. 

1. When detoxification is required, the physician 
shall consult with Medical Staff for possible 
placement in an appropriate addiction center. 
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2. The Medical Staff shall inform the appropriate 
juvenile careworker and AssiyIlec1 Supervisors 
of the diagnosis of chemical dependency. 

3. The Medical Staff shall refer juvenile 
patients to the appropriate addiction program 
for alcohol and drug abuse. 

D. Prenatal and Postnatal Care: A treatment plan 
wh;Lch includes allY special care; regular medical 
check ups, special dietary needs o.l:' recreational 
needs, will be developed when a pregnancy has been 
diagnosed. 

E. Health Education: I'rograms should be provided 
through the Medical Staff, teachers and juvenile 
careworkers for all juveniles on the importance of 
preventive medicine in developing sound personal 
health care. These educational programs shall 
include: 

1. Initial admission-orientation sessions. 

2. Regular distribution of instructional health 
materials through internal publications. 

2 

3. Educations1 pros-ran-.ming for juveniles including: 

a. First aid procedures: 

b. Meoical emergency procedures. 

c. Personal hygiene. 

d. Self care for chronic illnesses. 

e. Effec~s of smoking, drug and alcohol abuse. 

f. Communicable disease control including 
tuberculosis and venereal disease. 

g. Dental hygiene. 

h. Dangers of self medication. 

i. Information about the services and 
faciljties available for specific health 
care problems. 

of 3 
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F. Disabled Juveniles: All disabled and infirm 
juveniles shall be housed in facilities appropriate 
to their need8. Every effort shall be made to allow 
disabled juveniles to participate in regular 
programming. Any juvenile who is unable to parti
cipate in regular programming shall be evaluated 
for transfer to a more appropriate facility. 

G. Refusal of Admission or Transfer Referral: 

1. The Chief Administrator reserves the right to 
refer or transfer a juvenile who because of 
mental illness, developmental disability, 
physical condition or need of detoxification 
services cannot perform adequately in the 
facility, or who for SOme other reason is in 
need of more sophisticated services than are 
available at the facility • 

.2. Such a determination shall be made after 
consultation with a physician and with the 
approval of the Chief Administrator. 
Notification to the court of placement shall be 
immediate, if possible, and the rationale for. 
the referral or transfer shall be written by the 
Medical Staff and forwan1ecl to the court 
immediately following the action by the 
facility. 

Approved B~': 

1 
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Chapter. Relmled Sl:u1d:uds: 

MEDICAL AND HEALTH CARE ACA: 2-9271 
SERVICES 

Subjtd: 

Prohibition of Medical 
Experimentation 

T 
~ .. 

II. 

I'GI,J('Y: Thj s policy prohibits the m.E:: 01 juveniles 
for medical, pharmaceutical or cosmetic experin!ents, 
undertaken by either medical staff or outside 
researchers, but does not preclude individual treatr:!("rt 
of a juvenile based on hiS~ler need for a specific medical 
procedure tpat is not generally availeble. 

DEFINITIONS: As u8ed in this document, the followirJ9 
definitions shall apply: 

A. Medical Experimentation: AJI biological 
experimentation involving juvenile subjects. 

B. Drug Experimen~ation: All n:::8e?rch involving the 
testing of drug ef[ectivenes~ anc side effects using 
juvenile subjects. 

III. PROCEDURES: Any staff member \lTho receives a 
request for or observes an action 'V7hich involves, or 
appears to involve, medical or drug experimentation using 
juvenile subjects imrnedio_tely shall report such contact 
and/or observations to his/her supervisor in writing and 
fon'a:t:-: copies of the report both to the medical Stnff and 
the Chief Administrator. 

A. The Nedical Staff shall permit statistic>:tl and 
managewent studies involving the study of 
patient use patterns and management • 
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B. Psychological and 80cjaJ research may be conducted 
only as a 1 J CVTH1 by thE:! regulations governing social 
science research and with the approval of the Medical 
Staff and the Chief Administrator. 

Eftl'o::tive Date Approved B~': 

or 2 
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Chapter. Related Standards: 

MEDICAL AND HEALTH CARE ACA: 2-9268 
SERVICES 

Subject: NAC: 4.2122 
Informed Consent 

ABA: 4.10, 7.6 

I. POLICY: All informed consent standards in the 
jurisdiction are observed and documented for medical 
CD,re. The informed consent of parent, guardian or legal 
custodian applies when required by law. When health care 
is rendered against the juvenile's will, it must be in 
accord with state and federal laws and regulations. Any 
juvenile desiring medical treatment is accorded the same 
right to bodily integrity avai lable from a. conununi ty 
medical facility. 

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

Informed Consent: Voluntary agreement to a treatment, 
examination or procedure by the juvenile after the 
juvenile is informed of the nature, consequences, risks 
and alternatives of the proposed treatment, examination 
or procedure. 

III. PROCEDURES: 

A. Explanation of Risk: Prior to initiating a medical 
procedure the physician or dentist shall explain the 
procedure, alternatives and risks to the juvenile. 

B. Written Consent: The juvenile shall sign a written 
consent form authorizing the specific treatment, 
which will be included in the juveniles' medical 
record. 
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C. Refusal of 'l'reatment: If a juvenile chooses to 
refuse treatment recommended as necessary by the 
Medical Staff, a form stating refusal to submit to 
treatment shall be sj.gned. A Medical Staff member 
shall wjtness the form which will be filed in the 
juvenile's medical record. 

Eftl'o:tlve Dale Approved B~': 

2 or 2 
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Ch2Pter. Related Sl2ndards: 

MEDICAL AND HEALTH CARE ACA: 2-9252 
SERVICES 

Subject: 

Notification of Illness or 
Death 

1. POLICY: Provisions shall be made for the prompt 
notification of juveniles' parents/guardians a.nd the 
responsible agency in case or serious illness, surgery, 
injury or death. 

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

'\; Coroner: A public officer whose chi ,;f duty is to 
determine, by inquest, the causes of death not obviously 
due to natural causes. 

III. PROCEDURES: 

A. Communications: In the event of a juvenile's 
death the following chain of communication shall be 
initiated: 

1. The Medical Staff shall notify the Chief 
Administrator immediately. 

2. The Chief Administrator sha]1 promptly notify 
the Coroner by telephone. 

3. The Chief Administrator or his/her designee 
shall consult the deceased person's file to 
not.ify his/her parents/guardians in person or, 
if not possible, by telephone. 

4. Following proper examination by a physician and 
consent of the Coroner, the body shall be 
released to a funeral horne as directed by the 
Office Manager. The funeral horne representative 
shall document receipt of the body. 

5. If the death is by suicide, homicide, accident 
or other suspi.ci.ous circumstances, the body may 
not be removed \'.ri thout the permission of the 
Coroner. In such cases, a post mortem 
examination shall be requested and an autopsy 
report forwarded to the Chief Administrator. 
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P. D0cumentation of Incident: Records and reports 
required for all deaths occurring within the 
facility or on faci]jty property shall meet the 
following requirements. 

1. All staff who posse~s information about 
circumstances surrounding the death shall 
complete a report of incident for.m. 

a. p.._ny staff member who was on the scene at 
the time of an incident leading to or 
possibly related to the death. 

h. p..~y staff member discovering the body. 

c. Any Medi.cal St.aff who attempted life
saving emergency treatment. 

d. Any medical staff 011 the scene at the time 
during which other staff were undertaking 
such life-saving measures. 

2. All incident reports shall be dated and signed 
by the documentor and completed as soon as 
possible following the incident or discovery of 
the body. Report shall include role, names of 
other persons on the scene, observations and the 
timing of events. 

3. Where emergency life-saving measures are 
attempted by Medical Staff, a designated 
merilier of the Medical Staff on the scene shall 
take notes of the procedures used. Containers 
of any medications used to revive the juvenile 
as well as specific pieces of equipment used 
for such life-saving measures must be saved. 

C. Notification of Next of Kin: This shall be 
accomplished as S0011 as possible after the physician 
determinps that the patient is either deceased or is 
in imminent danger of death cue to serious illness or 
injury. Notifying the next of kin shall be conducted 
in the following manner: 

1. Person(s) previously designated by the juvenile 
shall be informed. 

of 3 
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2. Notification shall be by a person specially 
trained in crises intervention and counseling. 

3. The notifier should not include conclusions 
or opinions based other than on proven fact 
provided by the attending physician and/or 
jr.vestigating officials. 

4. Within 24 hours the notifier shall request 
permission for autopsy and instructions for the 
disposition of the body. 

5. The administrative office shall forward a 
letter to next of kin within one week of 
juvenile's death or placement upon the 
critically ill list. This letter shall ir:form 
the relative(s) of the nature of the crisis and 
express appropriat~ concern for the situation. 
This letter should discuss disposition of 
p~rsonal assets and/or property, if appropriate, 
as well as facility policy abc.ut mec1ical bills 
and/or funeral expenses. 

D. Child Abuse Notification: 1my pE:tson who has 
reasonable cause to suspect "child abuse or neglect" 
Ghall immediately iT'form the Chief Administrator ,\\lho 
will takE appropriate action, which includes: 

1. Having the juvenile ex~ined by the fadl ity 
physician who will initiate appropriate care. 

2. Notifying parents/guardians. 

3. Adhering to local and state laws regarding the 
reporting and actions that shall be taken. 

of 3 
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ChIlPt.er: Related Standl1l'1h: 

MEDICAL AND HEALTH CARE ACA: 2-9260 - 2-9263 
SERVICES 

Subjed: 

Use of Pharmaceutical Products· 

1. POLICY: state and federal regulations relating to the 
dispensing, distributing and administering of medications 
shall be followed. Medications shall be distributed or 
administered only by qualiried members of the Medical 
St8rf or by other staff who have been trained and 
certified in medication administration in accordance with 
the physician's orders. 

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

A. Controlled SubstancEs: .lIny medication requ~r~ng a 
written prescription listing the prescribing 
physician's or dentist's Drug Enforcement 
Administration registration numbex·. 

B. Formulary: A list of medicines with their 
formulas and directions for compounding them. 

C. Administering Medication: Providing a single dose 
of medication to an innividual patient by injection, 
inhalation, ingestion, or other means upon the 
direction of a medical doctor or dentist. 

D. Dispensing Medication: The issuance based on a 
medical doctor's or dentist's prescription or 
standing order, of one or more singJe doses of 
medication by a registered pharmacist (or a medical 
doctor or dentist acting for his or her own patient) 
in ? sllitabJe container, properly labeled in 
compliance with law, for subsequent administration. 

E. Drug: A medication of any chemical compound or 
narcotic (listed in the United States 
Pharmacopoeia or National Formulary) that may 
be administered to humans as an aid in the diagnosis, 
treatment, or prevention of disease or other abnormaJ 
condition; for tpe relief of pain or suffering; or 
to control or iIT'prove any phYSiologic or pathologic 
condition. 
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III. PROCEDURES: 

A. Pharmacy_ Management: 

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

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

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

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

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

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

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

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

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

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

3 

C. Medication Distribution or Administration: 

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

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

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

c. At prescribed times. 

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

e. As authorized by a medical doctor or 
dentist. 

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

3. Should a juvenile refuse a prescribed 
medication, that juvenile shall be required to 
sign a refusal form approved by the Nedical 
Staff. If the juvenile refuses to sign the 
form, the form shall be witnessed by a staff 
person other than the Medical Staff person 
responsible for administering the medication • 

of 6 
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4. Any medication prepared for administration 
later in the day or by another staff member is 
to be placed in a container identified with 
at least: 

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

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

c. All special instructions. 

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

D. ~ecurity and storage of Controlled Substances: 

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

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

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

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

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

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

a. Name and number of the juvenile. 

of 6 
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b. Name of the person who filled and 
dispensed the prescription. 

~ 

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

d. Date of filling and dispensing. 

e. Name and address of the pharmacy or doctor. 

f. Amount dispensed. 

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

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

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

2. A report of inventory shall be submitted to the 
Chief Administrator. 

of 6 
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3. All prescription drugs, needles and syringes 
shall be recorded in the medication log, which 
will serve as a perpE:tual inventory. 

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

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

Efil'ctive DIllie Approved B~': 

-
of 6 
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MEDICATION RECORD 

NAME : ______________ HEALTH PROBLEHS : __________ _ 

ALLERGIES: ______________________________ _ 

NON-PRESCRIPTION 

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

-
PRESCRIPTION 

MEDICATION____________________ OATE ________ _ 

COUNT ___________ TIMES _______ --'AMOUNT 

,-

DATE TIME AMOUNT WHOM DATE TIME AMOUNT WHOM 

I 

I 

PRESCRIPTION 

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

DATE TIME AMOUNT WHON DATE TIME AMOUNT \>JHOM 

I 

I 
COMMENTS: --------------------------------------------------
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3 JUVENILE TRAINING SCHOOLS 12.12 

Ch2Pt.er: Rei:a(oo Sl:u1dll.J1is: 

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

Subject: 

MEDICAL RECORDS 

. 

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

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

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

III. PROCEDURES: 

A. Medical Pecords include: 

1. The completed receiving screenin~ form. 

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

3. All findings, diagnoses, treatments, 
dispositions. 

4. Prescribed medications and their administration. 

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

6. Signature and title of do~umentor. 

7. Consent and refusal forms. 

8. Release of information forms. 

9. Place, date and time of health encounters. 

10. Health service reports. 
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MEDICAL AND HEALTH 12.12 ~ 2 CARE SERVICES Hedical Records 

11. Medical treatment plan. 

12. Progress reports and discharge summary. 

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

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

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

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

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

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

D. Confidentiality of Medical Information: 

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

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

ot 3 
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MEDICAL AND HEALTH Medical Records 12.12 3 
CARE SERVICES ~ 

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

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

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

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

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

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

2. Psychiatric problems, especially suicidal 
tendencies. 

4. Handicaps which may require special procedures 
during transportation. 

Eftl"o::tIve rmle 

of 3 
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.ill,JVENILE PHYSICAL FORr-1 

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

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

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

General Aepearance: 
.f Skin 

Hair & NCo i 1 s 

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

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

Cardiovascular 

GI & GU 

---
Extremities _________________________ NeHrological __________________ __ 



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

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

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

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

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

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

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

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

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

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

*Side Effects of Medication: 



HAVE YOU EVE R? 
Lived with anyone 
Coughed UP blood 
Bled excessivelv 
Attemeted suicide 

Sample Juvenile Training Schools 

Name: -----------------------------------
Date: __________________________________ _ 

Medical Confidential 

HEALTH HISTORY 
YES NO DO YOU? YES I 

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

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

NO 

HAVE YOU EVER HAD OR 
YEsl NO 

HAVE YOU EVER HAD OR 
YES INO 

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

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

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

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

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

I , _______________ , hereby grant permission to. 

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

necessary to provide hospitalization and medical care, including 

surgery. in case of emergency, for _______________ _ 

This authorization is valid only in situations requiring 

emergency medical care as directed by a qualified physician, and 

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

or custodian in order to obtain consent to the specific medical 

procedures recommended by the physician. 

