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YOUTH CORRECTIONAL FACILITY

	CHAPTER: 

Operations
	SUBJECT:  
Purpose and Mission

	POLICY NO.:
1.1

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:   
Public Law 14-110 

19 GCA  Chapter 20 


POLICY


This facility is established to provide short-term care for continuing jurisdiction clients’ in secure custody for clients accused or adjudicated pending court action or awaiting transfer to another facility and who cannot be served in an open setting. Specifically, the facility shall provide for the following:

· clients’ basic needs, such as shelter, food, clothing and medical care;

· prevention of the abridgment  of clients’ legal rights during detainment at the facility;
· physical, emotional, religious, educational and social needs of clients during detainment; and
· the housing of clients in a safe and humane environment, maintaining the level of security; and necessary to prevent escape and assure that clients live free of fear of assault or intimidation by staff or other clients.

PROCEDURES

Legal Establishment


19 GCA Section 20201, The Department of Youth Affairs, Youth Correctional Facilities, within the Executive branch shall maintain and operate facilities for the temporary or continuing care, custody or detention, or commitment and rehabilitation of youth and may arrange for use of private homes for such care or detention.


19 GCA Section 20118 provides for the de-institutionalization of status offenders program.  The Department of Youth Affairs shall ensure that children are not placed in secured correctional or detention facilities for offenses that would not be considered criminal if committed by an adult.

Programs


The facility shall offer programs in the following areas:

EVALUATION and PRESCRIPTION

· assess clients’ strengths and weaknesses through the use of a variety of screening techniques;

· identify any difficulties experienced by clients in school, home and community and transmit that information to staff, the probation officer or caseworker and other appropriate individuals;
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EVALUATION and PRESCRIPTION (continued)

· distribute the assessment data collected to collaborating agencies;
· arrange for any specialized medical and/or psychological testing deemed essential or court-ordered; and
· offer a diagnostic perspective of each client’s educational needs to school, court, and other  involved agencies/individuals.
EDUCATION

· provide an educational experience that promotes achievement and replaces patterns of failure with patterns of success;

· provide educational services that motivate clients to continue their education;
· provide occupational and vocational counseling emphasizing the skills, knowledge, habits, and attitude required for employment;
· introduce community resources to the clients; and
· promote environmental health and safety practices.
TREATMENT PROGRAMS

· deal primarily with coping skills for daily detention living and secondly with the problems that may arise after release;

· provide information to clients to reduce anxieties about their living situations;
· improve the quality of staff-to-juvenile relationships, helping clients respond more positively to adults as authority figures;
· assist clients in solving problems for themselves; and
· introduce community service to the clients.
RECREATION

· provide activities that improve the clients’ self-image through personal skill development and increased opportunities for achievement and success; and

· provide activities that expend energy while affording clients a means for physical and psychological release.
ANNUAL REVIEW


The director of the Department of Youth Affairs shall hold meetings at least annually with the superintendent of Youth Correctional Facility, to enhance communication, establish policy, and explore problems. Programs will be analyzed and evaluated in terms of their objectives, cost, and relation to the facility’s philosophy and goals. The mission statement that describes the philosophy, goals, and purpose of the facility shall be reviewed and updated at least annually to reflect changes in the juvenile detention process. Goal predictions shall be designed to enable periodic achievement and will be assigned to specific staff members, who will be given definite dates for completion.
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	CHAPTER:
Operations
	SUBJECT:

Code of Ethics

	POLICY NO.:
1.2

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES: Dept. of Administration Rule# 3.000/C. J. Code of Ethics 


POLICY

The facility requires the highest possible level of conduct from all staff, which protects the integrity of the department and facilitates the recruitment and retention of staff of the highest caliber.

PROCEDURES

Relationship with Clients, Other Professionals and the Public

Staff will respect and protect the civil and legal rights of all clients. Staff will serve each case with appropriate concern for the client’s welfare and with no purpose of personal gain.

Statements critical of other professionals or their agencies will be made only if they are verifiable and constructive in purpose.

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

Subject to a client’s right of privacy, staff will respect the public’s right to know and will share information with the public with openness and candor. Staff will respect and protect the right of the public to be safeguarded from criminal activity.

Professional Conduct and Practices

No staff member will use his/her official position to secure special privileges or advantages or to promote any partisan political purposes. 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 accept any gift or favor that would imply an obligation that is inconsistent with the free and objective exercise of professional responsibilities.

Staff will be diligent in their responsibility to record and make available for review any and all case information that could contribute to sound decisions affecting a client or the public safety. Staff will maintain the integrity of private information; they will neither seek personal data beyond which is needed to perform their responsibilities; nor reveal case information to anyone not having proper professional use for such.

Staff will report without reservation any corrupt or unethical behavior that could affect either a client or the integrity of the department. Staff will not discriminate against any client, employee, or prospective employee on the basis of race, gender, religion, creed, age, marital status, disability, or political affiliation.
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	CHAPTER:
Operations
	SUBJECT:

Affirmative Action, Equal Employment Opportunity

	POLICY NO.:
1.3

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:

DOA Rules and Regulations

# 4.414 B


POLICY


The Government of Guam is an equal opportunity employer.  The department is subject to the Department of Administration’s personnel rules and regulations.

 PROCEDURES
Gender

The nature of some program operations dictates that some gender-sensitive job assignment be made and that some positions be restricted by gender. These assignments and restrictions shall be fully reviewed to assure that they comply with the bona fide occupational qualification (BFOQ) exceptions. 

Equal Employment Opportunity
It is the policy of the Department of Youth Affairs that there shall be no discrimination in employment against any person on the basis of race, gender, religion, age, marital status, creed, disability, or political affiliation, except for bona fide occupational qualifications or legal requirements.
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	CHAPTER:
Operations
	SUBJECT: 

Legal Assistance for Director and Staff

	POLICY NO.:
1.4

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:

5 GCA Section 30108


POLICY

The director 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 other appropriate bodies.

PROCEDURES

Counsel Availability

The director may use a representative from the Office of the Attorney General for advice and consultation regarding court decisions and issues relating to client rights, and for legal representation in legal actions against them. Consultation is also available on policy information, court requirements, and operational matters. 

Request for Legal Assistance
Request for legal assistance may be made verbally or in writing to the Director or his designee. All requests must be accompanied with adequate background information and supporting documents to explain the need for assistance.

Evaluation of Requests for Legal Assistance

The Office of the Attorney General shall provide appropriate representation to all staff members of the facility who are legitimately conducting their respective duties. Should substantial evidence indicate the staff member’s conduct was negligent, illegal, or intentionally outside his or her scope of authority, legal representation may be denied. If a staff member is denied legal representation, the attorney shall provide written notification, including the reason for the decision and right-of-appeal information.

Channels of Communication
Facility staff should direct all requests for legal advice or representation to the director or his designee. All requests shall then be forwarded to the Office of the Attorney General along with the director’s comments and recommendations.
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	CHAPTER:
Operations
	SUBJECT:

Drug-Free Workplace

	POLICY NO.:
1.5

	RELATED POLICIES:

DOA Rules and Regulations

Appendix I
	RELATED FORMS:
	OTHER REFERENCES:


POLICY
In order to safely and efficiently carry out its safety and client-programming mission, the facility shall maintain a workforce that is free from drugs and other substance abuse.

PROCEDURES

Drug Prohibition
The facility shall operate a drug-free workplace and employees are expected to remain free from the influence of illegal drugs and alcohol intake. Abstinence from illegal drug use or excessive use of alcohol is a critical requirement of employment.

· employees are prohibited from using or distributing drugs, alcohol, or other controlled substances while on Department of Youth Affairs’ property, or while performing duties on behalf of the facility; and

· drugs may be handled in the course of official duties relating to the search of clients, visitors and the facility, and will be controlled and disposed of according to established contraband procedures.
Medication

· employees taking prescribed medication that could interfere with proper performance of their duties will notify their supervisor;

· the superintendent reserves the right to require a written physician’s statement verifying the effect of the medication on the employee’s ability to perform assigned duties; and
· medications that are the property of staff and have been approved for use on facility premises will be stored in the assigned locker, or be in their possession at all times. 
Testing and Treatment

As a result of probable cause or behavioral observations, employees may be required to submit to drug or alcohol testing as part of the drug-free workplace policy.

· employees who are found to be substance-dependent through this and other non-voluntary means may be terminated; and

· employees who identify themselves to supervisory staff as substance-dependent will be placed on leave and referred for counseling and treatment. Resumption of duty will be contingent on successful completion of a course of treatment and may entail a regular drug-testing regimen for a period of one year after resumption of duties.
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	CHAPTER:
Operations 
	SUBJECT:

Smoking Policy

	POLICY NO.:
1.6

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:

GCA 19, Chapter 90


POLICY

To provide for the health and welfare of clients and staff members by prohibiting smoking within the facility except in designated areas, and to balance the needs of persons who smoke and the right of non-smokers to breathe smoke-free air.

PROCEDURES

Definitions

· Dining Area: any enclosed area containing a counter or tables upon which meals are served;

· Enclosed Area: all space between a floor and ceiling which is enclosed on all four sides by solid walls or windows (exclusive of doors and passageways); and
· Place of Employment: any enclosed area under the control of an employer which employees normally frequent during the course of employment, including, but not limited to work areas, lounges, restroom, and conference rooms.
Prohibition of Smoking within the Facility

· smoking is prohibited within the Youth Correctional Facility; and

· smoking is prohibited while supervising, monitoring, escorting or transporting clients within or outside the facility.
Designation of Smoking Areas

The director is responsible for designating an area for staff members who smoke.  “Smoking” or “no smoking” signs shall be posted clearly and conspicuously in every building where smoking is regulated.