This authorization is not be construed as covering non-emergency 

surgery or hospitalization for which my speci fic consent must first 

-be obtained. 

Signed ____________ __ 

Signed _____________ __ 

Date _________________ __ 

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

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

r tem I Date I Description I Unit Cost Total Cost 

length of Stay Total Days- Per Diem-

Medical 

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

Medication Name Rx. No. 

laboratory 
Tests 

Psychological 

-"-

Other 

Medical Authorization: Billing Authorization: Total Cost 
Director 

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

I, _____________________________ , hereby grant permission to 

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

surgery, in case of emergency, for __________________________ __ 

This authorization is valid only in situations requiring 

emergency medical care as directed by a qualified physician, and 

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

or custodian in order to obtain consent to the specific medical 

procedures recommended by the physi ci an. 

This authorization is not be construed as covering non-emergency 

surgery or hospitalization for which my specific consent must first 

be obtained. 

Signed ____________________ _ 

Signed ____________________ _ 

Date ____________________ __ 

Witness ---------------------
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PROGRESS RECORD 

Na~: __________________________________________________________________ _ 

INITIALS 
DATE COMPLAINT TREATMENT OF MEDICAL STAFF 
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CHAPTER 13 

JUVENILE RIGHTS 

COMMENTARY 

This chapter encompasses 

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

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

American Bar association Standards 4.5 

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

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



Policy Number Pages 
~ s.m." PoD'; .. ~d P"""""", 

JUVENIT,E TRAINING SCHOOLS 13.1 2 

Chapter. . Relatw SI:mdard.s: 

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

Subject: NAC: 3.191, 3.192, 4.41, 

Legal Rights of Juveniles ABA: 
4.44 
4.5 

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

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

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

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

III. PROCEDURES: 

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

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

B. Communication by Phone with Legal Representatives: 

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

.. ~ 
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of Legal Rights 
JUVENILE RIGHTS Juveniles 13.1 Page 2 

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

C. Written Communication with Legal Representative: 

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

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

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

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

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

: -

of 2 
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2 JUVENILE TRAINING SCHOOLS 13.1 

Chapter: . Related Sl:andard.s: 

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

SUbject: NAC: 3.191, 3.192, 4.41, 

Legal Rights of Juveniles 
4.44 

ABA: 4.5 

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

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

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

III. PROCEDURES: 

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

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

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

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

) 

HowevE:r, if a jmrenile indicates important 
inforrnatioTI needs the prompt attention of his 
legal representative the call will be placed. 



Policy Numba' Pages 
SMlpie Policies rutd ProcedlU"e5 

~ - -
4 JUVENILE TRAINING SCHOOLS 13.2 

01lapl.er. Related St:mdll!f'ds: 

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

Subject: NAC= 4.41 through 4.45, 4.48 

Environmental & Programmatic 
ABA: 4.5 Rights of Juveniles 

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

A. Juvenile ~ght~: 

1. 

2. 

3. 

4. 

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

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

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

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

discriminated against because of race, national 
o:-:2.qin, color, creed, sex or physical handicap. 
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Environmental & Pro-
JUVENILES RIGHTS ~rammatic Rights of 13.2 ~ 2 

uveniles 

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

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

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

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

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

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

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

of 3 
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Environmental & Pro-
JUVENILES RIGHTS·· jrammatic Rights of 

uveniles 13.2 P:ige 3 

B. 

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

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

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

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

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

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

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

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

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

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

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

of 4 
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Environmental & Pro-

JUVENILES RIGHTS grammatic Rights of 13.2 Pnge 4 
Juveniles 

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

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

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

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

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

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

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

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

[ 

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

of 4 
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JUVENILE TRAINING SCHOOLS 13.3 3 

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

JUVENILES RIGHTS ACA: 2-9284 

Subject: 

Juvenile Access to the News 
Media 

"~" 

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

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

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

III. PRO("FDUPES: 

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

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

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

a. Identifiable descriptions. 

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

E. F'Dcilitx_ Visits: 

1. All media representatives shall make advance 
arrangements for vjsit~. 
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Juvenile Ac'cess to the 
JUVENILES RIGHTS News Media 13.2 P:lge 2 

.., 
" . 

3. 

4. 

5. 

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

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

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

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

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

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

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

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

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

5. Any 
may 

a. 

b. 

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

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

The juvenile is physically or mentally 
unable to participate. This must be 
substantiated by the Medical Staff in 
writing and a copy placed in the juvenile's 
record. 
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" ':'1-IE' ~lritten consent of the juvenile, 
a1'('l/o1" juvellJ.le I s parent or guaraian, is 
not completed. 

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

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

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

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

MEDIA ACCESS TO JUVENILE 
CONSENT FORM 

1. TO BE SIGNED BY THE JUVENILE 

I hereby consent to the (Sample Juvenile Training Schools) 

authorization of an interview and limited photographing of me 

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

on 
~--~~~--------------(date(s» 

at (Sample Juvenile Training Schools). 

This consent is subject to the absolute conditions that: 

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

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

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

(da te) (signature) 

II. TO BE SIGNED BY THE DIRECTOR 

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

and witnessed his/her signature. 

(date) (signature) 

III. TO BE SIGEND BY PARENT/GUARDIAN 

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

sent to the foregoing. 

(date) (signature) 



• 
Sample Juvenile Training School 

The (Sample Juvenile Training School) authorizes 
name of 

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

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

Date 

Access is authorized subject to the following connitions: 

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

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

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

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

(5) 

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

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

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

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

Signature of Individual Applicant 

Title 
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( 13.4 7 JUVENILE TRAINING SCHOOLS , 

Ch2P~ Related Sl2nd2l'lis: 

JUVENILES RIGHTS ACA: 2-9276 

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

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

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

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

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

III. PROCEDUP..ES: 

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

B. Grievance Process: 

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

Advocacy/Ombudsperson 
13.4 hge 2 

., .... 

3. 

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

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

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

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

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

C. Filing a Porma] Grievance: 

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

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

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

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

1. Time Limits: The review authority shall 
convene within three working days of the 
report. Findings shall be submitted in 
vlrj ting to both the juvenile and the Chief 
Administrator within three additional days. 
Emergency grievances, however, will be reviewed 
during the next shift. 
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Juvenile Grievance 
JUVENILES RIGHTS Procedure/Juvenile 13.4 P:1ge 3 

Advocacy/Ombudsperson 

2. Conduct: of the hearing: At the hearing the 
juvenile may relate his/her side of the story, 
call witnesses and question facts presented. 
Recommendations of the committee Inay include: 

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

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

c. Further investigation. 

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

E. Second Level: Auth~~ity Review: 

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

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

F. Third Level: Independent Feview by Appeal 
Authority: 

The findings ef the Chief Administrator may be 
appealed to an independent appeal board, whose 
decision is final. 

of 7 



.-
ChliIpler Subject Poiky /I 

Juvenile Grievance 
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Advocacy/Ombudsperson 

G. Juvenjle lIdvocacy/Ombudsperson Program: 

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

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

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

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

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

2. Duties of Ombudsperson: An ombudsperson 
may: 

a. Investigate matters not raised in facility 
grievance procedures. 

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

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

4 

(1) Malfeasance by facility administration. 

(2) Quality of treatment. 

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

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

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

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

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

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

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

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

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

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

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

'i'hib assessment will include: 

1. The number of juveniles using the procedure. 

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

3,. Recommendations for improving the procedure. 

Eflr':dve Date Approved 8~~ 

:l 
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SAMPLE JUVENILE TRAINING SCHOOLS 
OMBUDSPERSON INITIAL REPORT 

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

Date Time Flace UIR (Attach) 

Complainant: 

Others involved: 

What happened? 

Conducted by: Date: 

Summary of Resident's Statement: 

TYPE OF COMPLAINT SUBSTANTIATION 

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

Unfair treatment 
Physical Abuse 

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

Who should participate? 

Action taken by Project staff: 

Has resolution successful? 

.Implications of Incident: 



SAMPLE JUVENILE TRAINING SCHOOLS 

Juvenile's Ideas, suggestions or Grievance Form 

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

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

Ideas, Suqgestion or Grievance (Please Be Specific) 

Signature Date ____________________ __ 

nesponse __________________________________________________________________________________________________________________________________ _ 

Signature Date 



SAMPLE JUVENILE TRAINING SCHOOLS 

JUVENILE GRIEVANCE PROCEDURE 

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

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

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

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

SIGNATURE 



CHAPTER 14 

RULES AND DISCIPLINE 

COMMENTARY 

This chapter encompasses 

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

National Advisory Committee Standards 4.47, 4.51 through 
4.54 

American Bar Association Standards 8.7 

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

Information from many sources was evaluated and used in an 
effort to present samples complying with ACA standards and 
current judicial rulings. No section of this publication is 
more consistently the subject of juvenile grievance and 
litigation than rules discipline. 
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JUVENILE TRAINING SCHOOLS 14.1 6 

Chapler: Related Sl2nd:uds: 

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

Subjed: NAC: 4.47, 4.51 through 4.54 

Rules and Regulations 

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

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

A. Physical Restraint: Actual holding of a juvenile. 

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

III. PROCEDPRFE: 

A. Rule Book Distribution, Interpretatio~ and 
Translation: 

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

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

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

, 
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. RULES AND DISCIPLINE Rules and Regulations 14.1 
~ 2 

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

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

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

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

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

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

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

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

8. Sex Offense: Would involve voluntary 
participation. It does not include a forced 
encounter. Once force is used, the offense 
becomes assault, and is of a much more serious 
nature. 

of 6 
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~. ..!::'j.~obey ing a DiEect 0:1' df,,:: ; f:(J f1.~ E'8 ] to 
stop or re:fusing to initiate a particulur 
behavior or activity ordered by a staff member 
is consjdercd an offense. 

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

serious offense warranting significant 
consequences. 

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

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

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

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

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

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

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

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

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

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

a. Corporal punishment. 

b. Physical restraint. 

c. Psychological intimidation. 

d. Denial of regular meals. 

e. Denial of medical care. 

f. Denial of sufficient sleep. 

g. Denial of sufficient exercise. 

h. Denial of contact with parents/leg2l 
guardians. 

i. Denial of legal assi~·ta1"ce. 

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

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

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

5 

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

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

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

a. The name of the juvenile. 

r. 

c. 

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

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

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

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

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

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

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

file . 
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c. Anrucl Evaluation and Review: 

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

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

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

_____ Incident Report __ Behayi or Report 

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

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

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

OTHERS INVOLVED: 

DESCRIPTION OF INCIDENT: 

WITNESS: (WITNESSES) : 

DISPOSITION: 

APPROVED: 

MO. 

FAMILY COURT LEGAL NO. 

__ Fighting 

Assault 

DAY 

__ Disobeying A Direct Order 

__ Destruction of Property 

__ Verbally Disrespectful 

____ Out of Assigned Area 

__ Horsepl ay 

Failure To Carry-o~t Assignment 

Verbally Uncontrolled 

Sex Offense 

__ Stealing 

YEAR 

Intimidation or Threatening 

____ Aggravating or Harrassing Others 

Possession of Contraband 

_ AI~OL or Escape 

_ Lying 

(Juvenile Careworker) 

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

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

Subject: NAC: 4.47, 4.52, 4.54 

Minor Violation Resolutions ABA: 8.7 

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

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

III. PROCEDURES: 

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

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

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

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

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

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

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

disciplinary report should contain: 

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

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

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

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

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

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

7. cTuvenile • s written account of the incident. 

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

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

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

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

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

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

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

3 

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

7 Date and time for evaluation of goee behavJor 
~hal] be included on the form. 

of 4 
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H. Investigation: If the Assista.nt Admird.strator 
believes it is necessary, he/she may appoint ar· 
impartial investigator to investigate an allegec 
violation. 

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

4 

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

Efll"ctive O1lle Approved By: 
a 

of 4 



S~mple Juvenile Training Schools 

Report of Room Restriction 

Juvenile _______________________________________ Date ______________________ __ 

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

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

Time of Confinernent, ________________ in Room, ________________ _ 

Reason for Confinement: 

Assault 

Fighting 

Threatening immediate physical violence of another ~erson 

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

Escape; threatening to escape 

Destruction of property 

Protection; upon written requesi of juvenile 

Aggravated disobedience; threat to the security of faC"llity 

Possession of dangerous weapon 

Introduction of contraband to facility grounds 

Other (specify) 

Brief description of the incident: ________________________ _ 

Shift Supervisor 



Sample Juvenile Training Schools 

NOTICE OF DISCIPLINE 

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

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

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

Release Information: ____________________________________________________ __ 

Staff Signature ________________________ __ 

Shift Supervisor's Si9nature __________ __ 

This form is to be completed in duplicate: 

One Copy to Director. 

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

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

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

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

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

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

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

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

III. PROCEDURES: 

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

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

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

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

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

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

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

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

C:.. Nc?Ine of juvenile. 

b. Date and time period of confinement. 

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

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

e. Unsuccessful alternatives used. 

f. Authorization signed :Cy the Chief 
AdJuinistrator. 

g. Persop authorizing release from 
confinement. 

of 7 
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B. 

l.Jomml.ttee 

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

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

7. During confinement: 

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

b. Physical needs of the juvenile must be met. 

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

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

Disciplinary Confineroept: 

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

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

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

a. l'TamE.. 

b. Rousing location 

c. Date and tiffie admitted 

d. Reason for admission 

e. Tentative release cay 

of 7 
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f. Hedical and/or psychiatric needs 

g. Unusual juveniJE' be:hc:.vior 

h. All releases 

C. Disciplinary Hearing: 

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

D. Adjustment COI:'lT':ittee Composition: 

1. The Adjustment Cow~ittee should be comroscd of 
at least trrce (3) supervisory level staff 
persons appointpd on c:. rotating basis by the 
Chief Administrator. To enherc€' tt,€; Cor.1mittee's 
impartiali ty, a staff persOll f:rom an ir:c'lE'pendent 
agency should be assigIie<'l to the Committee. 

2. The designvted chei!:"person shall be required to 
ha"€" cor.:ple1:ed training in disciplinaLY 
procedures. 

3. The Committee's composition should 1:e racially 
and ethnically baJanced to meet the needs cf tJ-:e 
facility. 

E. AdjustInent_ C.?l11nd ttee Hearing Procedures: 

1. The Adjustment COl11mittee shall begin no later 
than 7 days (or sooner, if po~~ible) excluding 
webhends and holidays, after the commission of 
the rule infraction or the discovery of it, 
unless the juveni~c if.: unable to participate in 
t.he. hearing. 

2. 'l'he juvenile and his/her counsel c'r l11ust 
receive written not:t.c.:c of the facts and charges 
being ~rescnt€"d aQeinst him no later than 24 
hours following the incider,t. 

3. A juver.iJe EPa]], upon request, have the 
assist2r.ce of n s~aff member in the presentation 
of his/her defense. 

of 7 
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.:1. 'l'nE: juvenile shall be present at the hearj nq, 
unless he/she waives that right in writing or 
through behavior, ano may have his/her 
caseworker present. 'l'he juvenile may be 
excluded Gurjpa testimony given in confidence 
and the re&nons for the absence or exclusion 
shall be documented. 

5. A juvenile is given an opportunity to make a 
statemen'c, present documentary evidence, and to 
have in attendance any pe.rson (s) who has 
relevant information, except when doing so may 
~eopardize the life or safety of persons or the 
securi ty or oycler of the facility. 

6. Prior to privilege suspension, the Adjustment 
Cor,JTli ttee will explain the reasons for their 
d€cision. 

7. 'l'he juvenile and his/her counselor must be 
given a copy of the Adjustment Committee 
summary. T.f= persona] safety or security is 
jeopardized by certain references in the 
\-lr1 tten record they may be deleted from the 
juvenile's copy, but the fact that omissions 
bave been made shall be noted on the copy. 

8, The Adjustment Committee shaD tuke any of the 
following actions, based upon the evinence: 

a. Find that the juvenile did not commit the 
offense. In that c.ase, the Committee shall 
order that the disciplinary report be 
dismisncd ap0 expunged from the juvenile's 
record. 

b. Find that further i!IVestigatjon is 
necessary. 

c. May order tlmt the juvenile be held in 
investigative status. (This does not imply 
confinement but may be a limited exclusion 
from the routine program activities.) 

0' 7 
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9. If the decision is adverse to the juvenile, the 
juvenile must be informed 0.1 his/her right to 
appeal within 15 days of the Adjustment 
Cornnd.ttee's decision through the grievance 
procedures. The Chief Administrator shall 
respond to the appeal within 30 days. The 
Chief Administrator shall decide if: 

a. Juvenile discipline was in compliance with 
the facility's policies and proced~res. 

b. The decision of the committee was based on 
substantial evidence. 

c. '1'he sanction imposed was appropriate to 
the rule violation. 

10. When there is a finding that". 1:he juvenile did 
commit the offense, a copy of the Adjustment 
Committee summary along with the disciplinary 
report shaD DE' :forwarded to the Chief 
Administrator, parent agency and other 
appropriate authorities and a copy of each 
report shed] be filed in the juvenile's record. 

11. The Chief Administrator may remand the decision 
of the Adjustment Committee for new proceedings 
if, upon review, the proceedings are found to be 
deficient due to: 

a. Inadequate notice, failure to state the 
correct date of the offense or the 
failure to provide the juveniJe adequate 
notice of the hearing. 

b. Lack of impartiality of the AdjuE't1r€I't 
Committee. 

c. Improper exclusion of witnesses. 

12. New or additional procee0ings may be ordered 
in other circumstances, determined by the 
Ch.ief Administrator. The juvenile shall be 
provided with notice of thE' rehearing as soon as 
possible. The rehearing shall take place within 
three (3) days. The procedures en remand shall 
be conducted in accordance with the procedures 
-governing the initial hearing. 

of 7 
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13. 'l'he C1Ii€:!f Ac1n:;i.nistrator may remand the decision 
for additioT;a] documentation, correction 0:1: 

clarification of the surr~ary, including the 
statement for exclu.ding witnesseE:, or the basis 
for the finding of guilt and the imposition of 
sanctions. 'l'he Chief Adninistrator· should 
receive all reports and information concerning 
the ~f.jllstme!it committee's summary before these 
materials are forwar.ded to the parent agency, or 
other appropriate authorities. The juvenile 
will not have the right to a new hearing but 
shall be notified of the decision. After the 
Committee has amended its summary, it shall be 
forwarded to the Chief Adrninistrator in 
accordance wi th the_ procedures in the original 
disposition. 

14. Upon remand, sanctions greater than those 
impused at the original hearing shall not be 
permitted, unless the juvenile is charged with? 
different offense whicr.. provides for a greater 
penalty than provided under the original 
violation, or new evidence is produced which 
justifies the greater disciplinary action. 

F. Computation of Discipline for .l\1u1 tiple Offenses: 

1. When a juvenile has been found in violation of 
more Jchan one ru.le violation arising from a 
single incident, the maximum penalty shB.ll 
not exceed the maximum penalty for the most 
serious offense he is found to :nave committed. 

2. When a juvenile has been found in violation of 
more than one r.ule infraction, arising from 
separate incidents, the maximum penalty for each 
violation may be imposed and such penalties 
shall run consecutively. 

of 7 



CHAPTER 15 

COMMUNICATION: MAIL, VISITING AND TELEPHONE 

COMMENTARY 

This chapter encompasses 

American Correctional Association Standards 2-9317 through 
2-9325, 2-9327 through 2-9333 

National Advisory Comm.ittee Standards 4.41, 4.44 

American Bar Association Standards 7.6 

Any user planning with these documents as a guideline should 
consider revising the samples to provide for greater or 
lesser security as required by local conditions. Such 
revisions can be accomplished and, at the same time, be in 
compliance with the standards listed. 

Both state and federal courts have been increasingly 
attentive to the areas of correspondence, mail and visiting 
for detained juveniles. Various legal rulin~s have been 
considered in the developmen't of ACA standards and these 
sample documents. Each user should, how~ver, develop 
statements to comply with recent judicial rulings 
appropriate to their area. 
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JUVENILE TRAINING SCHOOLS 15.1 3 

Chapter. Related Standards: 

COMMUNICATION: MAIL, VISITING ACA: 2-9317 - 2-9324; 2-9331 
AND TELEPHONE 2-9332 

Subject: NAC: 4.41, 4.44 

Juvenile Correspondence ABA: 7.6 

I. POLICY: The facility recognizes the juvenile's need 
for and right to maintain contact with persons outside 
the facility and ass~rts that he/she may do so with a 
reasonable degree of privacy. 

II. DEFINITIONS: As used in this accurnent, the following 
definitions shall apply: 

A. Correspondence: Communication to or from 
juveniles through letters, post-::ards, greeting cards 
or parcels. 

B. Contraband: Any item or article in the possession 
of a juvenile, or found within the facility, that has 
not been officially issued, purchased in the 
commissary or approved by written policy. 

C. Money: Cash, checks, postal notes, money orders 
or drafts. 

III. PROCEDURES: 

A. Written policy and procedure governing 
correspondence of juveniles are made available 
to all stdfi and to juveniles upon admission and 
are reviewed annually and updated. 

B. The amount of mail a juvenile may send or receive 
is unlimited, except when the facility provides 
postage. Excluding legal correspondence, the 
facility shall provic,e postage for a minimum of two 
letters each week for each juvenile. All mail s.nd 
legal matte:r:s shall be delivered to the juvenile on 
the day of receipt from the postal office. 

c. PJ.:. nail will be opened, examined for contraband and 
then distributed. Both incoming and outgoing mail 
are not read by staff, except where clear evidence 
justifies such action. If corresponde~ce is read, 
the juvenile must be present when the letter is 
opened. 

I 
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If ar')! ('ol:traband is found the letter and its 
contents s~('uJ~ be directed to the Assistant 
Administrator. If no contraband is found, the letter 
should be immeniately given to the juver.i]e. 

D. Juveniles are permitted tc send sealed letters to 
specified persons and organizations. including, but 
not limited to: 

1. Courts. 

2. Counsel. 

3. Officials of the confining authority. 

4. Administrato!. of grievance systems. 

5. Paroling authority. 

E. Cash, checks, or money orders removed from incoming 
mail shal] De credited to the juvenile's account or 
placed with the juvenile's other secured property. 

F. Packages are subject to inspection. Juveniles should 
be present during the inspection and notified of any 
items withheJd from them and the action should be 
recorded on the juvenile's property inventory sheet. 

G. A released or transferred juvenile shall bE: perlTd tted 
to take all personal mail. Additional mail received 
should be forv.7arded by the Office Manager unopened. 
If no forwarding address is available, mail should be 
returned, unopened, to the sender or Post Office. 

H. Restricted Magazines, Newspapers or Periodicals: 

1. Publications ~~al} be prohibited if they pose a 
clear, nirect and irrlTledia te danger to security 
or if the}' depect sexually explicit materi als. 

of 3 
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COMMUNICATION: MAIL, Juvenile 
VISITING AND TEL~PHONE Correspondence 15.1 Pille 

2. The facility's Chief Admipjstrator shall 
confiscate any materials meeting the above 
criteria ana snaJl either turn them over to 
proper legal authorities, return them to the 
sender, or destroy them as appropriate. 

I : A.prn~ 8" 
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JUVENILE TRAINING SCHOOLS 15.2 2 

Ch:zpt.er: Rel:Zled Sl2.nd:ardS: 

COMMUNICATION: MAIL, VISITING ACA: 2-9330 
AND TELEPHONE 

Subject: ABA: 7.6 

Access to Telephone and 
Telegraph 

I. POL1CY: To maJ.ntai!'l C'o:r.ununj ty ties and contact with 
attorneys, each juvenile shall hav~ eaual and adequate 
access to a telephone. 

II. DEFINITIONS: Nene. 

III. PROCEDURES: 

A. Upon Admission: Upon admission to the facility a 
juvenile may telephone either his cr her natural 
parents, legal guardians, foster parents, custodians 
and attorney immediately. 

P. Outgoing Calls: A juvenile may make local and 
collect calls to his natural parents, legal 
guardians, foster parents, or custodjans during 
regular hours specified by the Chje~ Administrator. 
Jl.. juvenile shall be allowed one free long distance 
cal] to his/her family each week. 

C. 

1. A juveniJ e careworker may place all calls for 
the juvenile and will supervise but not monitor 
conversations unless there is reason to believe 
that a call is being used to violate the rules 
of the faci Ii ty . 

2. The dUration and frequency of outgoing calls 
shall be limited to allow all juveniles an 
opportunity to place calls. 

3. A juvenile may phone his/her attorney at any 
reasonable time (excludj~g weekends and 
holidays) as often as he/she wishes if their 
attorney agrees: to accept charges for these 
calIs. No time limits shall be placed on these 
calls. 

Incoming Calls: Juveniles may receive calls from 
court workers, social workers, police officers, and 
lawyers'at any time. 
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COMMUNICATION: :t:-IAIL, Access to Telephone 
VISITING AND TELEPHONE and Telegraph 15.2 P:l3e 2 

D. Recording Juvenile 'I'elephone Calls: Where juvenile 
telephone calJs are scheduled and supervised, a 
telephone log shall be established and maintained by 
the Assigned Supervisors. All local or long distance 
telephone calls received or made by the juvenile 
shalJ be documented in this log, including date and 
time of the call, name and number of the juvenile 
making the call, and party and telephone number 
called, time call was completed, and careworker 
monitoring call should initial the log. 

E. Telegraph: On the basis of urgent needs, juveniles 
shall be permitted to co~munjcate by telegraph at 
their own expense when other methods are less 
appropriate. 

F. Emergencies: Juveniles may receive and place 
calls at other than the usually designated hours 
and without restrjctions in the event of an 
emergency. 

Efil"ctive DIlle Approved 8~': 

of 2 
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SAMPLE JUVENILE TRAINING SCHOOLS 

TELEPHONE CALL RECORD 

Please use new sheet for each new day. 

Care-
worker's Juvenile's Check One Carpleted Juvenile's 
Initials Date Time Name Incoming OUtgoing Name of Party Called Number of Party Relationship Yes No Initials 

I 

-
-- - - ---- - - ----- - -- - -- -- -- ----



Policy Number Pages 
~ _pl. p.n.;" ""d """"",,,,,,, 

JUVENILE TRAINING SCHOOLS 15.3 3 

Chapter. ReJlIted Sland.ards: 

COMMUNICATION: MAIL, VISITING ACA: 2-9325, 2-9327, 2-9328, 
AND TELEPHONE 2-9329, 2-9333 

Subject: NAC: 4.44 

Juvenile Visiting ABA: 7.6 

I. ?()Lc'C~:: ?'.r.E! Ti"cl Ii ty administration encot:rages 
juveniles to maintain ties with their families and 
friendE tl":rc.ugh r8gular visits, limited only by staff 
demands and the visiting facilities available. 

II. DEFINITIONS: NonE:. 

III. PPOCEDURES: 

A. Authorized Visitors: Each juvenile will submit to 
his/her counselors a list of persons who are expected 
to visit. This list must be approved by the Chief 
Administrator and placed in a file located at the 
sign-in station. Attorneys, clergy, government 
officials, legislators or media representatives may 
be appro\7E'O :for visitation by the Chief Administrator 
on a case by case basis and will not count against 
the juvenile's normal visiting scbedule. A special 
area is to be set aside for attornE'y/client 
interviews. Known ex-offenders other than family 
are to be prohibited visitation privilege::. unless 
prior approv~l bas been granted by the Chief 
Administrator. 

B. Visitor Sign-In: Every juvenile's visitor shall 
sign-in Ul1 a form approved by the Chief 
Administrat:or. Handbags and packages are to be lett 
at the desk. Briefcasep way go in after being 
checked. 

C. Identification: All visitors over the age of 
eighteen will be required to produce positive 
identification before entry to the visiting area. 
Exceptions may be granted only by the Chief 
Acwinistrator. Visitors under the age of eighteen 
must be accompanied by a parent or guardian. 
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D. Publication and Distrihution of Visitation Rules: 
The facility shall publish the operational procedures 
governing visits in the Juvenile Handbook. Such 
information is to be made available by the Assigned 
Supervisor to the juver.ile upon arrival at the 
facility and shall be made available to visitors 
prior to their arrival at the facility. The handbook 
should include: 

1. rays and times for visiting. 

2. li':r.c and the number of visitors allo'Wed at 
(lI"le time. 

3. Regulations about sp0cial visits. 

4. The possibj]ity of being searched. 

5. What may be brought into the visiting area 
by the juvenile ane the visitor. 

6. The statute which addresses trafficking of 
contraband. This statute is also to be 
posted in a conspicuous place in the 
visiting area. 

7. Information about transportation to the 
facility. The facili t.y -v1i1.1 assist in 
arranging transportation between public 
transit terminals and the facility as 
appropriate and approved by the Chiei" 
Administrator. 

8. Informatio~ about the facility's standards 
for proper attire while visiting. 

E. Special Visits: Special visits may be grcnteo, 
with prior approval of the Chief Admil1istl.'ator on c 
case by case basis. Every effort will be made to 
allow special vl..3itatje)TI privileges for hospitalized 
juveniles. SotlTces of transportation, accessibility 
to the facility by the visitor, and the distance a 
visitor must travel are to be considered. 
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1'. Denial of Visitation: A denial of visitation 
privileges shall be based on the serurity, safety 
and order of the facility and the safety of the 
individuals involved. A denial of visitation shall 
be given to the juvenile in writing by the Assigned 
Supervisor ruld shall include the name of the 
restricted or prohibited visitor, the name of the 
person making the decision and the right to appeal 
the decision. A juvenile may deny any visitation. 

G. Volunteers: Volunteers are subject to all 
provisions of these administrative procedures, except 
that their vh:it will not count ag'ainst the 
juvenile's normal visiting schedule. 

H. searches of Visitors: The visitor shall be 
informed about why the request for search is being 
made. Use of metal detectors and inspection of 
purses, packages and bundles shall be governed by the 
security needs of the facility. A sign shall be 
posted stating that visitors are subject to search. 