Control of Tobacco Products, Lighters and Matches
All tobacco products, lighters and matches shall be relinquished at the security post before entering the secured facility.
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	CHAPTER:
Operations 
	SUBJECT:

Administrative Responsibilities


	POLICY NO.:
1.7

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:




Director

· directs the management of personnel, clients, programs and services;

· implements policies and procedures for the department;

· oversees the general operation of the Youth Correctional Facility;

· responsible for the planning, coordination and implementation of improvement programs; and

· all other duties relating to the operations of the Youth Correctional Facility, however not prescribed in the job tasks of a director but instructed to do so by his/her superior.

Superintendent
· responsible for the daily operation of the Youth Correctional Facility;

· reviews policies and procedures;

· provides for the selection, training, and assignment of personnel;

· conducts daily inspections of the facility;

· reports all major incidents and security violations to the director;

· maintains an up-to-date listing of his/her employees’ personal data;

· participate in any YCF client case reviews or supervisors meetings or send a designee when not immediately available;

· identify proactive programs and trainings for YCF clients and staff; and

· all other duties relating to the operations of the Youth Correctional Facility, however not prescribed in the job tasks of a superintendent but instructed to do so by his/her superior.

Youth Service Supervisor/Officer in Charge

· supervises the youth service workers in the daily operation of the male and female units;

· distribute assignments to youth service workers;

· maintains an up-to-date accountability of assigned personnel and clients;

· conducts inspections of the facility and reports needed assistance to the superintendent;

· ensures that daily client activities are met in a timely manner; and

· all other duties relating to the operations of the Youth Correctional Facility, however not prescribed in the job tasks of a YSS/OIC but instructed to do so by his/her superior.
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Youth Service Worker II

· oversees the daily operation of the male or female units;

· reports all client movements and accountability to the YSS/OIC;

· conducts routine inspections of the assigned units and client activity areas;

· ensures that clients are prepared for all scheduled or unscheduled appointments;

· prepares reports involving client or staff incidents, and submits them to the YSS/OIC; and

· all other duties relating to the operations of the Youth Correctional Facility, however not prescribed in the job tasks of a youth service worker II but instructed to do so by his/her superior.

Youth Service Worker I

· monitors the movement of clients inside and outside the facility;

· escorts clients to their appointments;

· conducts accountability checks of clients at all times;

· prepares clients for their daily activities;

· reports all incidents to the unit shift supervisor; and

· all other duties relating to the operations of the Youth Correctional Facility, however not prescribed in the job tasks of a youth service worker I but instructed to do so by his/her superior.

Youth Service Worker Assistant

· assist in the movement of clients inside or outside the facility;

· maintains an accurate count of clients at all times;

· reports incidents to the unit shift supervisor;

· assists clients in preparing for their daily activities; and

· all other duties relating to the operations of the Youth Correctional Facility, however not prescribed in the job tasks of a youth service worker assistant but instructed to do so by his/her superior.
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	CHAPTER:
Operations
	SUBJECT:

Performance Review

	POLICY NO.:
1.8

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY
Performance evaluation against expected standards for each assigned position must be done on a regular basis.

PROCEDURES
Performance Standards

Each staff member shall receive a job description in writing. Standards of performance shall be explained during the employee’s orientation period.

Performance Rating

Each staff member shall receive a periodic administrative rating from his/her YSS/OIC to assess integrity, aptitude, work habits, cooperation, and conduct. The completed rating must be filed in the staff member’s official personnel folder. The staff member shall be allowed to review the rating at the completion of the rating period. Staff members who are subject to frequent job and/or supervisor changes may be rated on a modified form.

Probationary Evaluations

The YSS/OIC must submit an evaluative statement, no later than the end of the last month of the probationary period. This signed statement certifies whether or not the staff member’s performance, conduct, and general character traits have been satisfactory. The staff member shall read and sign all ratings of past and present performance.

Evaluations should be prepared by the YSS/OIC and given to the staff member for review. Evaluations are to be discussed in private with the staff member to provide full explanations about the ratings before they are signed by the YSS/OIC and staff member. All evaluations are to be forwarded to the director for final review and approval.

Failure to meet reasonable standards of performance and satisfactorily complete training shall be the basis for disqualifying staff during the probationary period.

Termination of Employment
After completion of the probationary period, termination or demotion is permitted only for good cause and subsequent to a formal hearing. 

YOUTH CORRECTIONAL FACILITY
	CHAPTER:
Operations
	SUBJECT:

Staff Training and Development

	POLICY NO.:
1.9

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY

Training programs for all staff shall be planned, coordinated, and implemented by the training liaison officer. This individual ensures that all training programs are presented by persons who are qualified in the areas in which they are conducting training. The inclusion of all personnel in training programs establishes a common understanding of objectives and policies, facility rules of client conduct, and the sanctions available. Programs shall be planned to meet the needs of each staff member’s respective job classification and shall be pertinent to his/her work with clients.

PROCEDURES

Program Design

The director, working in conjunction with the training officer and superintendent, shall plan and implement a training schedule that includes the following:

· pre-service orientation for new staff;

· in-service training in the practices, procedures, and skills necessary for working with clients;
· professional development and skills/techniques development in keeping with the latest information on the various components of the facility programs; and
· professional and career advancement training.
Basic Training Objectives

The following general objectives shall be implemented by the superintendent:

· to familiarize new staff members with the facility units and grounds;

· to inform new staff members of the department’s mission and facility’s goals;
· to provide staff with improved skills in their specialties;
· to provide a cadre of resource people for facility sections and programs; and
· to develop human relations skills to establish productive, meaningful, and professional relationships with clients.
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Fundamental Training

The following types of training are considered fundamental for all staff:

· facility philosophy, goals, policies, and procedures;

· emergency procedures;
· rights and responsibilities of clients;
· rights and responsibilities of staff; and
· working conditions and regulations.
The training staff shall use the following methods of training:

· packages and programs;

· instructors and speakers from outside the department;
· area specialists (i.e., court officials, university professors, consultants, pubic safety officers, fire marshals, and similar specialists);
· audio-visual programs; and
· correspondence courses.
Mandatory Training Requirements

All staff members shall receive forty (40) hours of orientation training prior to independent assignment. Orientation training shall cover at a minimum the following areas: 

· policy orientation;

· organization of the department and facility;
· facility programs;
· regulations of the department;
· overview of the local juvenile justice system;
· special training directed toward specific sections and/or task-oriented assignments;
· basic counseling techniques;
· procedures concerning security, counts, and discipline;
· emergency procedures;
· supervision of clients;
· signs of suicide risk;
· suicide precautions;
· use-of-force regulations and tactics;
· use of mechanical restraints;
· report writing;
· client rules and regulations;
· rights and responsibilities of clients;
· safety procedures;
· key control;
· communication skills;
· non-violent crisis intervention and conflict resolution;
· first aid; and
· cardiopulmonary resuscitation (CPR).
YOUTH CORRECTIONAL FACILITY
	CHAPTER:
Operations
	SUBJECT:

Uniforms

	POLICY NO.:
1.10

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:




POLICY

Behavior, both on and off duty, shall reflect positively on the Department of Youth Affairs.  All staff are expected to present themselves in a manner that exhibits a professional image, both in words and actions.  Employee dress and appearance while on duty must similarly convey professionalism, and must be consistent with employee health and safety.

PROCEDURES

Use of Class B

All uniformed personnel shall be required to wear Class B uniforms for general assemblies, special events, general staff meetings, or whenever instructed to or authorized by the director.

Use of Class C
All uniformed personnel shall be required to wear Class C uniforms from Monday through Thursday.  The use of black pants is required.  Note that the use of black shorts is permitted for personnel, whose duties are confined to the dorms, or for all personnel assigned to the grave shift.  Personnel shall use their better judgment in determining appropriate footwear.

Authorized Dress Down
Appropriate dress down shall occur for all personnel on Fridays, Saturdays, and Sundays only, or when authorized by the director.

Special Allowances
This policy encourages personnel use of civilian clothing whenever and wherever possible, where it would protect the identity of the clients’ association with the youth facility.  Any personnel unable to comply with the uniform policy shall communicate their concerns to their respective YSS/OIC, who will then, in turn, advise the director accordingly.  Note that the director has the right to make the final decision on any and all special allowances.
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	CHAPTER:
Operations
	SUBJECT:

Staff/Supervisor Relations and Grievances

	POLICY NO.:
1.11

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:

DOA Rules and Regulations

Chapter 12


POLICY

To encourage relationships between supervisors and staff that are mutually respectful:  When differences occur, resolution should 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 policy. Staff on permanent status shall be terminated only for just cause and, if requested, only after completion of grievances and appeals procedures, including an open and formal hearing on specific charges.

PROCEDURES

Program Involvement

Staff/supervisor relationships benefit from staff involvement in facility program planning. To encourage and enhance involvement, staff can participate in the following:

· monthly section staff meetings;

· specialized training program meetings;
· quarterly administrative meetings conducted by the director;
· section program planning;
· regular review of emergency program plans; and
· staff training and development.
Discussion

Staff are encouraged to discuss work-related problems informally with their supervisors before they use the formal grievance procedure. Both staff and supervisor should attempt to resolve grievances on the immediate 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 will be encouraged.