I. Contact Visits: Juveniles and their visitors shall 
not be phYsically separated unless required for 
security reasons. They shall be allowed as much 
informality and privacy as possible. 

Eftt'ctlve [}nle Appro .... ed By: 
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Sample Juv..:.nile Train:lng Schools 

VISITATION AUTHORIZATION AND 
RECORD OF VISITS: 

NAME 

RELATIONSHIP 

APPROVED BY 

ANYTIME: YES NO IF NO. 
INDICATE RESfRICTIONS: 

~PECrAL PRIVILEGES ORAYED BY 
AS FOLLOHS: 

INFO. REC O.BY: 

NMil: : 

RELATIONSHIP 

APPROVED BY 

ANYTIME: YES NO IF NO, 
INDICATE RESTRICTIONS: 

::,ptL . .J.AL P.f{IVITEGES OKAYEOlIT 
AS FOLLOHS: 

lNFO. REC D. BY: 

NAME: 

RELATIONSHIP 

APPROVED BY 

ANYTIME: YES NO IF NO, 
INDICATE RESTRICTIONS: 

::'PEGIAL PRIVILEGES OKAYED BY 
AS FOLLm~5: 

INFO. REC I Q. BY: 

JUVENILES NAf.1E ._-------
DATE ADMITTED ----------------
P.O. OR SOC. WORKER "------

DATES VISITED 
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CHAPTER 16 

PROGRAMS 

COMMENTARY 

This chapter encompases 

American Correctional Association Standards 2-9334 through 
2-9379 

National Advisory Committee Standards 4.45, 4.49, 4.213 
through 4.216, 4.218, 4.262, 4.2121, 4.2151 

American Bar Associaiton Standards 4.14 

and describes basic programs. Cooperation and coordination 
with the community are encouraged. Frequent contact with 
academic communities offers opportunity to improve quality 
and .quantity of the programs. 

Today's economy forces the user to look carefully to all 
areas of programming to achieve maximum use of furis. It is 
believed these documents will foster intelligent planning 
and responsible management of programs . 
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-
01apter: Relatoo Sl2nd:u-d.s: 

PROGRAMS ACA: 2-9339 - 2-9342, 2-9375 

Subject: NlL.C: 4.213, 4.214 

Individualized Programs 

I. £.9IJ!CY: Th~ Eacili ty shall providt; 11 program which 
i.s designed to enhance the growth and development of 
each juvenile. 

II. DEFINITIONS: As used in this documen1:, the following' 
definition shall apply: 

Classification Team: Responsjble 
comprehensive assessment report. 
shall be composed of a counselor, 
educational staff, medical staff, 

III. PROrF.DURES: 

for preparing a 
The classification team 
a juvenile careworker 
and ct psychologist. 

A. Assessment: Each juvenile shall bl: assessed to 
determine classifica·tion, and security risk, as well 
a.s educational, vocational, and personal needs. To 
make appropriate program placement, the 
classification team shall 'include information 
:t"(~2.atjve to 

1. Family history. 

2. Developmental history. 

3. Physical examinations. 

4. Psychological testing. 

5. Psychiatric interviews. 

E. Community release plan. 

7. Language and educationa.l analyses 

8. The past behavior upon which the adjudication 
was baF:E'(~ including victira information 

9 • Length of stay. 

10. Assessment of chemical abuse and depet!cE:l"cy. 
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P. placement: While considering the juvenile's 
opinion and needs, the classification team shall meet 
and develop the juvenile's program plan. The 
individu?-lized plan shall: 

1. Include measurable objectives to be achieved 
and timetables for meeting those objEctiveR. 

2. Idelltify individuals and departments 
responsible for implementing the program plan. 

3. Be agreed upon by both the juvenile and the 
staff. 

~. Include provisions for monthly review. 

5. Be changed only after the staff and juvenile 
agree. 

6. Be documented, copied, given to the juv0niJp, 
and plnced in his/her master fiJe. 

C. Evaluation: Staff shall evaluate the 
effectiveness of programs at least annually. 

1. Staff shall determine the collective service 
needs of juveniles from: 

a. A well planned information system. 

b. Careful screening of case files. 

c. Discussion with other staff, juveniJes, 
parents and other persons concerned with 
facility programming. 

2. Staff shall assess effectiveness of special 
programs for juveniles with special needs. 

of 3 
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Individualized 
Programs 16.1 ~ 

3. Incentive System: The program staff in 
coordination with volunteers, counselors 
and Assigned Supervisors, will develop ana 
implement e behavioral incentive system. 
The incentive system will provide the 
()pportunity for juveniles to earn 
additional privileges and activities 
contingent upon acceptable behavior. 

3 of 3 
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Chapl.er. ReJ:aled Sl.2ndMtis: 

PROGRAMS ACA: 2-9335 - 2-9338, 
2-9343 - 2-9350 

Subject: NAC: 4.216, 4.2122, 4.262 

Juvenile Education Program 

I. POLICY: To meet the diverse neeos of juveniles in 
secure residential care, the facility shall provide a 
comprehensive education program which shall include 
acanemic, vocational, and special education components. 
To accomplish this major goal, the facilit:y shall maintain 
a minimum teacher-stude~t ratio of no fewer than 1 
teacher to 15 students. Compulsory education laws will 
apply to all juveniles. 

II.. DEFINITIONS: As used in this document, .he following 
definition shall apply: 

Teachers: Persons who are certified by the state 
educational authority in areas in which they teach 
and who have had training and experience providing 
remedial instruction to educationally disadvantaged 
juveniles. 

III. PROCEDURES: 

A. Facility Edu~ation Plan: The education program 
shall contain the following features: 

1. Each juvenile shall enter the program at his/ 
liC~ instructional 1.evel and will proceed at a 
comfortable pace. 

2. Each juvenile shall receive educational and 
vocational counseling to assist in developing 
his/her educational goals. 

3. Bach juvenil~ shall receive pre-vocational 
counseling training which shall include: 

a. pre-vocational orientation 

b. world of work orientation 

c. vocational instruction 
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Program ~ 

d. cour.se] jng 

e. related remedial education 

f. employability plans 

g. work experience 

4., The facility may UEe conrraunity resources to 
supplement the facility's programs. 

a. Selected juveniles may participate in 
academic and vocational programs outside 
the facility. 

2 

b. Resources from the community may provide 
help in planning, funding, and coordinating 
the vocational program within the 
facility. 

5. The person designa.ted as the education 
coordinator shall develop a facility education 
plan \-,hich shall include: 

a. The development of Individual Education 
Plans for all juveniles. 

bo Assessment materials and procedures to 
determine the need 'for remedial or special 
education services. 

c. Outlines of the coursework and 
individualized education programs provided 
to meet juveniles' needs. 

d. Schedules of curriculum activities. 

e. Lists of materials and specialized 
equipment which meet minimum Education 
Department standards. 

f. Arl education staff profile depicting all 
academic instructors and their appropriate 
certification. 

g. Establish a communication link between 
public school agencies and the facility to 
provide con'tj nui ty to the juvenile! s , 
education. 

of 5 
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Juvenile Education 16.2 ~ Program 

h. Establishing community contacts to assist 
juveniles in preparing for and taking 
GED's. 

The facility education program will be reviewed 
on an annual basis by the education staff of 
the facility including review of equipment, 
curriculum, assessment and testing materials, 
health and safety, certification of general 
staff, and implementation of the facility 
education plan. 

3 

.., , . The facility educational and vocational program 
shall be reviewed every three years by qualified 
individuals ,.,ho are knowledgeable in the 
standards set by professional educators, 
'.icensing boards, and in labor market trends. 

B. Liaison With Community Schools: The facility 
education program shall establish a cooperative 
relationship with a year-round public school 
system. 

1. Juveniles shall receive academic credit for 
education which may be transferred to 
community schools. 

2. Diplomas shall be awarded by state or local 
boards of education. 

C. Teacher Responsibilities: EdUcational and 
vocational instructors must be licensed and 
accredited by the state and are required to: 

1. Assess the capabilities and needs of individual 
juveniles assigned to the education program. 

2. Develop and implement an individual educational 
program that will provide a strongly structured 
environment for each juvenile. 

3. Develop and implement short-term edUcational 
units appropriate to each juvenile's needs. 

4. Maintain an on-going record of juvenile 
progress. 

, 

of 5 
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!":. I'~(.;.iptcdp an accurate record of the tut.a.L numbe.r 
of juveniles t.aught and the total number of 
hours of inst,ruction. 

D. !~~I'iption from the School Program: As a 
general policy: 

1. ;Juveni Ie may be removed from the school 
program fer reasons of serious misbehavior 
for a period of time not to exceed one day 
without t1:.e approval of the facility 
Chief Administrator .. 

2. Juveniles who are already graduated front 
high school need not attend, but may do so 
if they choose ~nd if room is available in 
the classroom. The education coordinator shall 
verify the juvenile's graduation. Juverilcs 
who have graduated will have alternative 
programming made available to them. 

E. Special EdUcation: SpeciaJ education services 
shall be available to juveniles who have been 
eWlluated with appropriate diagnostic tests and 
W[l0 have been found to: 

1. F'thibit below average intellectual funct.ioning. 

2. Exhibit average intellectual functioning but 
whose learning potential is limited by 
emotional and/or physical difficulties. 

3. Exhibit specific learning disabilities. 

F. Class Attendance is a high priority: 

1. No juvenile will leave the classroom without 
coordination with the teacher. 

G. Classroom Facilities: Designed in conformity 
~Jith local and state educational reqtlirements, 
classrooms have: 

1. Adequate classroom space to acco~modate the 
design capacity of the facility. 

4 of' S • 
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2. .several individual l)(,ct1:~ w}1exe easily 
j:ist:racted juveniles car, \-,:0rk alone and still be 
under the supervision of the teacher. 

3. 8pace of a large table for active, short-term 
rrojects. 

4. Storage spa:ce for: classroom supplies. 

H. Education Supplies: Educational supplies inclUde 
all hardware and software used in the educational 
program. 

1. Software: Since the program is highly 
indivj dual.ized, the filcility shall ma.intain 
(either through purchase, rental or loan) 
various levels of cOTrJllerically-made records, 
~i~n strips and cassette tapes for each subject 
flre:'a. Other sofhlare supplies, such as 
transpar~ncics, chalk, paper, pencils, etc. 
shall be sufficiently stocked and replaced as 
necessary. 

2. Hardware: The facility shall maintain 
necessary hardware such as typewriters, 
calculators, tape recorders and overhead 
projectors. These items shall be kept in 
workj ng cor,di tion and parts repaired and/or 
replaced as necessary. 

j 
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Chapter. Rd:ated SWldard.s: 

PROGRAMS ACA: 2-9346 - 2-9348 
2-9365 - 2-9368 

Subject: NAC: 4.49 

Vocational Services ABA: 4.14 

1. POLICY: A comprehensive vocational. prC'lgram shall be 
provided by the facility_ A juvenile's participatjon in 
the vocational program shall be determined by his/her 
indivi.dnc:J program plan. 

II. DEFINITIONS: As used in this document, the following 
definitions shall apply: 

TIl. 

A. Job Training and Partnersnjp Act (JTPA) : A 
federally funded training and employment program. 

B. Private Industry Councils (PIC): Groups of 
businessmen and citizens established to administer 
the J'l'PA program . 

PROCEDURES: 

A. Pre-vocational Activities: These activities are 
integrated with academic programs. (See PcJjcy 16.2) 

B. On-Campus Vocational Programs: On-campus 
vocational programs introduce juveniles to 
oppcrturd ties in the world of work, reinforce 
learning of ba.sic .skills through application to 
"real world" activities, and, when possible, provide 
skills and experiences needed for entry level 
employment in an occuparjonal field. The facility's 
vocational prograrr, shall: 

1. EmphasizD E::I:lpJ.C'lyment-oriented attitudes and 
values n2.ong ~"i th strong basic skills which 
will allow juveniles to adapt to future job 
requirements. 

2. Prepare juveniles to pursue further training in 
specific occupations. 
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fIRe available community resources, such as: 

a. Liaisons wi"th locnl secondary schools, 
vocational technical schools, junior 
colleges, Private Industry Councils of 
JTPA, etc. 

b. Advice and assistance from labor, 
business, PICs, and industria] 
organizations. 

4. Be structured, sequential and time-limited, 
vli th an emphasis on the skill development of 
juveniles. 

5. Provide special vocational opportunities for 
residents with physical, mental, or emotional 
handicaps and/or learning disabiJities. 

C. On-Campus Work Programs: To be considered 
vocational programs, work programs shall outline and 
document achievement of specific employment-related 
skills. 

1. Pacility mairteDance programs shall be used 
only CI.12 C! supplement to the scheduled school 
day. 

2. Juveniles shall not be permitted to perform any 
work which would be prohibited to children in 
the community in accordance with state and 
federal child labor laws. 

D. Off-Campus Work Programs; Off-campus work 
programs in local communities shalJ: 

1. Be carefully planned to ensure appropriate 
placements for juveT'iJ E'S and the safety of the 
community. 

2 of 3 
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2. Be considered vocational programs if 
employment-related skills are outlined and 
documented. 

3 

3. Ensure that juveniles employed in the comnlunity 
by public or private organizations in positions 
normally occupied by private citizens shall be 
compensated at the prevailing rate. 

En,ctlve Dale 

: I 
Approved B~·: 

of 3 
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ChllPtu: Rel21ed Sl2nd:anis: 

PROGRAMS ACA: 2-9334, 2-9357 - 2-9359, 
2-9369, 2-937-0 - 2-9372. 
2-9374, 2-9360, 2-9366 

Subject: 

Recreation 
NAC: 4.218 

I. POLICY: The facility provides recreation and exercise 
programs to juveniles as soon as' they are adlTd.tted to 
the facility. 

II. DEFINITIONS: None. 

III. PROCEDURES: 

A. Recreation: 

1. A staff member trained in recreation and/or 
physical education is responsible for 
planning, organizing and supervising activities, 
including the use of the gym, playground, 
arts and crafts program and special events. 
These activities will be available to all 
juveniles with limitations only in instances of 
program capacity or when unacceptable behavior 
and/or security would prohibit. 

2. The programs section will provide for a minimum 
of cne hour of large muscle exercise and one 
hour or planned free time during school days 
with an additional hour of energetic physical 
exercise on weekends and holidays. 

a. Program staff should develop progra.'TIs so 
that juveniles benefit from their stay in 
the facility. Programs should provide 
acceptable leisure time activities to 
alleviate idleness and boredom, provide 
positive reinforcement and develop the 
concepts of cooperation and sportsmanship. 

b. Programs should be co-educational and 
co-recreational whenever possible. At 
no time will physical recreation be used 
as punishment. 
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B. Reporting: The Assistant Administrator 
shall monitor the quality of these 
activiti~s regularly and prepare an annual 
report describing the status of programming 
and the major progress or problems. 

c. Games and Sports Acti vi ties: All program 
activities should be consistent with the 
needs and preferences of "the juveniles, not 
the staff. Not all juveniles enjoy 
organized sports such as basketball, 
volleyball and softball; non-competitive 
activities therefore, should supplement 
organized sports so that all juveniles can 
feel at least moderately successful. 
Certain activities such as tumbling, 
wrestling, weight lifting, etc. should be 
conducted only if a skilled person is 
assigned to supervise the activity. 

d. Juvenile Participation in Recreation: 

(1) All juveniles will be scheduled for 
activities but will be given the 
opportunity to choose not to attend. 
Juvenile careworkers should 
actively encourage juveniles to 
participate but failure to do so would 
not be punished. 

(2) If a number of juveniles indicate a 
lack of interest in a scheduled 
activity, it should be reevaluated. 
A "suggestion box" for juvenile input 
about recreation programs should be 
owd lable. 

e. Activities in the Section: The programs 
section will facilitate the constructive 
use of juveniles' time by lending games and 
equipment to juveniles on a sign-out 
basis. 

f. Arts and Crafts: Quiet time leisure 
activities should include arts and crafts. 

of 3 
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g. Volunteers: The program section will 
recruit and coordinate community volunteers 
to be involved in special recreation 
programs and events. 

h. Roles of Recreation Staff, Volunteers and 
,Juvenile Careworkers: The program 
staff is primarily responsible for 
planning, organizing and supervising 
juveniles. Staff are encouraged to be 
involved in the sports and games but they 
should do so only if their involvement 
does not impair the supervision of the 
juveniles. 

i. Special Events: The Recreation Staff 
shall organize a number of activities in 
addition to the daily routine programs 
described above. The activities may 
include a weekly full length movie, a 
weekly party for well-behaved juveniles, a 
weekly party for the two cleanest sections, 
parties for holidays and special events, 
roller skating, organized team sports such 
as basketball, volleyball and softball, 
discos, da.nce instruction, exercise 
clubs, weight watchers club, sewing club, 
etc. 

j. community Activities: The Recreation 
Staff shall encourage interaction with the 
community by: 

(J) Inviting community groups to present 
recreational programs within the 
facility. 

(2) Taking juveniles into the community 
for recreational activities. 

of 3 
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Ch!ll~ter: Rebated St1Qdards: 

PROGRAMS ACA: 2-9369, 2-9371 , 2-9373, 
2-9374 

Subject: NAC: 4.215, 4.2121, 4.2151 

Counseling 

I. POLICY~ To assist juveniles in the process of 
adjustment to secure residential placement, a counselor 
rami 1 ~.ar with crisis intervention and short-term 
counseling techniques shall be assigned to each juvenile. 
When needed, counseling servi,ces shall be made available 
to both juveniles and their families through contractual 
agreement with community agencies. 

II. DEFINITIONS: As used in this document, the following 
definitions shall apply: 

A. Counseling: The process of building a helping 
relationship with one or more juveniles by a 
counselor is defined as counseling. '1'he intent of 
this relationship-building process is to assist the 
juvenile(s) in adjusting to and coping with the 
changes occurring in the juvenile's life. Counseling 
refers to a problem-solving or decision-making 
process which is different from psychotherapy. 
Counseling occurs il".dividually and/or in groups. 
Counseling techniques shall include but 
are not limited to: active listening, empathy, 
genuineness, positive regard for juveniles, and 
various problem-solving strategies. 

B. CV":'ILelor: A counselor is any staff member who 
has been assigned to do counseling. These employees 
should meet one of the following criteria: 

1. A counselor has a bachelors degree in one of the 
behavioral sciences or social sciences and has 
,;~ompleted specialized training in counseling. 
{As defined above, counseling may reflect 
training from a variety of academic disciplines, 
which include: counseling, psychology, special 
education, social work, sociology, etc.) 
Preference should l}c given to staff who have a 
masters degree in one of these counseling
related disciplines. 

I 
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2. A counselor may be defined as an employee with 
one year of experience who has received 
specialized training in counseling and who is 
supervised directly by a counselor (as defined 
in II,B,l). 

r 'TIl. PROCEDURES: 

A. Counseling: 

1. Upon admission, a counselor is assigned to each 
juvenile, conducts an intake interview, and is 
responsible for the juvenile's counseling 
throughout hjs/her stay in the facility. 

2. Individual counseling periods are scheduled 
between the counselor and the juvenile at least 
one hour each week. Counselors are available 
to talk with juveniles on a spontaneous level; 
office space is provided to ensure privacy, if 
necessary; a juvenile's participation is 
voluntary. 

3. Where appropriate, the facility management 
makes available community resources to meet 
the needs of the juveniles and their families. 

4. The Juvenile Handbook includes a section on 
counseling. The Handbook is available to all 
counselors. The Handbook is revie~led annually 
by the counselor and changes or reccIl'lUendations 
are forwarded to the Assistant Administrator. 

B. Group Counseljng: Group counseling shall be 
provided by staff specially trained in facilitating 
group therapy. Such groups shall: 

1. Meet at least once per week. 

2. Contain no more ·than 10 juveniles. 

I : 
Efil"o:tive Dale Approved By: 1 
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Chapter: Rel:a(ai Standards: 

PROGRAMS ACA: 2-9351 - 2-9356 

Subject: NAC: 4.216 

Library 

I. POLICY~ To encourage efficient use of free time, and 
to allow juveniles to pursue personal interests which 
may aid them upon reJease, reading materials and other 
related services shall be p.rovided through an in-house 
library. 

II. DEFTl\T~TIONS: As used in this document, the follm-ling 
definition shall apply: 

Library: A separate room containing bookshelves 
and tablets and chairs, housing reference materials and 
various levels of educational and recreational books, 
magC'lzjnes, etc. 

III. PROCEDURES: 

A. Function: The library prmrides all juveniles 
access to a comprehensive collection of general 
and specialized reference materials which meet 
educational and recreational.needs, legal needs and 
requests. The Jibrary also provides instruction 
on use, reference services, reader's advisory 
services and intra-library loan services. 

B. Services: 

1. A library cooperative loan service shall be 
established with the local library, local 
school system, and/or the state library system. 

2. The juvenile library shaJ] be located close 
to thfO- classrooms; library hours shall 1::e 
coordinated with the activities scheou]e. 



! PROGRAMS 1 
PoIk:;r /I SubJ«t 

16.6 Library 

3. Bookshelves shall be located in each living 
area for juvenile use during non-library 
hours. 

4. A specified number of books and magazines may 
be allowed in each juvenile's room for after 
hours reading. 

5. Reading materials shall reflect racial and 
ethnic interests and be age-appropriate for 
various levels. 

C. Selection of Books: At regular intervals surveys 

2 

of the juvenile population shall be conducted to 
determine the needs and selection of books, materials 
and p)::ogram. 

1. Materials shall be selected to serve the 
interests and needs of the juveniles and staff. 

2. Select:ion shall be consistent with the 
juveniles' abilities. 

3. Materials·of a controversial nature shall be 
reviewed by an advisory board of both staff and 
juveniles. 

4. Material selection shall be based on recentness 
and cultural, inspirational and recreational 
values. 

D. Review of Services: Annual review of library 
staffing patterns and the library programs shall 
be conducted by the Assistant Administrator. This 
review shall: 

1. Evaluate juvenile access to the library. 

~ Evaluate staff available during peak hours. 
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3. Evaluate the use or misuse of the library by 
juveniles. 

4. Discuss plans for repairing or rcp]a~jng 
damaged reading materials. 

5. Compare library staffing patterns with the 
joint recommendations of the ACA/American 
Library Associati.on. 

3 

6. Compare the operation of the library programs 
to stated performance goals and objectives. 

E. Design and Appearance: To encourage concentration, 
the library shall be well-lighted and have good 
acoustics and temperature control. 

1. Space shall provide :fcr individual and group 
activities. 

2. The library shall contain a variety of 
audio-visual equipment. 

Ertl'o;:tjve Dale Approved By: 

of 3 
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O1:apter: Related Standartls: 

PROGRAMS ACA: 2-9361 - 2-9364 

Subject: MAC: 4.45 

Religious Programming 

1. f'OLICY: Since the facility' s adpinj stration 
recognizes the right of juveniles to practice the 
religion of their choice, every reasonable effort shall 
be made to facilitate the free practice of religion, 
limited only to Jes-1timate security and operational 
conside:rations. 

11. DEFINITIONS: AS used in this docuIl'ent, the following 
definitions shall apply: 

A. Chaplain: A duly ordained representative of 
legitimate religious practice, be it traditional or 
unorthodox, who has been approved by the Chief 
Administrator following an examination of his/her 
credentials. 

E. Religious Activity: An activity conducted by or 
under the auspices of a Chaplain, which is designed 
specifically for worship, religious instruction, 
spiritual guidance or counseling. 

C. Religious Practice: A religion, religious 
denomination or sect supported by literature stating 
religious principles and recognized by a group of 
persons who share common ethical, moral or 
intellectual views which are no't defamatory, radal, 
political or derisive in nature. 

III. PROCEDURES: 

A. Needs Assessment: To provide a proper balance in 
religious services a system sha.ll be developed by the 
Assj Ftcmt Administrator to determine the religious 
composition of the juvenile population. Staff 
responnible for religious programs shall make program 
adjustments reflecting the changing population. 
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B. Special Reli~ious Needs: 

1. Juveniles shall have access to religious 
publications of thejr respective faiths. All 
religious material, however, is subject to 
review before entering the facility. Arrange
ments may be made through a Chaplain for a 
juvenile to obtain personal copies of certain 
approved religious books and periodicals. 

2. The fad Ii ty recognizes that certain religious 
faiths impose dietary restrictions upon their 
members, i.e., abstaining frow the use of pork 
or pork products. These restrictions shaJ] be 
honored, if possible. 

3. When appropriate, liturgical apparel such as 
skull caps, head shields and prayer shawls may 
be worn during the religious activity. When not 
ip. use, this apparel sha.ll be stored in the 
chapel storage area. Religious medallions or 
ornaments may 21£0 be worn if they do not 
interfere with the safe and orderly conduct of 
the faciE t.y. 

C. Religious SeJ:vices: 

1. Attendance shall be voluntary. 

2. The proper atmosphere for the service shall be 
provided a~1ay from the housing unit. 

3. lHl juvelliles in regular population shall be 
advised of their right to attend worship 
services. 

4. Religious programs shall be coordinated with 
the facility's schedule. 

5. Communion services and sacramental rituals 
shall be conducted on a regular basis. 

6. When possible juveniles shall be permitted to 
attend religious services in the community. 

of 4 
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D. Specific Denorr.inational, Church or sectarian 
Activities: 

E. 

1. Worship services or religious activities 
presented by a particular church, denomination, 
religious group or sect usually shall be 
restricted to juveniles of that particular 
religious preference or affiliation. Exceptions 
may be approved by the Chief Administrator. 

2. Chaplains shall anticipate and arrange for the 
celebration of ri tue.ls necessary to meet the 
minimal requirements of a given religious 
faith. Work assignments and schedules shall be 
arranged to accommodate the beliefs and 
practices of juveniles whose religion requires 
abstaining from work on religious holy days. 

3. All worship services or religious activities 
shall be condUcted and/or supervised by a 
chaplain, staff designee or religious 
representative with reasonable frequency. 

Religious Education: 
and conduct a program 
shall be submitted to 
review and approval. 

The Chaplain shall develop 
of religious education which 
the Chief Administrator for 
The program may include: 

1. Religious classes (lectures, instruction r 

discussions). 

2. Religious forums. 

3. Prayer groups. 

4. Religious choirs, ensembles and singing groups. 

5. Self-study Bible courses. 

6. Religious group counseling. 

7. Bible study groups in a classroom environment. 

8. Spiritual maturity groups. 

9. Instruction in doctrines, rituals and ideals of . 
various religious faiths. 

of 4 
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F. Pastoral Responsibilities: 

l. Chaplains shall sPeak to juveniles when 
requested. 

Page 4 

2. lTuveniles may request to see the Chap] <-"tin at any 
time. 

3. The Chaplain, as a confjdant, has a dual 
responsibility to the juvenile and the 
facility. F.~/she must keep pastoral confider.,ces 
intact, ana, at 1.:11e same time, protect the 
facility, its staff and thE juvenile population. 

4. The Chaplain shall be responsible for 
devGlcping rules, regulations, guidelines ar-d 
procedures for the recruiting and training of 
religious voluut€'er:o. 

EIll'ctiYe Dale Approved B~': 

or 4 
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PROGRAMS ACA: 2-9376 :.. 2-9379 

Subj~: 

Day Leave 

T. F0LICY: Leaves into the community shall be granted to 
juveniles under the following circumstances: (1) 
Off-campus leave as a way of rewarding good behavior, 
providing an opportunity to learn and practice social 
skills, and beginning community re-intergrationi (2) 
Leav~ for services in the communitYi and (3) Personal or 
E:P.lergency leave. 

IT. DEFINITIONS: None. 

III. PROCEDURES: 

A. Off-Campus Leaves: Selected juveniles may leave 
the facility during the day to participate in 
academic vocatj0~al1 or restitution programs. 

1. Juveniles shall be carefully screened for 
off-campus progr<1nts. 

2. Written rules of conduct shall be established, 
specifying inappropriate behavior and its 
consequences. A copy of these rules and 
consequences shall be given to and explained to 
the juvenile. 

3. Prop~r supervision shall be maintained. 

4. Accurate, timely recordkeeping- shall be 
provided. 

5. The program and its participants will be 
evaluated regularly. 
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6. The facility staff and the facility's advisory 
boards ~d] 1 develop methods of obtaining 
community support for the off··campus release 
program. 

7. If, after a reasonable time, a juvenile 
continues tC' successfully participate in an off
campus release program the Chi~f Administrator 
shall request the juvenile court of placement to 
re~d e-.r the juvenile's status and to consider 
his/her transfer to nOll-secure placement. 

B. Services and Emergency Leaves: Services 
and Emergency leaves may be granted for needed 
medical and dental care, or family emergencies. 

1. Emergency leaves shall :be E?xtended if necessary. 

u. The juvenile's counselor shall inform the 
Chief Admini.strator of the necessity of an 
emergency leave. 

b. The Chief Administrator shall a.pprove all 
emergency leaves. 

2. The degree of supervi.sion required shall be 
dE?terrr,ined by the public risk presented by the 
juvenile. 

E __ En_I'_cti_v_e_Da_t_e~ __ --L ____ A_P_Pro_V_ed_B_~': ___ --, 
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CHAPTER 17 

RECEPTION, CLASSIFICATION AND TRANSFERS 

COMMENTARY 

This chapter encompasses 

American Correctional Association Standards 2-9248, 2-9381 
through 2-9397 

National Advisory Committee Standards 4.71, 4.73, 4.263 

American Bar Association Standards 7 .. 7 

Effective classification of juveniles is a vitally important 
component in any training school program. These policies 
and procedures are designed to facilitate the appropriate 
movement of juveniles into and within the corrections 
system. 
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Chapter: Relaloo Sl2ndan1s: 

RECEPTION, CLASSIFICATION, AND ACA: 2-9248, 2-9381 - 2-9384, 
TRANSFERS 2-9386 

Subject: NAC: 4.263 

Juvenile Admission Procedures 

I. POLIC_Y: An admissiun and orientation process shall be 
conducted immediately following the arrival of a juvenile 
to the facility. 