Grievance Procedures
These procedures shall provide a just and equitable method for the administrative resolution of discrimination complaints and/or grievances. These procedures shall apply to any staff member who believes he/she has experienced unfair treatment in any area subject to departmental control.
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Staff Rights and Restrictions

Each staff member shall have the right to enlist the assistance of an advocate at any level of the grievance or discrimination complaint procedures. The staff member will be allowed a reasonable period of time, during work hours, to prepare his/her case. No staff member shall suffer harassment or any form of retaliation as a result of exercising the right to appeal contained in the grievance procedure. The facility must provide the staff member with any nonconfidential information necessary for processing the grievance procedure, i.e., written forms or personnel policies. A staff member selected as a representative or a witness in a grievance-related act is required to give his/her immediate Supervisor reasonable advance notice so that his/her absence will not unduly interfere with facility operations. 

Issues Not Subject to Grievance

The following issues are not subject to grievance procedures under this policy:

· matters subject to final action outside the department, such as executive orders, legislative acts, regulations promulgated by other agencies, or adverse action appeals;

· selection or non-selection for promotion made from a group of properly ranked and certified candidates;
· action terminating a temporary promotion;
· termination of services of a probationary staff member;
· fitness for duty examinations;
· health benefits decisions; and
· violation of re-employment rights.
Implementation of Grievance Actions

A staff member must present any grievance within fifteen (15) calendar days after the alleged incident. A grievance may be rejected for any of the following reasons:

· the staff member fails to complete the informal procedures outlined in this policy;

· the grievance is not filed within fifteen (15) days of alleged incident;
· the grievance relates to matter beyond the department’s control; and
· the requested relief is not personal to the grievant.
Notification of grievances rejected shall be provided in writing by the director, indicating the reason for rejection and advisement of an appeal procedure.

Informal Grievance Procedures

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

· the staff member alleging a grievance must present the matter orally to his/her 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 ten (10) calendar days following the date of the grievance presentation; and
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Informal Grievance Procedures (continued)

· if dissatisfied with the decision of the supervisor, the staff member and/or designated representative may present the grievance to the next higher supervisory official ten (10) calendar days following the initial resolution attempt.
Formal Procedures

If the grievance is not satisfactorily resolved through informal procedure, the staff member or representative may present a written grievance to the superintendent within ten (10) calendar days following the final decision. This written grievance shall contain at a minimum the identity of the aggrieved staff member, the specific nature of the grievance, the corrective action sought, and the signature of the staff member and/or petitioner’s representative. The superintendent shall review the grievance and give the staff member a decision in writing within three (3) calendar days. If still dissatisfied, the staff member may make a written request within five (5) calendar days to the director that the matter be referred to a grievance committee. Within three (3) calendar days of receipt of the written request from the staff member, the director shall appoint a Grievance Committee to investigate the circumstances of the grievance, and to make a recommendation as to its disposition.

YOUTH CORRECTIONAL FACILITY
	CHAPTER:
Operations
	SUBJECT:

Sexual Harassment

	POLICY NO.:
1.12

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY

All employees of the Department of Youth Affairs have a right to work in an environment free of sexual harassment. Therefore, the department prohibits and will not tolerate any form of sexual harassment. All employees at all levels of the department must avoid offensive or inappropriate sexual and/or sexual harassing behavior, and have the obligation to treat everyone with the highest degree of respect. All levels of management will be held responsible for communicating this sexual harassment policy to employees and ensuring that the work place is free from sexual harassment.

PROCEDURES

The Department of Youth Affairs defines sexual harassment as follows:

· unwelcome, deliberate, or repeated sexual advances;

· request for sexual favors, whether or not accompanied by promises or threats with regards to employment relationship;
· any verbal or physical conduct that has the purpose or effect of substantially interfering with the employee’s ability to do his/her job;
· any verbal or physical conduct that has the purpose or effect of creating an intimidating, hostile, or offensive working environment; and/or
· other verbal or physical conduct of a sexual nature made to any employee that may threaten or insinuate either explicitly or implicitly that any employee’s submission to or rejection of sexual advances will in any way influence any personnel decision regarding that person’s employment, evaluation, wages, advancement, assigned duties, shifts, or any other condition of employment or career development.
Applicability

This sexual harassment policy will apply to, and will be enforced in all work environments and conditions from the office setting to the field and will encompass, both on and off duty activities, which are determined work-related or functions of the department.

It is advisable for employees, who feel that they are being sexually harassed, to warn the harasser that they find their conduct offensive. This initial warning, in many cases, may not only serve to abate the harassment immediately, but it may also serve to substantiate a claim of sexual harassment during the complaint procedures or during litigation proceedings.
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Complaint Procedures

Employees who have complaints of sexual harassment by anyone at work, including supervisors, co-workers, visitors, or clients, are urged to report such conduct at the earliest possible time to their immediate supervisor or department officials so that immediate investigation will be made to resolve the problem. If, however, the complaint involves the employee’s immediate supervisor or someone in direct line of supervision, or the employee is uncomfortable with his/her immediate supervisor, the employee may report the incident to the department’s EEO Counselor/Officer/Coordinator or directly to the Civil Service Commission.

There will be no retaliation against employees for reporting sexual harassment or assisting the responsible official in the investigation of a complaint. However, if after investigating any complaint of harassment or unlawful discrimination, the department learns that the complaint is not bona fide or that an employee has provided false information regarding the complaint, disciplinary action may be taken against the individual who provided the false information.
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	CHAPTER:
Operations
	SUBJECT:

Intake and Admission Procedures

	POLICY NO.:
1.13

	RELATED POLICIES:

	RELATED FORMS:
	OTHER REFERENCES:


POLICY
Juveniles shall not be detained unless one of the following conditions exists:

· he/she is a fugitive from another jurisdiction;

· he/she is charged with felony in the first or second degree and below the age of 16 years old;
· he/she is charged with a serious property crime or a crime of violence that if committed by an adult would be a felony;
· he/she is already detained or on conditional release in connection with another delinquency proceeding;
· he/she has a demonstrable recent record of willful failures to appear at family court proceedings;
· he/she has a demonstrable recent record of violent conduct resulting in physical injury to others; and/or
· there is no less restrictive alternative that will reduce the risk of flight, serious harm to property, or the physical safety of the juvenile or others.
PROCEDURES
Investigations and Determination
After a juvenile or a juvenile’s case has been referred to the facility, the YSS/OIC shall review the authorizing document for information on the juvenile such as name, age, and charge. Court orders should be reviewed for information and instructions. The purpose of this investigation is to determine whether the accused is a juvenile as defined by the courts and whether the judicial district is appropriate. If the staff member has any questions about the authorization document, he/she should have them answered before allowing the transporting officer to leave.

Prior to any further steps, the juvenile shall be informed of all steps in the intake process. The staff member should take time to explain anything the juvenile does not understand. The juvenile should be screened for any injury, intoxication, and acute illness. If there is any doubt about the physical or mental condition of the juvenile, the staff member shall screen him/her prior to acceptance. If the juvenile needs medical attention, the YSS/OIC shall refuse to admit the juvenile until the transporting officer presents proper documentation that the juvenile has been medically cleared by a physician.
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Authorization for Admission

A juvenile may be detained upon receipt of any of the following documents or information:

· an arrest report from the local or a special law enforcement agency indicating specific public offenses;

· an order of detention issued by the court; 
· a request from a probation officer due to alleged violation of probation conditions only when it is necessary to protect public safety, prevent self-injury, facilitate transfer, or ensure the presence of the juvenile at court hearings; or
· a request for a hold under the Juvenile Interstate Compact.
Deinstitutionalization of Status Offenders (DSO)

The Juvenile Justice and Delinquency Prevention Act of 1974, as amended, mandates that a status offender (a juvenile who has committed an act that would NOT be a crime if committed by an adult) or non-offender shall not be held in secure detention or confinement.

Exception 

· accused status offenders and non-offenders may be temporarily housed for up to forty-eight (48) hours, excluding weekends and holidays, for the purpose of identification, processing for transfer to a non-secure facility, or to court.

Classification
Each juvenile will be classified according to his/her age, gender, offense, level of risk, and program needs. Special consideration shall be made for juveniles, who are mentally, emotionally, or physically challenged, abused, or have any other noticeable conditions.

Orientation Process

The staff member shall treat the juvenile in a pleasant and courteous way, explaining each step of the admission procedure clearly before beginning. Both the juvenile and his/her property shall be searched upon admittance to the facility.

During this time, the staff member should look for possible disorientation or confusion, substance abuse problems, cuts, marks, tattoos, etc. A record should be made of any noticeable physical characteristics noted during this time.
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Admission Procedures 

1. Ensure proper documents for detention are received from the referring transporting officer.

2. Inform the juvenile of his/her Miranda Rights.

3. Conduct a strip search in the presence of the referring/transporting officer, including a search of the client’s head for lice/nits. (If during this process abuse or mistreatment is apparent or suspected the YSS/OIC should be notified immediately).

4. Photograph the juvenile:

a. If the juvenile is a returnee and has altered his/her appearance (e.g., new tattoos), a retake must be done.

b. Print the juvenile’s name, date of birth, social security number, and current date on the photo.

5. Complete admission form.

Note that medical insurance and shot records shall be obtained and verified by intake processing staff.

Showering Process

A staff member shall escort the juvenile to the showering area. The juvenile should disrobe, and the staff member should search, label and record all personal clothing and its condition. 

Adjustment Period

Once the juvenile has been assigned to a room and the assignment has been noted in the daily population log, the staff member shall review the juvenile handbook with the juvenile and answer any question he/she may have at this time.

The Unit leader shall explain to the juvenile that he/she will be on close-watch status during the first 48 hours. The juvenile shall be cleared by the facility nurse, psychologist or licensed therapist providing services to the department within forty-eight (48) hours.