II. DEFINITIONS: None. 

III. PROCEDURES: 

Initial Screening: 

1. Prior to acceptlng a juvenile for admission, 
the Intake Staff will review the authorizing 
document for name, age, adjudication, and 
community offense. Court Orders should be 
reviewed for name and instructions. 

2. If the Intake Staff has any questions about 
the authorizing document he/she should address 
them prior to allowing the transporting officer 
to leave. The juvenile shcu]d also be screened 
for injury, intoxication, and acute illness. 
Should tbe Intake Staff have any doubt about the 
physical or mental condition of a juvenile, 
he/she should call the Medical Staff for 
screening prior to acceptjng. Should no one 
from the Nedical Staff be available, ar..c tbe 
Intake Staff believes the j 1lYenile needs medical 
attention, the Inrake Staff shall refuse 
admission until he/she is presented with proper 
documentation from the transporting officer. 

B. Admissions Record: Por each juvenile brought 
to the facility, an a.dmissions record shall be 
completed. If a juvenile has had a prior admission, 
the admissions record shaule be updated. This 
record includes: 
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1. St~tjstical Data: 

a. Name and alias. 

b. Height. 

c. Weight. 

d. Hair color. 

e. F.ye color. 

f. Telephone number. 

g. Date of birth. 

h. Bj rtbp1ace. 

i. Age. 

j. Sex. 

k. Race. 

1. ochoo1. 

m. Grade. 

n. Person juvenile lives with. 

o. Parents' names, address, home and work 
numbers. 

2 

p. A.~l identifying marks, scars, tattoos, etc. 

2. Offense Information: For each admission enter: 

a. Admission date - date juvenile arrived. 

b. Time - time into aanlissions office. 

c. Number - from admissions log book. 

d. Juvenile Court of Placement. 

e. Admitted by - name of admissions staff 
responsible for accepting the juvenile. 

f. Summary of offenses - oharges indicated on 
police record, petition, court order or 
bench warrant. 

of 5 
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g. Discharge date - date juvenile left 
facility; either from the admjssic.ns area, 
s~cure area, or non-secure services 
placement. 

h. Time - time of release. 

i. Release Person/Agency; 

(1) ~o whom tre juvenile is released, 
i.e., Department of Human Resources, 
parents, mother, etc. 

(2) By whom the juvenile is released, 
i. e., name of admis.Ed (lns staff 
releasing juvenile. 

3 

(3) By whom the juvenile is authorizec 
release, i.e., policy, juvenile court, 
etc. 

C. Orientation Process: The Ac~issions Staff shall 
treat the juvenile in a pleasant, courteous way, 
expl cd.ni.ng each step for the admissions procedure 
clearly before beginning: 

1. Shmlering Proces~: The juvenile shall be 
escorted into the showering area; if a male 
juvenile, the staff memner shall also be male; 
if a female juvenile, the Etaff shall be female. 

a. Ask the juvenile to disrobe. Staff shOUld 
label and record all personal clothing and 
it1: ccr.di tion. Explain to the juvenile 
that if he/she prefers wearing i'acility 
clothes, his/her personal clothing will be 
laundered and neatly stored away, or else 
sent home, at the discretion of the 
juvenile. Durin~ this period the staff 
should look for pOBsible disorient.c:..tion 
prublems, SUbstance inclusion, cuts cr 
marks, tattoos, etc. A record should be 
made of any remarkable physical 
characteristics noted during this time. 

of 5 
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b. Staff should give the juvenile toiletry 
articles: 

(1) Wash cloth. 

(2) Bar of soap. 

(3) Clean towel. 

(4) Comb. 

(5) Toothbrush. 

(6) Tube of toothpaste. 

c. After the shower, the juvenile should 
receive: 

(Ii A Juvenile Handbook. 

(?o) ~ shirt or blouse. 

(3) A pair of jeans or shcrts. 

(4) An undershirt or bra. 

(5) A pair of shorts or panties. 

(6) Socks or stockings. 

(7) Sneakers. 

(8) Pajamas. 

(9) 1'-, robe. 

(10) A sweatshirt. 

All of these articles shall be recorded in 
juvenile's admission fjle. 

2. Juvenile Abuse or Neglect: During the 
admissions process, if abuse or mistr~atment 
is apparent or suspected, the Chief 
Adntinistrator should be notified imI11E'diately 

4 

and appropriate actions should be initiated. If 
medical trE"?tment appears to be necessary, 
trE"Cltr.Jenf. will be arranged promptly. (See 
Policy 1.13) 

of 5 
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D. Health S~.E~e!ling: A health and dental screening 
shall be conducted on each juvenile within seven ca}.b 
of his/her arrivdl to detect any health problems 
needing immediate attentjon as well as to determine 
any onsroinq healtlJ/dental care needs to be addressed 
in the juvenile's individual plan. 

1. Results of tre he~ltt appraisal shall be 
provided to the classification team. 

2. If needed, dental services shall be 
provided to the juvenile. 

E. Records: A case file shall be established for 
each new juvenile which shall include: 

1. A case nu~ber. 

2. LD. photC'grC'.f'L u[" the juvenile. 

3. A list of aFFIoved visitors. 

Erll'!:tlve Dale Approved B~': 

1 
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Sample Juvenile Training Schools 

RECEPTION AND RELEASE LOG 

Juven il e I 5 rlame ---------------------- 008 ___ ..... 1 ____ /<-.. __ 

County of Residence. _________ _ Admission # ----------
Charge(s) Against Juvenile 

( c He app ropri ate 1 ega l·-co-d ... e-n-umb~e-r-,-a-s-w-e.,l T"j-a--s-chT"""a-r-g-e'"'l")-------

FIRST RECEPTION 

Date L !- Weekday Time am/pm 

From Whom 
Name Title Agency 

Received By Title 

FIRST RELEASE 

Date / L Weekday Time am/pm 

Released To 
Name Tit 1 e Si.gnature 

Identification Verified By 
Driver's License, Agency IO, Hc. 

Agency Released By 

SECOND RECEPTION 

Date / 1 Weekday Time am/pm 

From Whom 
Name Tit 1 e Agency 

Received By Ti tl e 

SECOND RELEASE 

Data / / Weekday Time am/pm 

Released To 
Name Title Signature 

Identification Verified By 
Driver's Li cense , Agency 10, Etc. 



• 

Sample Juvenile Training Schools 

ADMISSION SCREEiHNG INTERVIEW 

The staff member who initially admits each juvenile to the facility is res~onsible for 
filling in ALL sections of this form and for signing it. Any parts left blank must be 
explained in the comments section and a notation made in the Log that the form is 
incomplete. If the Juvenile's health condition warrants it, follow medical emergency 
procedures. (Juvenile's) 

1. English is the Juvenile's primary language: Yes[ ] No[ ] It is _________ _ 

:2. Does the Juvenile say he or she has a venereal or communicable disease, is pregnant, 
knows of any reason to immediately need medical help. or has rashes or infestations: 
Yes [J No [ ] 

3. Is the Juvenile presently using a prescribed medication, or taken ~ drugs in the last 
8 hours: Yes [J No [ ] _______________________ _ 

4. Is the Juvenile currently under treatment for an illness or injury: Yes [J No [ ] __ 

5. Is the Juvenile an epileptic or a diabetic: Yes [J No [ ] 

Medication present: Yes [] No [] Nurse notified: Yes [] No [ J 

6. Have the Juvenile's parents been notified: Yes [] No [] Was the Juvenile offered 
two telephone calls: Yes [J Juvenile refused calls [J If Juvenile made calls, 
list the result: 

Ca 11 ed # Person to whom spoke 

Call ed # Person .~ to whom spoke 

7. Was Juvenile fed~ Yes [] No [J What: __________________ _ 

8. Was Juvenile informed of orientation process: Yes [J No [ ] Given Juvenile Handbook: 
Yes [] No [ J 
Received explanation of rules and sanctions; rewards; visiting process: Yes [J No [ ] 

9. Did Juvenile receive a copy of personal property inventory: Yes [ ] No [ J 

10. Was grievance procedure explained: Yes [ ] No [ ] Medical Services access: Yes [ ] No [ 

11. Does Juvenile have medical/religious dietary need: Yes [ ] No [ J _________ _ 

12. Does Juvenile have body deformities, trauma markings'ybr~is~s, cuts." jerky movements, 
jaundi ce, skin rashe~; or exhibit abnormal behavi or: es L J No L J 

COMMENTS ____________________________________________________________ __ 

Sta ff Sign ature Date 



COMHE1ITS ______________________ . _______________________________________________________________ __ 
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OllIPter. Related Sl2nd:ards: 

RECEPTION, CLASSIFICATION, AND ACA: 2-9385 
TRANSFERS 

Subj«t: 

I Personal Property 

1. POLICY: To fUrther program goal achievement and 
preserve a degree of personal identity consistent with 
facility safety and security requirements, juveniles 
shall be allowed to retain a reasonable amount of 
personal property. 

II. DEFINITIONS: None. 

III. PROCEDURES: 

A. Authorized Personal Property: The following 
personal property items me~be retained by juveniles: 

1. LegaJ documents. 

2. Family pictures (not to excEled 10). 

3. Prescription eyewear. 

4. Dentures. 

5. Address book or list of addresses and 
correspondence. 

6. Value limitation shaD. prohibit possession of 
any article exceedjng $25.00; any article 
exceeding this limit must be approved in writing 
by the Chief Administrator. 

B. Personal Property Taken at the Time of Acm:i8sion: 

1. The Assigned Supervisor shall collect items such 
as watches, rings, wallets, and other articles 
from the juvenile. All items shall be checked 
for contraband . 
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2. Money will be placed in the strong box by the 
Assigned Supervisor and noted on the personal 
property card. 

3. All property collected such as purses, 
suitcases, etc. will be tagged and listed on 
the juvenile's personal property card, including 
a descriptjon, and if applicable, the brand 
name. Those items stored either in the Assigned 
Supervisor's safe or in a storage room \-lill be 
so indicated on the property card. 

4. The Assigned Supervisor "'ill have the juveniJ e 
sign the personal property card and will 
countersign and date the card. 

5. The Assigned SupenTisor must store all property 
prior to the end of the shift. 

C. Special Storage Items: Hazardous items which 
could start fires or inflict injury to self and 
others such as guns, bullets, large knives, 
fireworks, etc., must be stored separately and 
securely until proper disposition can be safely 
Indde. 

D. Verification and Security~f Property: 

1. Following written completion of the juvenile 
property record form, the Assigned Supervisor 
shall complete the process in the presence of 
the juvenile. The Assigned 8upervisor shall: 

a. Address and seal the package(s) to be 
shipped. 

b. Seal all boxes or cartons to be stored with 
clear identification of juvenile's name and 
date s·tored. 

2. All property must remain in a secnrely locked 
area and/or under direct staff supervision at 
all times until it is delivered to the shipper 
o~ returned to the juvenile. 

3. rfuen a loss occurs an investigation shall be 
initiated. If personal property is not restored 
compensation will be made. 

of 4 
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E. Unclaimed Personal Property: 

1. When a juv~nile is released without claiming 
his/her personal belongings the Assig'ned 
Supervisor will complete ar> unclaimed items 
card. The juvenile's name, locker, status and a 
description of the items are to be recorded on 
the card. 

2. The Office Manager will review the card and 
notify the juveniles parents by phone and 
certified mail to claim the items within four 
week;:;. 

3. 

4. 

To claii'!l the items, the juvenile or an 
authoriz~d representative must sign both the 
race sheet and the unclaimed items card 
acknowledging receipt of the items. 

If the items remain unclaimed after eight weeks, 
the Office Manager shall determine the 
approximate value of the items. 

a. If the value of the items is judged to be 
less than twenty five dollars, the Office 
Ivlanager will arrange for their disposition 
on a case by case basis. 

b. Under no circumstances will any of thEse 
items, regardless of value, be converted to 
the personal use of any staff member. 

c. Any amount of money left uncJ.aimed will 
remain available for claim by the juvenile. 

5. The disposir.ion of the items will be recorded 
bath on the unclaimed items card ane.. the 
juvenile's complete folder. 

6. Unclaimed items valued in excess of twenty five 
dollars will remain the responsibility of the 
facility. 

a. Clothing in this category w:Ul be relocated 
to lor>g-tenn storage and noted on the 
unclaimed items card a.nd the juveniles's 
complete folder. 

) 
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b. Valuables kept in r;ealed envelopes will 
rerr.ain on file in the administrative 
office. 

4 

7. The parents and aftercare workers of juveniles 
with unclaimed items will be contacted annually 
in an attempt to return the items. 

Efll'o:tive Date Approved By: 

1 

of 4 



Sample Juvenile Training Schools 

Date: ____________________________ _ 

Time: ____________________________ _ 

J u v e nil e I s N a me : ----------------------------------------------------------
Charge: __________________________________________________________________ _ 

Admitting Staff: _________________________________________________________ _ 

PERSONAL BELONGINGS LIST ---- SUNDRIES 

I find the above listing of personal belongings to be correct. 

Juvenile's Signature: -----------------------------------------------------
Witness: ________________________________________________________________ ___ 

I received personal property, taken upon admission, which I have 
examined and find correct. 

Juvenile's Signature: -----------------------------------------------------
Witness: ________________________________________________________________ ___ 

Date: __________________________ __ Time: ________________________________ __ 



------------------------------------------------

Sample Juvenile Training Schools 

PERSONAL PROPERTY SHEET 

NAHE: ____________________ _ 

ADHI SS I ON DATE: 

RELEASE DATE: ________________ _ 

.-
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z: -:z:: 
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....J 
u 

SIGNATURE. OF JUVENILE AT ADMISSION: _________________ _ 

SIGNATURE OF JUVENILE AT RELEASE: ___________________ _ 
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Ch2Pter. He/lltoo St:md2ni.s: 

RECEPTION, CLASSIFICATION, AND ACA: 2-0384; 2-9386 
TRANSFERS 

Subject: 

Reception and Orientation 

I. POLICY: New:_y ac1n:Jtted juveniles shall participate in 
a reception and oricntarjon program for no longer than 
two weeks beTC're being assigned to a regula:r program in 
the facility. 

II. DEFINITIONS: As used in this dOCuLlcntr t:he following 
definj riClls shall apply: 

A. Reception Prograre: 
admitted juveniles 
gatherec about the 
classification of 

lA daily program for newly 
dnring which information is 
juvenile which will be used 

that. juvenile. 

being 
for 

B. Orientation: Tre systematic provision of 
information to a newly admitted juv(,·riJe reqarding 
the facility, its program, and expectations of 
juvenilE:'::. 

C. Classification: A system to determine the treat
ment and security needs of committed juveniles and 
to assign them to programs acC'C'rding to their needs 
and the availability of reSOUl:ces. 

III. PROCF.DUPE8: 

A. Orientaticn: Kewly admitted juveniles sha1:! he 
provided with information about the facili 1:y r its 
programs, and the expectations of the juvenilEs. 
'I'his information will b~ .rrinted in a handbook which 
shClJJ he given to the juvenile. Orientation shall 
include: 

1. Formal classes. 

2. Wri tten descriptions of and di8cl'sf'i ons about 
the facility's rules, regulations, programs 
alld service~. 

3. Information concerning jllvellile rights. 
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4. Opportunity for staff observations of juveniles. 

5. SerCljng of orientation materials to parents. 

B. Reception Program: The facility shall have a 
detailed schedule of activities available for 
juveniles during the reception period which shall 
include: 

1. Interviews with appropriatE' staff for the 
purpose of explaining the facility and its 
prog:cilffiC. 

2. D:iaqnostic testing for th~ purpose of 
deveJoping an appropriate plan fox the 
juvenile. 

3. Educat.ion progl:amming, including optional 
reading materials. 

4. Work progra~ming. 

S. Kecreation progranuning which shal1 be at the 
same time as the genera':: facility population. 

6. OpU ultnl att-el1Cla.nce at religious services. 

Approved B~·: 

or 2 



SAMPLE DOCUMENTATION OF ORIENTATION 

Student Name Tycil ------ -------
Dormitory ______________________________ __ Date -------
Cottage Director ___________________________________________________ __ 

I have completed the 10 day orientation program. I have been informed of my 

rights and the rules and guidelines of this facility. 

Staff Signature ----------------------------
Student Signature ---------------------------



SAMPLE ORIENTATION QUIZ 

You wi 11 be asked to answer the ·following questions the last day 
of orientation. It is important that you listen to teh staff so 
that yOU may answer corre·ctly. You may want to ci rcle the answer 
yOU believe to be correct as yOU listen to staff. 

1. I have the right to fi Ie a grievance if T F 
I believe I have been mistreated. 

2. I have the right to make as many phone T F 
calls as I want. 

3. The state will pay the postage for 2 T F 
letters per week. 

4. can carry as much money as I want to. T F 

5. have a right to medical and dental care. T F 

6. I call be admitted to security if rTF 
completely disrupt programs and activities. 

7. My release date can be extended if I escape. T F 

8. can fight any other student who bothers me. T F 

9. must gO to bed at the scheduled time, T F 

10, I must attend group meetings unless I am T F 
excused by a staff member, 

11. I may be reclassifip.d if I cause bodily T F 
injury to staff. 

12, I have the right to visit with my family on- T F 
campus, 

13. I do not have to attend scheduled recreation T F 
activities. 

14. I am expected to follow the dress code. T F 

15. I can walk anywhere on-campus I want to. T F 

16. My personal possessions can be searched at T F 
anytime by staff, 

17, am expected to obey staff instructions, 

18. am expected to use the social skills. 

19. cannot appeal my placement here. 

20. am expected to complete my IPP goals. 

T 

T 

T 

T 

F 

F 

F 

F 



SAMPLE ORIENTATION SCHEDULE 

TIME MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 

8: 15 - 9:1 0 Outline ot Orientation What is a Friend Attend While Sitting/ Visitation On/Off Label What Can 
Program Do What is Asked Standing Campus Hurt/Help 

Review of Student Observe/Listen 
Handbook 

Facility Rules 
Dorm Schedules 

9: 10 - 10:05 ~ Educational Testing Greeting Special Services Asking/Answering Decide to Stay 
Haircuts Politeness Committee Questions or Go 

10:05 - 11:00 Educational Testing Eat a Meal Pre-Helping Skills Reviewing Day's Decide What to 
Haircuts Activities Achieve 

Decide Clothing/ 
Equipment 

11:00 - II :55 Tour of Campus Clean Place Responding to Own/ MSW p Security Superintendent, 
Clean Self Others Program Assistant 

Feeling Content Superintendent 

II :55 - I: 15 Lunch Lunch Lunch Lunch Lunch 

1:15 - 2:10 IPO Chaplain Principal Recreation Volunteer Coor-
Furlough Supervisor dinator, Work 

Program. 
Grievance/ Appeal 

Program 

2: to - 3:05 Business Office Nurse Psychologist Skills Review 
Monies/T rust Fund Orientation 
Support S~rvices Quiz 



I tn ..... 00 c: ::r:::e 
0. t:1H 
I'll Ot:1 
::l ::-::Z -.. t-<H ",- H> 

Z 
C/JH 
HH 

0 0 
3 z 
I'll 

What is a Friend 

Do What is Asked 

Facility Rules 

Greeting 

Dormitory 
Schedules 

Politeness 

Attending 

Clean Self 

Clean Place 

Eat a Meal 

Observe/Listen 

Student Handbook 

EUA 

Security Program 

Grievance/ Appeal 

Responding 

Group/Levels/Point' 

Asking Questions 

Reviewing Day's 
Activities 

Decide Clothing/ 
Equipment 

Label What Can 
Help/Hurt 

Decide to Stay/Go 

Decide What to 
Achieve 

_.L Quiz 
--'- -
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. JUVENILE TRAINING SCHOOLS 17.4 3 

Ch:apter. Relliled Slrutd:u-tlJ: 

RECEPTION, CLASSIFICATION, AND ACA: 2-9383, 2-9387 -, 2-9393 
TRANSFERS 

Subjed: 

'r 

Classification 

T'GJ,]TY: The facility shall have a w.l'itten plan for 
classifying jtrl.7E?niles. 

II. DEFINITIONS: As used in this document, the following 
definitions shall' apply: 

A. Classifica tion: A system to deterrn5 ne the 
security, treatment, and progranuning llecd~ of 
juveniles and their assignments to housing units aPQ 
programs. 

H. Clas~ification Team: Responsible for preparing a 
con~rehensive assessment report. The classification 
team shall be composed of a counselor, a juvenile 
car eworker , edUcational staff, medica] staff, and a 
psychologist. 

III. PROCEDURES: 

A. Newly admit.ted juveniles shall be evaluat.ed by using 
information from the court of placement and 
information gc;.UJE=red from the facility's 
classificaticn team. 

1. 'l'he facility shall receive pertinent informatiorl 
from the communi ty ~'orY~er. 

2. The facili 1:y' s classification team shall 
BuppJ.ement information provideo from the 
community by using: 

a. Di?gnostic tests. 

b. Behavioral observations. 

c. Interviews. 
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.RECEPTION, CLASSIFICATIm 
AND TRANSFERS Classificat'ion 17.4 P':lge 

B. Admission J.E']:'( rt: The classification t:E'C'I.IP fOhal J 
compile information il1to an admission report which 
shall includE.:: 

1. Legal information. 

2. Social history. 

3. Medical, dental, and mental health hist.ories. 

4. Vocat:ional interest and experiencE'. 

5. Educational status. 

6. Religious background and interests. 

7. Psychological evaluations. 

8. Recreational preferences and needs 
assessment. 

9. Level of secllri ty l:econ:rr.encec. 

10. Special treatment needs. 

11. Other staff reports and reconlrnE'ndations. 

c. Assignments: The recommendations of the 
classification team shall determine the program 
assignments and type of reDsing necessary for the 
juvenile. 

2 

1. Each juvenile shall be assignee1 to a dai ly 
schedule which shall be designed to help the 
juvenile meet the or-jectives outlined in his/her 
individual plan. 

2. No juvenile shall be kept in more secure status 
than is ntcessary. 

3. Each juvenile shall bE=~ e.ssj9'l1ed to a living unit 
which shall be most likely to meet his/her 
needs. 

4. The counselor assigned to that living unit shall 
be responsible for coordinating the illdividual 
plans of the juveniles assigned to hi~il/her. 

of 3 
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RECEPTION, CLASSIFICATION 
AND TRANSFERS Classification 17.4 Pall\? 3 

1. 'l;he cla8sification team shall document the 
number, type~ and frequency of commitment of 
juveniles exhibiting E:'pccj al needs. For 
example, pe!:"son s wr·c are: 

a. Emotionally disturbed. 

b. Mentally retarded. 

c. Exhibiting symptom£: of mental 
illness . 

• ;. Hhen the:re are sufficient numbers of special 
needs juveniles, sp~cial programs shall be 
developed to provide eppropriate treatment. 

E. The cJaF8i£icfttion team shall review each juvenile's 
progress in meeting the objectives of his/her 
individual plan at Jeast monthly. 

1. Any change in the juvenile's individua1 plan 
shall be documented in his/her master file. 

2. The juvenile shall be includ~c ip discussions 
of possible treatment and program changes. 

3. '1'he juVf·pj J e' s counselor shall discuss the 
juveni]E'~ iLcividual plan with him/her and 
both will sign the written plan. Copies of the 
plan shall be: 

j9.. Sent to the court of placement. 

b. FIelced in the juvenile's master file. 

of 

c. Given to staff responsible for implementing 
the program. 

[ 

4. If t:he ~l1venile is dissatisfied wi th his/her 
program assi(.:mDl~nt or reassignment· he/she shall 
be informed of his/her right to appeal this 
decisi.on through the grievance prcces~; (See 
Chapte:r· 13). 

Approved Or: 

3 
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JUVENILE TRAINING SCHOOLS 17 .5 3 

ChllPt.er. ReJlIled Sl2nd2l'ds: 

RECEPTION, CLASSIFICATION, AND ACA: 2-9394 - 2-9397 
TRANSFERS 

Subject: NAC: 4.71; 4.73 

Transfers ABA: 7.7 

1. POLICY: TransferE" tEt-.~"E'en secure residential programs 
of similar and dissimilar £:6C'nrity levels will be aVowed 
by the perent agency provided due p:t'ocess rights cf 
juveniles are safpgua:rdea. Placement shall be made t.o 
the least restrictive setting. 

II. DEFINITIONS: As used in this document, the foJlowing 
definition shall apply: 

Secure Unit: A liv~ng ~~jt which provides services 
within a more restrictive scrtjnsr tha.n regular living 
units in the facility. 

III. PROCEDURES: 

A. Transfer Between Secnre Facilities: The decision 
to transfer a juvenile between secure reEi~PDtjal 
facilities shall be made after he/she has been re
evaluctce. :1-:'.' tr'e oJ as!:ifj cation team and 
reCOITlIT10hcation for such a transfer has been made. 

P. Transfers to 1,e:=;8 Secure 5i tea: The same process 
as is outlined above is necessary for the transff"r cf 
a juvenile from a secure to a Jess secure facility. 

C. Transfers frOM T.ess Secure to More Secure Units 
Within the Facility: 
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RECEPTION, CLASSIFICATICN 
AND TRANSFERS Transfers 17.5 P:lae 

1. Consideration for transfers from Jess s~cuxe to 
more se~ure units may occur o~ly when the 
juvenile: 

a. Poses a threat to himself/herself and/or 
others. 

b. Demonstrates that he/she can not be 
controllec in the original living unit 
placement because of security. 

c. wil I re~t'i ,'c sel:vices in the more secure 
setting which will outweigh the effects of 
a more restrictive environment. 

2. Hearing: Before a juvenile may be placed in 
a more secure unit a hearing conducted by an 
impartia.l hec.ring officer may be held. In this 
hearing info2::1!!D.l l:.ules of evidence shall apply. 
A record of hearing shall be prepared. The 
jtNenile shall: 

a. Receive a written notice outlining the 
juvenile's behavior which warranted the 
hearing. 

l~. Be provided representation by the staff 
~embers of his/her choice. 

c. Have the right to present evidence and 
call witnesses. 

d. Be prcser,t Gt~riI'g the hearing unless the 
hec:.rilJ-j ufficer determines that it ,wuld 
r-f> c'E"tdmental to the juvenile to hear 
specific testimony. 

e. Be provic1ec 8 wrjtten notice of the fjnal 
decision. 

D. JYledical and Mental Health Tr21I'.sfers: 

1. All non-emergf>Dcy wedical (hospitalization) 
Elr'C: ncntal health transfers shall occur in 
2ccordance with the provisions of state 
executj 1T f> :!.C:';s (j.nLl mental hygiene laws. 

2 of 3 
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RECEPTION, CLASSIFICATION 
AND TRANSFERS Transfers 17.5 PlIge 3 

2. Emergency transfers for either medical and 
mE:'ntal health reasons shall hC'> ir: accQ1.dance 
vli.tI) the policies already set forth in thi:;
rnanual. 'l'he Chief Administrator shall notify 
the court of placement and the juvenile's 
parents or guardians as soon a~ possible after 
-!:hc jnvflnile leaves the facility, but in no case 
should notificatjon of this transfer occur later 
than the next business day. 

E. Adll'i ili stra ti VE! T.ransfers: 

1 Ini.tial Classificatioll: A juveniJe may be 
transferred as part of the initial 
classification process. 

2. Crm.,ding·: A juvenile may be transferreo with 
the approval of the Chief Administrator to 
relieve crowding in the facility. 

F. Transfers to Adult Correctional Agencies: Transfer 
of juveniles to adult correctiona(-facilities shaJl 
be in accordance with state statute. 

G. Not i.fication of Transfers: The court ot placement 
and the juvenile's parents or guardians shall be 
notified within 24 hours after a transfer occurs. 

Ent~ve Date Approved 0,.: 

or 3 



CHAPTER 18 

RELEASE 

COMMENTARY 

This chapter encompasses 

American Correctional Association Standards 2-9394 through 
2-9411 

National Advisory Committee Standards 4.7 

American Bar Association Standards 4.71 through 4.73 

Effective release planning is an essential ingredient in the 
Corrections system --an ingredient too often omitted from 
the daily schedule of activities. 

Recognizing a need for and the importance of following 
precise release procedures, the user has been provided with 
guidelines suggesting the more important release steps to be 
taken prior to, and during, the release process. 
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Sample Polices and Procedures 

JUVENILE TRAINING SCHOOLS 18.1 4 

Chapter: Related Sland:ards: 

RELEASE ACA: 2-9394 - 2-9411 

Subject: NAC: 4.7 

Release Preparation and Release ABA: 4.71, 4.72, 4.73 

I. POLICY: Release preparaticn for a juvenile begins 
with the initial establishment of an indivh'!uaJ treatment 
plan and is an ongoing process throughout the juvenile's 
stay in the facility. The juvenile's counselor is 
responsible for release preparation and ensures that all 
the facility's obligations to the juvenile have been met 
prior to release. 

II. DEFINITIONS: None. 

III. PROCEDURES: 

A. Release Preparation: When the juvenile is admitted 
to the facility a release pJa.n sball be developed 
which should encompass the juvenile's individua.l 
program plan. The release plan shall include: 

1. Expected length of stay and specific treatment 
goals to be achieved while staying in the 
facility. 

2. Plans for continuing to meet treatment goals 
in the community. 

3. Criteria, in written form, fer the juvenile=s 
release, which shall bE? explained to him/her 
verbally. 

4. Pre-release activities. 

B. Release Hearing: 

1. Juveniles are scheduled automatically for 
hearing and review by the releasing authority 
when they are first IegalJy eligible for release 
consideration or upon completion of prescribed 
programs. 