During this adjustment period, the staff member must explain the rules and possible penalties for breaking those rules. Stress should be placed on the positive rewards of program participation and the privileges that can be earned by acceptable behavior in the facility. The staff member should also inform the juvenile of the sick call process.

Program Integration

Once the above process has been completed, the staff member shall take the juvenile to the living section and introduce him/her to the other juveniles. To ease in the initial adjustment process, the staff member shall introduce him/her to a juvenile who is outgoing but not overbearing. The staff member should explain to the juvenile that it is normal to feel nervous at first, and that he/she can use his/her room as a sort of retreat. Programs and Services shall be made available to all juvenile as soon as they are admitted to the facility.
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	CHAPTER:
Operations
	SUBJECT:

Shift Assignments

	POLICY NO.:
1.14

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY

To ensure proper supervision and prompt response to emergency situations, youth service workers shall be located in or immediately adjacent to client living areas. Written operational shift assignments or post orders shall state the duties and responsibilities for each assigned position in the facility. These shift assignments are reviewed at least annually and updated as needed.

PROCEDURES
Location of Shift Assignment
YSS/OIC shall make copies of shift assignments available in both a central location within the facility and on each facility post.

Scope of Assignment

The shift assignments shall cite specific and general instructions for the operation of every facility position. They cannot, however, cover every incident that may occur. The staff assigned to the position shall use good judgment and tact and pay careful attention to detail in discharging their duties, whether in the assignment or not.

Use of Shift Assignments
All youth service workers and YSS/OIC shall use facility assignments to familiarize themselves with the extent of the duties of each position and any changes that may occur.

The YSS/OIC shall instruct all newly recruited youth service workers to read, date, and sign the orders for the positions to which they have been assigned. The YSS/OIC shall also initial the form.

At the beginning of each shift change, all new staff members must read and sign the new shift assignment. The YSS/OIC in charge of the shift shall indicate that the staff member has read the assignment by initialing it.

Security of Shift Assignments
Shift assignments are for the exclusive use of facility staff and shall not be shown to clients or unauthorized persons at any time or for any reason.
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	CHAPTER:
Operations
	SUBJECT:

Searches of Locations and Contrabands

	POLICY NO.:
1.15

	RELATED POLICIES:

	RELATED FORMS:
	OTHER REFERENCES:


POLICY
Although control of weapons and contraband is essential to the order and security of the facility, indiscriminate searches of clients shall be prohibited. Only when there is sufficient reason to believe that the security of the facility is endangered or that contraband is present in the facility shall the search of a client, his/her possessions, room, and other areas of the facility be permitted. A search plan shall be established and made available to staff members. The plan shall be reviewed at least annually and updated as needed.

PROCEDURES
Searches are done for the following reasons:

· to prevent the introduction of weapons or other contraband into the facility;

· to detect the manufacture of weapons, escape devices, etc., within the facility;
· to discover and suppress exchange of contraband  between staff and clients;
· to check malicious waste or destruction of facility property; and
· to discover hazards to health or safety that may go unnoticed during routine inspections.
Searching Clients
The search of clients by all DYA personnel requires expertise in search techniques and a professional attitude.  A client should be informed, quietly and simply, of what is about to take place. The client should not be touched any more than is necessary to conduct a comprehensive search.

Strip Searches

Strip searches shall be performed only on entry to the facility, or when there is reason to believe that weapons or contraband will be found. A strip search shall be conducted by a staff member of the same gender as the client being searched. Strip searches shall be performed visually and in an area that ensures privacy.

When conducting a strip search, the staff member should do the following:

· have the client remove and step away from clothing;

· have the client run his/her hands through his/her hair;
· have male lift their genitals; have females lift their breasts;
· check backside; and
· have the client squat and cough.
YOUTH CORRECTIONAL FACILITY

Body Cavity Search

The body cavity search of the stomach, rectal or vaginal cavity of a client is strictly prohibited.

Only a physician or approved medical personnel may conduct a body cavity search, and such body cavity search procedure must be done in accordance to this policy.

Housing Unit Search
Searches of rooms should be unannounced, on an irregular schedule, and be performed by Supervisors or at least two staff members. These searches are designed to uncover contraband, prevent escapes, maintain sanitary standards, and eliminate fire and safety hazards. Each room should be completely searched before it is occupied by a new client.

The room should be left the way it was found, never in disorder. A client’s personal property shall be respected and never willfully discarded, broken, or misplaced. Clients should be present at the time of the search. If they are unable to be present, they should be given written notice after the fact, which includes a list of any confiscated articles.

General Area Search
A general search is made by the supervisors of the facility areas. This may be done as needed and preferably with the knowledge and consent of the superintendent. After a general search, a written report shall be filed with the superintendent describing the scope of the search, the results, and a list of any contraband found.

Search of Visitors
Visitors may be required to submit packages, handbags, and briefcases for inspection by facility staff. Staff may deny admission to the facility when they believe there is probable cause that a visitor may be concealing weapons or contraband. No search more extensive in scope than a frisk shall be performed on visitors. 

Visiting Area Search
Immediately before and after visiting hours, staff members assigned to the visiting area must conduct a thorough search for contraband. Clients shall not be permitted in the area until the search is completed. All clients shall be strip searched after visits.

Disposition of Contraband

All contraband confiscated during searches shall be turned over to the supervisor. The transfer of contraband shall be witnessed by two persons and a chain-of-evidence record shall be established. A report must be written describing the contraband and when and where it was found. This report shall be given to the superintendent, who will initial and date the report and forward it, along with the contraband items, to the director. The director shall either dispose of the contraband or forward it to the proper authority.

YOUTH CORRECTIONAL FACILITY
	CHAPTER:

Operations

	SUBJECT:

Control Center and Perimeter Security
	POLICY

NO.:

1.16

	RELATED POLICIES: 

	RELATED FORMS: 
	OTHER REFERENCES: 


POLICY
To maintain the internal and external security of the facility, a control center that is secured from client access shall be established to integrate all external and internal security functions and communication networks.  Designated perimeter entrances and doors shall be secured to ensure that clients remain on facility grounds and to prevent unauthorized public access to the facility.

PROCEDURES
Staffing the Control Center

The control center shall be staffed twenty-four (24) hours a day. The supervisor may assign additional staff as the situation dictates for training purposes.

Special Training for Control Staff
Control center operations shall be a part of the pre-assignment and annual training curricula. Training shall include a thorough study of the security procedures as well as knowledge of the center’s daily operations.

Major Responsibilities of the Control center Staff    

Control center staff shall perform the following duties:

· maintain  contact with all staff on duty through a system of communication developed by the facility superintendent;

· control all access to and from the facility;

· issue appropriate keys to staff members from the control center vault;

· contact the local police force, rescue squad, and/or fire department for necessary assistance when directed by the supervisor;

· maintain an up-to-date list of all staff  telephone numbers;

· maintain the control center log book; and

· maintain all appropriate information on client security, releases, and movements.

Control center staff shall check all communications systems, surveillance systems, and gate security at the beginning of each shift. This check shall include the following:

· fire detection and smoke alarms;

· unoccupied areas and storage rooms are kept locked;
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Major Responsibilities (continued)
· emergency gates;

· two-way radios;

· visual recorder system; and

· closed-circuit system.

Disturbances

When a disturbance occurs anywhere within the facility, the control center staff shall be notified first. They shall immediately notify the superintendent, YSS/OIC, and other appropriate staff. The staff must remain calm, gather and relay information thoroughly, and delegate duties indicated by the situation.

Front Entrance

The front entrance is usually the major pedestrian traffic point for entrance to and from the facility. Assigned staff shall identify all persons entering and exiting the facility, either by official picture identification card or authorization by the Director. They shall also record admission and departure information, including the following:

· a complete list of all visitors entering and leaving the secured facility and their destination within the facility;

· a record of all persons entering or exiting the secured facility who are not in possession of an official identification; and

· name, nature of business, arrival and departure times, and a brief notation of unusual circumstances surrounding any visit.

Firearms or other weapons

At no time shall law enforcement officers be in possession of firearms or other weapons while inside the confines of the secured facility. A secure storage vault shall be provided and receipts issued for safekeeping of weapons carried by law enforcement officers, while in the line of duty.

Vehicular Entrance
The vehicle entrance shall be used primarily for emergency and maintenance vehicles. All other vehicles requiring entry into the secured detention area must receive approval from the director. Vehicles exiting the Youth Correctional Facility must be thoroughly searched to prevent potential client escape or the unauthorized attempt to remove Government of Guam property from the said premise.

Internal Security
All Supervisors must ensure that all doors, windows, locking devices, and equipment are used correctly and are in good working condition.
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Perimeter Security
Prior to taking clients to the outside recreation area, or any area away from the unit, a youth service worker shall check the area for contraband, including the fence and the ground along the fence.

When the clients are outside the unit, there shall be a minimum of two (2) staff members escorting or monitoring their activities. Deviations may be permitted by the YSS/OIC.  Staff shall place themselves in strategic locations around the area or activity.

Clients will not purposely touch or hang on the fence, nor will they converse with people outside the fence. If a client talks of running from the secured unit area at any time, that client will not be permitted outside the unit on the particular day of the threat. Further restriction of outside privileges or activities is at the discretion of the YSS/OIC.  When bringing the clients back into the unit, staff members shall remain between the fence and the clients.
YOUTH CORRECTIONAL FACILITY

	CHAPTER:
Operations
	SUBJECT:

Facility Inspections and the Use of Permanent Logs

	POLICY NO.:
1.17

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY

Since permanent logs and regular security inspections are vital to the efficient operation of the facility, youth service workers in each housing unit, the supervisors in charge of the facility, and control center staff shall maintain permanent logs that record emergency situations, unusual incidents, and pertinent information about clients.

PROCEDURES
Types of Logs

The following types of logs are to be used by the Unit Leader:

· daily inspection of residence sheets (Tally Sheet);

· daily security, sanitation, and fire inspection forms; and

· daily logs of shift to shift status reports.

These logs should be completed by the appropriate staff member and forwarded at the end of the shift to the superintendent for review and filing.

Inspections

Visual inspections should be done to detect the following:

· damaged security screens;

· bent or spread bars;

· broken welds;

· cracked or cut bars on window sashes;

· any sign of steel filings;

· other evidence of tampering or weakness, such as fresh paint or discolored areas;

· unaccounted for or unmarked tools in any area; and 

· fire hazards.

All security devices shall be inspected by the supervisor on a weekly basis. A report shall be submitted to the superintendent, who shall be responsible for initiating corrective action when necessary.
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Inspection of Living Quarters

Living quarters should be kept clean and uncluttered. Inspection of these areas shall be made by the youth service worker. The superintendent shall initiate immediate action to correct any major hazards of an emergency nature, regardless of the shift.

Inspection of Areas Outside the Living Quarters
All areas of the facility must be included in irregular inspection by the supervisors. The supervisors shall search areas such as the facility school, the storeroom and/or storage rooms, shops, kitchen, and food service areas.

Innocent-looking areas are frequently used to conceal contraband. Coverings for opening, although securely fastened, may be removable. Therefore, trash containers, sanitary supplies, lockers, or other places for concealment must be searched.

The youth service worker assigned to each area outside the living quarters shall make a visual inspection both at the beginning and end of the shift and submit a report to the supervisor. The supervisor shall verify in writing that all youth service workers on his/her shift have submitted their reports.

Perimeter Security
Areas outside the facility must also be included in security inspections. Although less often, contraband does appear outside of a facility. The supervisor shall inspect receiving areas, visitor holding areas, outside doorways leading to the facility, and outside recreation areas. Inspection reports shall be submitted to the superintendent.

Follow Up

All results of physical security inspections will be recorded in the control room logbook. A report of all inspections performed will be submitted to the director.

Director’s Visit
Informal contact with clients and staff by the director shall be part of the facility’s operations. Director’s visits should be unscheduled and be conducted at a time when as many clients as possible are in the area. The director should observe living, working, and educational conditions and encourage informal contact with clients and staff.

Informal visits to the housing sections and classrooms should be made by the director or deputy director at least once a week, or as often as he/she deems necessary.

YOUTH CORRECTIONAL FACILITY

	CHAPTER:
Operations
	SUBJECT: 
Point of Information

	POLICY NO.:
1.18

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY

Incident reports or point of information are utilized to determine the character, extent, location, and time of occurrence of all incidents within the jurisdiction of the Youth Correctional Facility. Information obtained from these reports identifies hazards, isolates areas requiring immediate attention and allows department officials to eliminate the hazards or reduce their potency. All serious, significant or emergency events, which occur within or outside the Youth Correctional Facility, shall be reported immediately to the YSS/OIC, the superintendent, and the director.

PROCEDURES

Types of Incidents
Incident Reports should be completed in the following circumstances:

· fights;

· escape attempts/plans;
· suicide attempts;
· destruction of property;
· riotous behavior;
· repeated violations of rules;
· sexually acting out;
· injuries which occur during physical activities;
· medical emergencies;
· possession of contraband;
· operation or security compromise, i.e. unlocked doors, inaccurate count of juveniles, etc.; and/or
· all incidents where physical or mechanical restraint is used to control juveniles.
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Report Format

Report format should include the following information:

· ramifications of the juvenile’s actions;
· recommendation for corrective actions;
· issues that precipitated the incident;
· witness statement;

· injuries sustained;
· property damage;
· staff actions after the incident;
· superintendent’s recommendations to remedy situation; and
· any action ordered by director.
Summary

The incident report must be clear and concise while providing the YSS/OIC with all the facts and pertinent details to allow for concise decision-making. When identifying staffs and juveniles, who were involved, use the same name throughout the report. Do not identify a person by their last name only.

When discussing the use of physical or mechanical restraint, describe the progressive method in which de-escalation was applied; show the least restrictive to the more severe. In some incidents, the least restrictive method of de-escalation may not apply; therefore the application of a severe method of de-escalation is justified. Clearly indicate how the actions of the staff fits the action of the juvenile as it relates to the safety and security of other persons as well as the facility.

Routing of Incident Reports

Immediately after an incident has been resolved or addressed in such a manner that normal operation is obtained, those staffs involved shall submit an incident report. All reports must be completed and turned in to the YSS/OIC before being relieved from duty. The incident report will be forwarded to the superintendent and director for further action. All incidents concerning the operation or security of the facility will necessitate immediate notification by telephonic communication to the superintendent and the director. All reports and statements will be reviewed by the YSS/OIC and forwarded to the superintendent as soon as possible.  All incident reports shall be forwarded to the director, via the superintendent for final disposition on the appropriate, immediate course of action to remedy the situation.
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	CHAPTER:
Operations
	SUBJECT: 
Report Writing

	POLICY NO.:
1.19

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY

Reports are the principal source of information for the department. They facilitate notification to department officials concerning important matters. Reports are useful in calling pertinent conditions to the attention of the director, the courts or other governmental agencies. It is the department’s policy that all reports from a simple, brief memo to a complex, formal, investigation report require the application of certain standards. All reports must be clear, pertinent, brief, complete, current, accurate, fair, properly classified, informative, and objective.

PROCEDURES

Principles of Report Writing

The Report Should Be Clear

Unless your report is as simple and direct as possible, it is not likely to be accepted or used. It should include a clear statement of objectives or purpose, so that the reader can quickly evaluate it against this stated objective.

The Report Should Be Pertinent

Your report should deal exclusively with the stated objective, or the subject or functions with which it states it is concerned. If other subjects are introduced, they should be related to the major one and the relationship should be made clear.

The Report Should Be Brief

Although brevity is a relative matter and should depend upon the nature of your report and the use that will be made of it, it should be brief enough to be useful, but not so brief as to raise questions about its validity. Brevity is achieved by avoiding verbosity, and needless repetition, unnecessary detail, and all matters not bearing on the subject under discussion. It includes the ability to make your report unified, coherent, and emphatic.
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The Report Should Be Complete

Within the dimension of the assignment or stated objective, your report must be sufficiently exhaustive, so that the reader can use it with confidence.  Although again this is a relative matter, completeness means reporting all facts you have learned which have a bearing on the problem or case.  Partially stated facts are as misleading as falsehoods.  They can create a false picture in the mind of the reader and cause him/her to make decisions, which appear ridiculous in view of the complete set of facts.  The reviewer will only know as much about the problem or case as you report to him/her.  He/she must make a decision on what he/she has read and not on what you have in mind.  Your report must include all the pertinent and relevant information; leave nothing to the reader’s imagination.

The Report Should Be Current

Unless the information in your report is up-to-date as of the time of its use, it is likely to cause unwise or even erroneous decisions. Therefore, your report should be carefully dated, not only with respect to the time it was written, but as of the time the incident or investigation ended. In some situations, even a few hours may render the information obsolete.

The Report Should Be Accurate

Unless your report is as accurate as possible, it may be embarrassing to you, the director, and to others. If the report contains errors of substance or judgment, it raises doubts with respect to your methods of gathering information, the preparation of the report, or the competence of the person or persons who evaluated it. In order to be accurate, you must conform to the facts of the case.  A report is an exact recitation of the facts obtained without any addition or subtraction.  A fact is that which you know to be true by the use of any or all of your five senses. Any other information is hearsay; it must be given at the proper time and place in the report and labeled as such.

The Report Should Be Fair

Regardless of the type of report, fairness is essential to good documentation. In some reports, it may be difficult for you to be unbiased, but you must make every effort to recognize your difficulty, and to eliminate its influence on your reports. One way to achieve fairness is to report all of the facts. Nothing should be concealed or withheld because it tends to weaken your report or because it doesn’t fit your conclusion. Fairness can be achieved by keeping an open mind. Notate facts as you find them. Preconceived theories or theories based on guesses may cause you to attempt to warp, twist, contort, and even to concoct facts to fit these previous ideas. If you remember that as a report writer you are basically a fact-finder, you will eliminate this pitfall.
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The Report Should Be Properly Classified

If the substance of your report deals with secrets or classified information or, if the nature of the report is one requiring confidential treatment until it is released, this classification should be clearly stated.

The Report Should Be Informative

Your report should present the subject understandably and give proper emphasis to the matter requiring attention or action. Where appropriate or possible, alternative actions should be suggested together with the advantages and implications of each action.

The Report Should Be Objective

As a rule, the tone and content of your report should be entirely free of propaganda. This should apply to the detail, to the points of emphasis, and to alternative recommendations if they are made. Even when recommendations are made in the report, they should be supported by evidence, which gives them the quality of reliability. If personal opinion is included, it should be presented at the appropriate time and place and clearly labeled. 

The Report Should Be Written In Proper Form

Form refers to the arrangement of the material presented, the visual shape of the document, and the mechanical set-up. It refers to anything that will make your report more easily read and useful as a reference. It includes, among other things, proper paragraphing, proper indentation, proper underscoring, proper capitalization, or any device, which sets out the important phases of the report. Form includes the proper setting of the various headings of the report and the pertinent material of each. It refers to the proper inclusion of exhibits. It refers to the neatness of the report, the spelling, abbreviations, punctuation and preciseness of expression. If your report can be read easily, if the reviewer can find without difficulty those parts in which he/she is primarily interested; and, if the document can be used effectively for later reference, the report form is adequate.