2. The releasing authority has available, in 
• • 1 wr1.t1.ng: 

a. The juvenile's prior history. 



RELEASE 
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Release Preparation 
and Release 18.1 P:I.ge 

h. Events in the case since any previous 
hearings. 

c. The juvenile's progress in the facility 
which shall include: 

1) academic and vocational progress. 

2) treatment goals reached by the 
juvenile. 

3) other services provided by the 
facility. 

d. The juveniJe's medical history. 

3. Changes in Release Date: 

a. Early Release: The juveniJe may be 
eligible for early release if he/she meets 
clearly defined criteria such as: 

1) exceptional behavior in a community 
program. 

2) exceptional behavior in the facility. 

3) completion of a mutually agreed upon 
contract. 

b. Delayed Release: If a delay of release 
is required the releasing authority will 
record the reason for the delay and fix a 
definite time for another release hearing. 

C. Release Procedures: The following procedures shall 
be completeo by the juvenile's counselor and 
aftercare worker prior to the juvenile's departure 
from the facility: 

1. Verification of identity. 

2. Verification of release papers. 

3. Completi.ol1 of release arrangements, including 
the person or agency to whom the youth is to be 
released; return of personal effects. 

2 of 4 
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Release Preparation 
18.1 and Release P:lge 

4. Completiun c:::[ any pending actions, such as 
grievances or claims for damage<'! or ::!.cct 
possessions. 

3 

C. Specific Release Procedures: 

1. Juveniles whC' C're nearillg their release date 
shall bE~ aJloweCl special telephone, visitation, 
and leave l-.rivilegE~s to establish future pJ C.ns 
for educatio~, emp~o}~cntr ana/or living 
arrangements. 

2. If the juvenile is being releas~d tc the 
family, th~ person accepting the juvenile mu~t 
be identified Ly apr:rcpriat.e identification 
(pict.ure I.D.). A custody acceptancE: form must 

bE" signeo by the individual accepting the 
juvenile. 

3. If the release is to an agency, agency personnel 
must show both appropriate identification al1d 
verificatiol1 of authority to receive 'the 
juvenile. He/s~e must sign a custody 
acceptance form. 

4. In either event, persons entering the fadlity 
to pick up a juvenile shall sign in the visitors 
log the date, time and purpose of their visit, 
ar·d shall sign a custody acceptance form. 

01 4 
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Release Preparation 
and Release 18.1 Page 4 

If the rele~se is not to the rarent(s) or 
guardian(s), such in~i~ldual(s) shall Le 
notified by telephone as soon after the release 
as is possible, that the juveniJe h8~ left the 
facility. 

During the dressing 011t process, the releasing 
juvenile careworker shall ensure that no 
fi':ciJ i ty property is in the juvenile I s 
possessjoI', <'r.c thilt the inventory of juvenile's 
personal property is signE:!d indicating he/she 
has J:eccived all possessions. The two juvE:nile 
sig·natures shall be compared to veri fy the 
juvenile's identity. 

Eflll'o::t!ve Date Approved By: 

of 4 



PRE-RELEASESCHEDULE 

liME MONDAY TUESDAY WEDNESDAY THURSDAY fRIDAY 

8:00 - 12:00 Academic class or II II " " " II n II 

Work Program 

12:00 - 1 :00 Lunch II " II II " " .. II 

I ; I 0 - 2:05 p.m. 
Croup Topic Orientation to Parole How to contact your Going to school or get Are police more aware What to do after wod.";· .. 

Levels P.O. (nome, phone a job. Where to en- of me now? Can Leisure resources 
number, tronsporto- roll. Finding a job. drinking/drug use at horne or additionul 
tion to). make a difference? relevent topic 

discussion. 

Discussion Leader IPO Dormitory Director Principal/designee Local police or MSW Recreation Super. 
or Disc. Leader 

2:10 - 3:05 
Group Topic Avoiding RevocQ- You can't call What if 1 need medi- Dealing with sepa- What to do after 

cation, Repeat Group! Using col services? Re- ration anxieties. school or work? 
Offender Policy social skills with sources at horne. Leisure resources at 

peers and parents. home. 

Disscussion Leader Asst. Super. Dormitory Director Nurse III Psychologist Recreation Supervisor 



Sample Juvenile Training Schools 

RELEASE FORM 

NAME: _______________________ DATE: _______________ TIME: __________ _ 

The person completing each of the items listed below is required 
to initial the section. 

--------------------1. Verification of identification of person 
juvenile is released to. 

___________________ 2. Release determination. 
Court Order ___ Poli~y ___ Request of 

Nonsecure. 

-----------------3. Parole date given, if appropriate. 
_____________________ 4. Property returned. 

A. Property sheet pulled and placed in 
Central file. 

B. Check written for any monies owed. 
C. Cost, clothes, property bag returned. 
D. List of items not located 

5. Release from Admissions Log Book. ---------------------
6. Admissions card updated and refiled. ---------------------
7. Release form completed. ---------------------
8. Instructions for forwarding mail: -------------------- -----------

Does the juvenile have any pending action, such as grievances or 
claims for damages or lost property? YES NO 



Sample Juvenile Training Schools 

TEMPORARY RELEASES Oa te _______ _ 

With Hhom Tl me 
Name Reason Signature Out Return 

Title 

• SPECIAL INCIDENT REPORT 



• 

CHAPTER 19 

CITIZEN INVOLVEMENT & VOIJUNTEERS 

COMMENTARY 

This chapter encompasses 

Ame~ican Correctional Association Standards 2-92412 through 
2-9420 

National Advisory Committee standards 1.41, 1.42 

American Bar Association Standards 3.6 

The sample policies and procedures are designed to establish 
an effective volunteer program. Users should be aware of 
the need for careful selection and training for all 
volunteer workers. 

The volunteer program can enhance and expand the level of 
services in the correctional program . 



Sample PoUcie:s and Procedures 
Policy Number Pnges 

~ JUVENILE TRAINING SCHOOLS 19.1 7 

Chapter: Related Sl2ndards: 

CITIZEN INVOLVEMENT & VOLUNTEERS ACA: 2-9412 - 2-9/+20 

Subject: NAC: 1. 41, 1.42 

Volunteers ABA: 3.6 

I. POLICY: This IC'J;' j 1 i ty shall secure ci tizel"1 involvement 
where feasible, to enhan.ce and expand the services and 
programs offered to the juveniles. The use of volunteers 
permits increased personal contact for the juveniJe, 
broadens community resources for the facility, increases 
p..tblic awareness of the juvenile corrections system and 
develops management. skills among staff. 

II. DEFINITIONS: As used in this document, the folJowjng 
definition shall apply: 

Volunteer: Any person who, of his/her own free will, 
provides goods or services to the fad. Ii ty with no 
monetary or material gain. The term volunteer includes 
regular, occasional and stipend volunteers, material 
donors and advisory councils. Volunteers are recruited to 
supplement and enrich, but not to substitute, activities 
and functions of staff of the facility. 

ITI. PROCEDURES: 

A. Recruitment and Screening: A screening and 
selection of volunteers shall be conducted by the 
Chief Administrator and Assistant Administrator for 
Program Operations, encouraging re~ruitment from all 
cultural and socio-economic se~nents of the 
community. 

1. Recruiting: 

a. Recruiting of volunteers is a staff 
responsibility under the superVision of the 
Chief Administrator. 

b. Recruiting efforts shall include C1.V1.C 

organizations, appropriate education 
institutions and individuals. 
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CITIZEN INVOLVEMENT & Volunteers 19.1 2 VOLUNTEERS r:lg~ 

7. Eligibility: 

a. Any person of good character, at least 
eightee:n years of age and sufficient.ly 
mature to handle the responsibilities 
involved is eligible to become a 
volunteer. 

b. Ex-offenders may be accepted as 
volunteers, subject to approval by the 
Chief Administrator. 

c. Relatives of a juvenile may not serve as a 
volunteer with the juvenile to whom they 
are related or in the facility where that 
juvenile is detained. 

3. Application: l'rosp€:ctive volunteers shall 
complete an application for volunteer service. 
The Assistar>t- Ac<..ministrator of Program 
Operations shall then interview the 
applicant to determine whether he/she will meet 
the needs and where the prospect's talent_ can 
be used. Volunteers shall provide professional 
services only \olhen certified or licensed to do 
so. Fcllowing the interview, appropriate noteB 
and/or recommendations shall be made and 
forwarded to thE' Chief Administrator of the 
facility. Volunteers shall agree in writing to 
abide by all facility policies, particularly 
those relating to screening apd confidentiality 
of information. If rejected, an applicant shall 
be informed of the reasons. 

B. Training and Orientation: Prior to assignments 
each-volunteer completes an orientation appropriate 
to the nature of his/her assignment. 

1. Approved citi~er.. ,~cll1nteers shall be briefed by 
the l\.sfoistant Administrator for Program 
Operations of all rules and procedures important 
to their effective functioning. Juveniles shall 
receive orientation designed to help them 
understand the role of volunteers, the limits of 
volunteers' authcrity, and the mutual 
responsibilities of the juvenile and volunteer 
bef;:.re a working relationship is initiated. 

of 7 
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& Volunteers 19.1 ~1J1! 3 

2. All volunteers are expected to comply with 
facility rules and policy. The security of 
the facility c3nd. the safety of the juveniles, 
pubJjc ~nd staff are the first priorities for 
all persons working in the facility. Staff 
always shall be courteous to all persons and 
treat resource persons with great respect. At 
the same time, resource persons are expected to 
extend courtesy and respect to facility staff. 
No persons in an intoxicated or drugged 
condition shaJ] be allowed into the facility. 

C. Assignments and Duties: 

1. Placement: Volunteers shall be placed by the 
Assistant Administrator on assignments based on 
their interests and capabilities. Examples of 
the assignments are: 

a. Individual counseling. 

b. Drug therapy. 

c. Family counseling. 

d. Vocational training. 

e. Tutoril1g. 

f. Staff assistance. 

g. Switchboard. 

h. Religious activities. 

i. Legal aid. 

j. Consultation. 

k. Group counseling. 

1. visi t.:i.n9 • 

m. Academic teachirg. 

n. Pre-release training. 

o. r.ibrary assistance. 

of 7 
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CITIZEN INVOLVEMENT & Volunteers 19.1 4 
VOLUNTEERS 

P:lge 

p. Clerical work. 

q. Sp~ekers bureau. 

r. Individual sponsorship. 

s. Crafts training. 

t. Advisory committee. 

2. Volunteer Code of Ethics: The volunteer: 

a. J(eeI'~ ccr,fic1Emt:ial matters that are 
confidential. 

b. Inte:cp:t:ets "volunteer" to mean that hf:::/~he 
has agreed to ,,,ork without compensation j."1 
money, but having been accepted as a 
volunteer worker I e}~pects to work according 
to the same standards as permanent staff. 

c. Nailltains an attitude of open-mindedness; 
is wjJling to be trained. 

d. Complements work of staff and assists in 
developing good teamwork. 

8. Maintains professional attitude toward 
volunteer work; accepts obligation to the 
T;lork, to those who di17ect it, to 
colleagues, to those for whom it is done, 
and to the public. 

f. Accepts differences in people in terms of 
cultural or economic background, race, 
religjon and values. 

D. Volunteer Identification and Control: 

1. VolunteE"r idenii:fication card pictures shall be 
taken on a pre-arranged date. 

2. Volunteer identifjcation passes automatically 
expire in one year. The Assistant Administrator 
shall check expiration dates and wake 
arrangements for renewal if indicated. 

3. Identification cards on all volunteers should be 
maintnir.ec in personnel files. 

of 7 
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CITIZEN INVOLVEMENT & Volunteers 19.1 5 VOLUNTEERS 

4. 

6. 

P:lge 

When deemed necessary to the security of the 
iacility, any individuals may be requested 
to submit to a search. 

Discovery of contraband shan result in 
det~ining the person having such contraband in 
his/her possession. Supervisory staff shall be 
not.ified a::: we]] as the local police department. 

The fClci_lity administration has both the 
authority and responsibility to deny access 
to the facility to any person \o1h056 pl:esence is 
believed to jeopardize the order, security or 
safety of the facility, access to the facility. 
The responsible person taking such action shall 
sl1hmj.t a Hritten report of circumstances to the 
Chief Administrator. 
'.rhe Chief Administrator shall affirm or resd nd 
the action and determine conditions of 
re ins ta temen t. 

E. Supervision and Evaluation of Volunteers: 

1. The Assistant Administrator shall coordinate 
and supervise the volunteer program. The Chief 
Administrator and Assigned Supervisors shall 
work with the Assistant Administrator to provide 
adequate control and coordination of the 
activities of the volunteers as vlell as assist 

,,' 
in evaluating programs with which they are 
involved. 

2. Any staff member to whom a volunteer is assigned 
shall be that volunteer's direct supervisor and 
shall: 

a. Provide the volunteer essential information 
and orientation to the facility and section. 

'b. Complete and revise the volunteer agreement 
forms. 

c. Inform the volunteer of expectations and jn 
what areas, if any, the volunteer may make 
personal and final decjsions. 

d. Provide thoughtful, effective training. 

e. Recognize and demonstrate appreciation of 
progress in the volunteer. 

of 7 
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VOLUNTEERS P:lge 

L Respect: thE: v('Ilunteer's honest opl.nl.on and 
accept constructive suggestions. 

g. Offp.1: confidential information vd th the 
volunteer to assist his/her completion of 
the assignment. 

h. Share confidential information with the 
volunteer to assist his/her completion of 
the assignment. 

i. Send volunteer monthly time report forms to 
the Office Managex". 

j. Meet with volunteers on a regular basis. 

k. Complete and submit volunteel." evalt.'ation 
f('lrms. 

F. Termination of Volunteers: Administration 
curtails, postpones or discontinues the service~ of a 
volunteer or volunteer organization when substal"ltial 
reasons for doir.g so exj st. Any of the following 
reasons may warrant this action: 

1. Dreach ('If confidentiality. 

'2. Ur.lawful condu.ct or breach 'of facility rules and 
regulations. 

3. Physical or emotional illness. 

4. Inability to cooperate with the staff. 

5. Acthd.ties which threaten the order or 
security of the facility or the ~C'fety of t.he 
volunteer. 
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6. Erratic, unrelic.:ble attendance. 

7. Unsatisfactory service. 

Approved S,': 

, 



Sample Juvenile Training Schools 

VOLUNTEER AGREEMENT 

I, --------------------------------, volunteer to serve as 

for the 'Sample Juvenile Detention Facility) . 

As a volunteer, under the direct supervision of the Shift Super
visor, I agree to: 

1. Report to the facility on 
(days) 

from 

to 
(time) -- (time) 

2. Undergo a training period. 

3. Learn supportive procedures for: 

a. Intake 

b. Juvenile Confrontations 

c. Fires and Emergencies 

The facility agrees to provide: 

1. On-site training. 

2. Sound Guidance and Direction. 

3. Periodic Review and Evaluation of Performance. 

{signature of volunteerl (date) 

(Director's signature) (date) 

*u. s. Gove~nment Printing Office 1988: 202-052/84701 
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