The Report Should Be Presented on Schedule

Unless your report is made promptly and according to schedule, it may lose its effectiveness or, worse still, may arrive after the need for it has passed. In order to take no undue risks in this matter you should plan the completion of your report ahead of the deadline. This allows for deliberate re-reading or even the adding of last minute data or events. It also allows a margin of time in which to present your report before the reviewer begins to be concerned about its being presented on time. And, if you wish to supplement your written report with an oral presentation, your opportunity to do so is enhanced if you are ahead of schedule.
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	CHAPTER:
Operations
	SUBJECT:

Client Population - Count Principles and Procedures

	POLICY NO.:
1.20

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY
To ensure around-the-clock accountability of all clients within the secured facility, a system to physically count clients shall be established. In the event that the client count exceeds design capacity, the director shall initiate a review of each case to determine if conditions warrant transfer to a non-secured program, or recommendation for conditional release pending final disposition by the courts.

PROCEDURES
Responsibility

The youth service worker has primary responsibility for the completion of an accurate count and must be familiar with the specific ways of counting clients in different types of locations, i.e. housing units, open areas, or recreation areas. The youth service worker must encourage clients to accept regular counts as a necessity.

Principles of Counting

Informal, irregular counts or census checks shall be made by all staff supervising clients to verify that all clients are present. Typically, counts of this kind are made while clients are working, engaged in daily activities within the housing unit, etc. These counts are reported only when a client is missing.

The YSS/OIC or control center staff responsible for maintaining the logbook must be provided with current information about all client housing moves, work assignments, admissions to hospital, releases, and any other changes that may affect accountability.

Numerous escapes have been effective by the skillful use of dummies. Youth service workers must confirm they see a live body before verifying a client’s presence. When making counts at night, staff shall use flashlights judiciously. Enough light, however, should be thrown to avoid detection.

Each count must be made accurately, visually, and promptly. If the correctness of the count is doubted, a recount must be made. A head count or bed check will be taken at each shift change. The shift going off duty must not leave the building until the head count is acknowledged by the incoming shift.
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Principles of Counting (continued)

Clients in confinement status shall be checked at irregular intervals, but at least every fifteen (15) minutes. Each check shall be recorded in the control logbook by the unit leader. When a client is suspected of self-destructive behavior, the requirement for room checks will be increased to ten (10) minute intervals, or shorter whenever necessary. Any client who has demonstrated self-destructive tendencies must be treated as having suicidal ideations, and such cases be handled accordingly through counseling/case management personnel.

Official, Formal Count

At least one official, formal count during each shift, at a time determined by the superintendent, is mandatory. All clients must be counted simultaneously; clients will be counted at a specific location, and all movement of clients will cease before the count begins and remain so, until the total facility count is clear and correct.

A report of each count must be telephoned or radioed to the control room staff. All reports are to be coordinated to verify that the total count is correct and all clients are present. After reporting a count, each youth service worker shall remain in his/her area and prepare a count slip, which shall be used to verify the client count in writing.

Staff Accepting Count

The control center staff shall calculate the official client count in the control center logbook after all sections have reported. As each area reports its count, staff shall make a note on the count sheet.  A section not reporting their counts shall be noted and checked. If, after all counts are received and tabulated, a discrepancy exists, a re-count shall be called. If the count remains incorrect a second time, staff shall be sent to assist with a third count. No count shall be cleared until all counting errors have been determined and corrective action taken.

Count Slips

Each youth service worker must prepare the count slips carefully. These slips shall not be accepted by the control center staff if they are incorrect or have erasures, strike outs, or alterations of any kind. The youth service worker making the count will sign the slip.

Emergency Counts

An emergency count is an official count taken at any time other than a regular official count. During emergency counts, all clients shall be returned to their housing units. An emergency count must be taken if any staff suspect that clients are missing to determine who and how many clients may be gone. An emergency count must also be taken as soon as possible after a major disturbance has been brought under control to determine that no one has escaped, or is in hiding. The YSS/OIC must produce an up-to-the-minute count sheet for such use.
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	CHAPTER:
Operations
	SUBJECT:

Client Supervision and Movement

	POLICYNO: 
1.21

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY
To ensure client and public safety, clients will not be left unattended in any area inside or outside the facility. Intensive staff supervision is intended to reduce reliance on security hardware and to promote a positive relationship between staff and clients as the primary means of control.

PROCEDURES

Movement Supervision
The youth service workers should be aware of the location of all clients at all times. At least one of the youth service workers should have visual contact with each client. He/she should not leave his/her area of responsibility without first informing the supervisor.

Youth service workers should know the exact number of clients assigned to their section and be able to recognize them on sight. If a client leaves the section for any reason, this fact must be communicated to all appropriate staff. All clients must receive permission from staff to move about the facility for any reason. Youth service workers should make periodic head count to ensure the earliest possible detection of an absent client.

When moving clients from one area of the facility to another, one youth service worker should walk behind the group to detect a client attempting to leave the group. A head count should be conducted when the group arrives at its destination.

Taking Clients Outside

Youth service workers should explain what clients may and may not do outside before going outdoors. Clients may participate in activities and sit in assigned locations.   Monitoring by youth service workers while clients are outside is a must. In the event a client is leaving or returning to the area for an official and authorized reason and the youth service worker cannot leave the group to escort him/her, the supervisor should use other available staff.

Client Supervision

Client supervision by adequate YCF personnel for approved detail is required.  Under no circumstances shall any client or group of clients be given authority over any other client or group of clients.
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	CHAPTER:
Operations
	SUBJECT:

Transportation of Clients Outside the Facility

	POLICY NO.:
1.22

	RELATED POLICIES:

	RELATED FORMS:
	OTHER REFERENCES:

Manual of Operations 2.8


POLICY
To ensure the security and safety of juveniles during transfers, proper safeguards shall be used at all times by the staff members responsible for transportation.

PROCEDURES

Transportation

The following rules apply when transporting juveniles outside the facility in official vehicles:

· any vehicle used in transporting juveniles shall be properly licensed and inspected according to local law;

· the driver shall be properly licensed, and whenever appropriate at least two staff members shall accompany the juvenile in the  vehicle;
· the number of passengers shall not exceed the number of seats. At no time shall more than two people be in the front seat;
· juveniles are not permitted to operate or drive facility or staff vehicles;
· juveniles shall not be transported in open truck beds; 
· juveniles shall be restrained only when necessary and only by appropriate safety devices; and
· all persons in the vehicle shall adhere to Guam’s seatbelt law.
Use of Transportation Restraints
Juveniles in custody are not to be struck, pushed, or otherwise physically or forcibly handled. Situations will exist, however, where reasonable force is necessary to maintain the safety of the juvenile or others, including staff.

Approved security devices are to be used only in extreme circumstances. The use of such devices must be determined on an individual basis by the superintendent.

In situations where a large number of juveniles are being transported, trips should be scheduled so that adequate staff members are assigned. Youth service workers have the right to physically hold juveniles being escorted to and from the transportation vehicle.

For reason of safety as well as security, inside door latches of the transportation vehicles may be removed. Juveniles shall never be handcuffed to each other or any part of the vehicle when it is in motion.

Refer to this Manual of Operation section 2.8 (Client Classification) for policy on the use of mechanical restraints when transporting clients.
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	CHAPTER:
Operations
	SUBJECT:

Use of Official Vehicles


	POLICY NO.:
1.23

	RELATED POLICIES:

	RELATED FORMS:
	OTHER REFERENCES:


POLICY
To ensure proper use of official vehicles and guard against use of a vehicle in an escape attempt, the keys of all official vehicles parked in the facility parking lot shall be turned in to the control center whenever a staff member enters the secure portion of the facility.

PROCEDURES
Maintenance of Facility Vehicles
The maintenance section will assign a staff member to be responsible for maintaining proper operating condition of official vehicles assigned to the facility. Gas tanks shall always be at least half full, and vehicles shall always be legally equipped with safety devices and inspected.  Further to this policy, smoking is prohibited inside the official vehicle at all times.

Assignment of Official Vehicles
The YSS/OIC shall assign official vehicles for the conduct of official business only.  Keys for motorized vehicles shall be kept in the control center. A record of all keys issued shall be kept in the control center. This record shall include the following information:

· name of staff member to whom key is issued;

· time and date of key issue;

· purpose of trip;

· time key is returned;

· number of keys issued; and

· number on key ring.

All persons in the vehicle shall adhere to Guam’s seatbelt law.  Windows shall be closed and doors locked at all times when vehicle is not in use.  

Emergency Transportation
Ambulances shall be used in emergency situations. If the situation is too serious or life threatening to wait for an ambulance, the official facility vehicle shall be used. If it is not available, the supervisor may authorize the use of a staff member’s personal vehicle.

In all emergency situations and if possible, two staff members shall accompany the juvenile being transported. If possible, the juvenile’s medical file/documents shall be collected and forwarded to the location of the emergency room site.
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	CHAPTER:
Operations
	SUBJECT:

Key Control


	POLICY NO.:
1.24

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY
To maintain the security of the facility, all keys necessary for the operation of the facility shall be issued from and maintained in the control center.

PROCEDURES
Accountability
The key control system requires simple and efficient daily checks of all keys and locks within the facility by the YSS/OIC. A current inventory of all keys and key blanks shall be kept.

Recording and Storing of Keys
The master key shall be stored by the maintenance supervisor.  The cabinet must be kept in a separate secured area. Only duplicate keys shall be issued to authorized personnel.

Location of Locks and Padlocks
The superintendent shall keep records of padlocks and maps or blueprints showing the location of all permanent locks.

Any change in lock location or duplication of any key must be authorized by the director.

Inventory of Keys
Keys shall be recorded and stored for accountability. Staff must sign for all keys permanently assigned. Receipts shall be kept in the staff member’s personnel folder and the director shall keep a copy.

Issue of Keys
When a staff member goes on duty, he/she is issued a set of keys. When the shift is completed, the keys are returned to the secured key box, and the YSS/OIC verifies that all keys have been accounted for. Staff must have specific approval from the director to take a facility key home. To preserve the integrity of a secured facility, no staff member shall have a complete set of keys.  Staff shall have control/use of only those keys needed to accomplish their tasks or activity.

Client Handling of Keys
Clients shall not be allowed to handle keys.
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Lost or Misplaced Keys and/or Key Ring
A lost or misplaced key or key ring shall be reported to the YSS/OIC immediately, stating which key was lost, when the loss was discovered, and any circumstances surrounding the loss. A written report shall be submitted as soon as possible to the superintendent.

When any keys are lost or misplaced, proper security precautions must be taken to preclude use of the keys for unauthorized access or escape from the facility areas.  If there is sufficient reason to believe juveniles may have made duplications or impressions of the keys, locks shall be changed.

Handling of Keys
All staff shall observe the following key control procedures:

· when on duty, staff shall keep facility keys in their possession at all times;

· keys should be placed in pocket or key clip;
· the number of keys should be confirmed when exchanging keys from one staff to another;
· keys must never be dropped --- staff should exchange keys hand-to-hand, never tossing or throwing them;
· staff should not use force to operate locks --- if a lock does not function easily, the malfunction shall be reported to the YSS/OIC;
· staff should return damaged or broken keys to the YSS/OIC for replacement;
· clients are never permitted to handle work keys, however, they shall be given responsibilities to access their lockers with assigned keys; and
· staff should only have keys for their immediate unit to meet GOSHA requirements i.e.; primary and secondary key rings should both have access/exit keys.
Duplication of Keys
Unauthorized possession, alteration, marking, duplication, manufacture, or impression making of keys is prohibited. Any such incident shall be reported in writing to the director.  If criminal acts are involved, the offender shall be referred by the director for prosecution.
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	CHAPTER:
Operations
	SUBJECT:

Use of Force

	POLICY NO.:
1.25

	RELATED POLICIES:

	RELATED FORMS:
	OTHER REFERENCES:


POLICY

To prevent the possibility of serious injury to staff and juveniles, only the minimal amount of force necessary shall be used to control a juvenile, or situation in the facility. The use of force resulting in injury to staff or juveniles and the use of mechanical restraints shall be fully documented and reported to the superintendent.

PROCEDURES
Authority

Staff so authorized should use appropriate force when an escape is in progress or when danger to persons or property may ensue. In an emergency situation where prior authorization is not possible, a staff member shall use appropriate force and later justify his/her actions in a written report.

Levels of Force
Force, security equipment, and restraint equipment are intended to be used only as control measures and only when necessary. They are not intended and shall never be used as a means of punishment. Immediate medical attention shall be given to both staff and juveniles if injuries are sustained during use of force or restraint equipment. The following levels of force are authorized under the described circumstances.

Physical Handling
The first level of force available to a staff member is the use of his/her hands. Physical handling is justified to subdue unruly juveniles, separate participants in a fight, and in defending oneself, staff, juveniles, or other persons. It also may be used to move juveniles who fail to comply with lawful orders. As with any type of force, the amount of physical handling shall be only as much as is reasonable and necessary under the circumstances.

Restraint Equipment

The use of instruments of restraint should be applied, but not limited to the following situations:

· protection of a juvenile from self-injury;

· prevention of injury to others;
· precaution against escape for medical reasons under direction of a medical staff; and
· prevention of property damage.
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Use of Force Reports

The superintendent should be notified immediately when any type of force is used. A dated and signed written report, prepared by the staff member who employed force, shall be completed no later than the conclusion of that shift and shall include the following information:

· an accounting of events leading to the use of force;

· an accurate and precise description of the incident and reason for employing force;

· a description of the restraining devices, if any, and the manner in which they were used;

· a description of the injuries suffered, if any, and the treatment given and/or received; and

· a list of all participants and witnesses to the incident.

Disciplinary Action

When undue force is used, the alleged staff member shall be placed in administrative leave by the director, pending the outcome of an internal affairs investigation.  Only the director will make this determination, to include whether an internal affairs investigation is warranted.  Upon completion of the internal affairs investigation, and should the allegation be sustained, the director shall take appropriate disciplinary action on said personnel, pursuant to the adverse action process, and shall further decide of such allegation be forwarded to the proper authorities for criminal prosecution.
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	CHAPTER:
Operations
	SUBJECT:

Special Management Cases

	POLICY NO.:
1.26

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY
The facility shall provide special management for juveniles with serious behavior/emotional problems and for juveniles requiring protective care.

PROCEDURES

Special Management Program

Juveniles who cannot control their assaultive behavior or present a danger to themselves or others, or who are in constant danger of being victimized by other juveniles shall be placed on a special management program. An individual program shall be developed for each special management juvenile, and appropriate services and programs shall be provided.

The superintendent or YSS/OIC may order placement of any juvenile on special management in a security room when it is in the best interest of the juvenile and the safety and security of the facility. The superintendent shall review this action within seventy-two (72) hours.

The time a juvenile spends on special management status shall be proportionate to the need for safety and security, taking into consideration the juvenile’s prior conduct, specific program need, and other relevant factors. The superintendent shall review special management confinement daily.

Living Conditions and Checks

Juveniles placed in special management confinement must be afforded living conditions and rights approximating those available to the general population, unless clear and substantial evidence justifies an exception and administrative approval has been obtained. During confinement, potentially dangerous items shall be removed and the physical needs of the juvenile shall be met.

One staff member will be assigned by the unit shift leader to monitor the juvenile, which will include visually checking the juvenile every fifteen minutes and recording attitude changes, reasons for continuing confinement, all visits, and the physical and emotional condition of the juvenile.

Reporting of Special Management Cases

The superintendent must be notified immediately when any juvenile is placed on special management status. A dated and signed written report, prepared by the staff member who recommends placement of the juvenile on the program, shall be completed no later than the conclusion of that shift.
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	CHAPTER:
Operations
	SUBJECT:

Control of Security Equipment

	POLICY NO.:
1.27

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY

To ensure the safety and security of facility staff and juveniles, no firearm or weapon shall be worn or carried in the facility. At no time shall visitors be in possession of firearms or other weapons while inside the confines of the facility.

PROCEDURES

Availability

All security equipment shall be authorized by the director only. The availability, control, and use of security equipment shall be the responsibility of the superintendent.  Types and quantity of security equipment shall be based on an analysis of the facility and juvenile population profile. The YSS/OIC and superintendent shall be the only staff within the facility with access to the security equipment storage area.

Mechanical Restraints

Handcuffs shall be stored in a safe and secured location and be accounted for daily by the responsible YSS/OIC. All staff members will be sure that mechanical restraints do not leave the facility unless they are being used in transporting juveniles or for other security purposes. Serial numbers for all handcuffs must be recorded, and a monthly inventory must be reported to the superintendent.

Security equipment shall be issued after a receipt has been signed and duplicated.  Prior to the release of the equipment and when the equipment is returned, its condition should be noted and a copy of the receipt returned to the staff member. The original copy of the receipt shall be retained in a file for one year.

For procedures on the use of mechanical restraints, refer to appropriate mechanical restraint manual.
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	CHAPTER:
Operations
	SUBJECT:

Release of Clients

	POLICY NO.:
1.28

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY

Prior to the release of a juvenile, the staff must ensure that all facility obligations to the juvenile have been met. The staff member should assist the juvenile in developing a positive sense of closure from the experience in a secure facility.

PROCEDURES
Case Management Responsibility
The social worker must verify release dates, determine where the juvenile is going, including the person or agency to whom the juvenile is to be released, and assess the necessity for and availability of continuing services in the area where the juvenile will be living. This responsibility shall include, but are not limited to the following:

· determining the release arrangements to parent(s)/guardian(s) or a placement agency;

· arranging for the continuation of medical, dental, and mental health services or examinations; and
· arranging for the continuation of court sanctioned appointments and/or educational or work activities.
General Release Procedures

Staff directly involved with the release procedure must ensure the following:

· identification of the parent/guardian or agency representative receiving the juvenile;

· verification of signature(s) of the person(s) receiving the juvenile on the custody acceptance form;
· verification of release papers;
· completion of any pending actions, such as grievances or claims for damages or lost possessions;
· return of personal effects, especially medication;
· instructions for the forwarding of mail; and

· schedule of exit interviews.

The juvenile must sign the personal inventory form to receive his/her belongings. The admission and release signatures should be compared to verify the juvenile’s identity. If the juvenile is not released to a parent or guardian, that person shall be notified as soon as possible that the juvenile has been released from the facility.
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Transfers

The director shall allow transfers between programs of similar or dissimilar security levels for the following reasons:

· to provide the level of security or structure necessary to accommodate a juvenile who cannot be in an open setting;

· for the convenience of a juvenile or his/her family to facilitate visits or other necessary services to the juvenile; and
· because the juvenile cannot receive necessary mandated services at his/her present facility.
Transfer to Less Secure Site

The decision to transfer a juvenile between sites involves authorization by the following individuals or agencies:

· the court of placement; the remand or court order must provide for a nonspecific secure placement (e.g., Youth Correctional Facility, Cottage Homes not the name of a specific detention facility), or the approval of the court must be obtained and a new remand order secured prior to the transfer;

· the superintendents of the facility, after obtaining approval from the director; and

· any legal representative or authorities as designated by the court of  placement.

Prohibition against Transfer to an Adult Correctional Facility or Jail

Under no circumstances may the director authorize, initiate, or facilitate the transfer of a juvenile under the jurisdiction of the juvenile court to an adult correction or detention facility unless the juvenile has been legally waived, transferred, or certified to be under the jurisdiction of an adult court.

Non-emergency Medical and Mental Health Transfers

All non-emergency medical and mental health transfers shall only occur after a written order from the court of placement is received.

Emergency Medical and Mental Health Transfers

Emergency transfers for either medical or mental health reasons shall be in accordance with the policies already set forth in this manual. The juvenile caseworker shall notify the court of placement as soon as possible, but no later than the next business day after the juvenile leaves the facility.
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	CHAPTER:
Operations
	SUBJECT:

Facility Access for Off-Duty Staff

	POLICY NO.:
1.29

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:

Manual of Operation 1.18


POLICY

To ensure security related procedures are followed by staff members during off-duty hours, and other procedures related to maintaining security.

This policy does not include Administrative/Business visits, Monday through Friday, from 8:00 a.m. to 5:00 p.m.

PROCEDURES
All off-duty staff members entering the secured facility for any reason, other than a scheduled appointment with the superintendent must report to the YSS/OIC.

Non-supervisory staff members must have written permission from their YSS/OIC, or be participating as a registered volunteer in an approved activity.

YSS/OIC have the responsibility to direct the removal of unauthorized staff members from the facility.

An incident report shall be written and channeled according to rule 1.18 of this Manual of Operations.

Identification Badge/Card

All personnel entering the secured facility must have in their possession a valid identification badge or card issued by the director.
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	CHAPTER:

Operations


	SUBJECT: 

Communications (Meetings)
	POLICY NO.:
1.30

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY

In order to operate the facility in an efficient and consistent manner, a system of communication shall be established and appropriate channels of communication shall exist.

PROCEDURES
Meetings

A series of meetings shall be held at various levels at least monthly. These meetings should take a minimum of time without losing effectiveness. Suggested levels include administrative, supervisory, and unit staff.

Communications with Courts

The director shall, at least annually, advise the appropriate court(s) in writing of the extent and availability of programs and services at the Youth Correctional Facility.

Communications with Government Agencies

The director, or his designee, shall be able to respond to requests for information, advice or program inquiries, within the boundaries of confidentiality, from any governmental agency at any time. There shall be a system in place to receive inquiries and respond accordingly.

Director’s Staff Meetings

Director’s staff meetings shall be held each month; an agenda of discussion items shall be distributed prior to the meeting.  Attendees shall include supervisory staff to discuss policy and program changes and directives that are of general interest to the group. The director may use this meeting effectively to improve communications between sections and understanding of facility programs. Each participant is encouraged to present his/her concerns and accomplishments in his/her area of responsibility. Minutes of the meeting shall be developed and distributed to all attendees.

Staff Communication

All staff and volunteers shall have the opportunity to recommend changes, give advice and consult the director about ongoing operations. Minutes shall be forwarded to the appropriate YSS/OIC for feedback.
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	CHAPTER:
Operations


	SUBJECT:

Public Information and Media Access
	POLICY NO.:
1.31

	RELATED POLICIES:  

	RELATED FORMS:
	OTHER REFERENCES:


POLICY

A public information program shall be developed to promote an understanding of the facility’s philosophy and goals. All facility staff shall strive to maintain integrity and credibility with the general public, and with those persons and organizations legitimately involved with the Department of Youth Affairs.

PROCEDURES

Written Communication

The Public Information Officer (PIO) is responsible for the following types of written communication:

Official Correspondence: initial review of all official correspondence from legislative bodies, courts, law enforcement agencies and representatives of the news media.

Mandatory response: preparation of a written response to all letters within three (3) working days of receipt.

Correspondence records: recording of all incoming and outgoing official correspondence and copies of the correspondence.

Routing method: The PIO shall be responsible for informing appropriate officials of applicable correspondence. All replies to requests for information shall be answered unless some question about the validity of the information or an individual’s right to privacy exists; those requests may be referred to the Attorney General’s office for a legal opinion.
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Verbal Communication
The PIO shall be responsible for the following types of verbal communication:

News media visits: Visits from the news media are permitted and shall be handled through the director’s office.  The director shall do the following :

· allow media access to all program areas of the secured facility;

· preserve clients’ individual rights of privacy;

· portray a factual picture of the facility; and

· ensure that representatives of the media are aware of security restrictions.

Media statements: News media statements on legislation or government policy affecting detention purposes, or the function of the secured facility are the responsibility of the director. The director has the sole authority to comment on daily operations.

Contact with the public

Staff contact with the public is expected to be conducted with professionalism and respect. All staff shall receive special training to ensure prompt, courteous, and correct responses to inquiries. This training shall include the following:

· the Right of Privacy Act;

· approved telephone procedures; and

· basic instruction in policies relating to contact with the public.

Release of Official Information

Individual staff members receiving requests for official information from groups mentioned in this policy statement shall forward all requests to the director. All inquiries must be answered promptly and accurately and in complete compliance with local and federal laws governing public information and rights of privacy.  All official information and press release referring to the Department of Youth Affairs or facility policy, programming, or conditions shall be issued only by the director or a person specifically authorized to handle said request.  Note that the director must make these authorizations on a case by case basis only.

Communication standards

The PIO shall be responsible for the following standards of communication:

· all public statements must agree with policies approved by the director and be confined to areas of direct responsibility;

· clients may not be interviewed or photographed for news coverage connected with their delinquency charges, but they may be interviewed or photographed for news coverage of facility programs, with signed consent from the client and the appropriate custodian or guardian (as defined by statute); and
· no information on clients or their charges may be given to the media.
YOUTH CORRECTIONAL FACILITY

	CHAPTER:
Clients
	SUBJECT:

Responsibilities of Clients

	POLICY NO.:
2.1

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY

All detained clients have certain rights and responsibilities that must be recognized.  These are clearly defined, and both clients and staff shall be familiar with them.  Complaints of violations shall be subject to the grievance procedures.  A client’s refusal to accept the responsibilities that go along with the rights resulting in a rule violation may be subject to the disciplinary process.

PROCEDURES 

Rights and Responsibilities
Clients being detained have the following rights and responsibilities:

· Clients have the right to be treated respectfully, impartially, and fairly and to be addressed by name in a dignified manner.  In turn, they will treat all others in the same manner;

· Clients have the right to be informed of the rules, regulations, and procedures regarding their commitment status.  In turn, they will follow the rules, procedures, schedules and staff directives while detained;

· Clients have the right not to be subjected to corporal punishment, harassment, intimidation, harm, humiliation, or interference with normal bodily functions by other clients or staff.  In turn, they will not subject any other person to similar mistreatment;

· Clients have the right not to be discriminated against and will have the same access to all services and programs.  In turn, they will not discriminate against any other client or staff member or use language or behavior that would imply prejudice or discrimination;

· Clients have the right to participate in religious services and religious counseling on a voluntary basis, subject only to the limitations necessary to maintain facility order and security.  They will have access to clergy, spiritual advisors, publication, and related services that allow them to adhere to their religious practice.  In turn, they will not abuse any of the religious opportunities and provisions they are afforded;

· Clients have the right to nutritious meals, proper bedding, clean clothing, toilet facilities, daily showers, adequate lighting, proper ventilation, and an overall safe environment that is maintained in compliance with local fire and safety laws and regulations. In turn, they will help clean and maintain living quarters;

· Clients have the right to appropriate medical and dental treatment.  In turn, they have the responsibility to ask for medical or dental care when they need it;
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Rights and Responsibilities (continued)

· Clients have the right to call, write, and meet with their legal representative while in the facility.  In turn, they will abide by the guidelines set down by the facility and their attorney;

· Clients have the right to regular visits with their family and to send and receive correspondence, subject to the censorship policy of the facility.  In turn, they have the responsibility of conducting themselves properly during visits and of refraining from passing or sending contraband through the mail;

· Clients have the right to report any problems or complaints they may have while in the facility without any fear of reprisal.  In turn, they have the responsibility to report these incidents and to follow the facilities grievance procedures when making such complaints.  Clients also have the right to report any improper action taken against them as a result of a properly filed grievance; and

· Clients have the right to appeal any disciplinary action taken against them as a result of a rule violation.  This is in addition to their right to a response to their appeal in accordance with the appeal procedures.  In turn, they have the responsibility of initiating an appeal and following the proper procedures in the course of their efforts.

Client Uniforms

Clients shall be allowed to maintain one (1) set of civilian clothing in the intake office for activities taking place outside of the secured facility.  All adjudicated clients should be in YCF uniforms unless otherwise authorized by the director.  It should be a standard procedure, however that clients participating in department sanctioned client activities be dressed in civilian clothing.
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	CHAPTER:
Clients
	SUBJECT:

Rules, Regulations and Discipline

	POLICY NO.:
2.1A

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY

Rules of conduct and the consequences that may be imposed when the rules are broken are included in the Client Rule Book, which is designed for both clients and staff members.

PROCEDURES

Rule Book Distribution, Interpretation, and Translation

Once developed and approved by the director, a copy of the Client Rule Book, containing chargeable offenses and the penalties that may be imposed, will be given to each client on admission. The YSS/OIC will make arrangements for translation or interpretation for any client who has a problem with reading, or understanding any portion of the Rule Book. Clients must sign an acknowledgment of receipt of the Rule Book. This signed receipt shall be kept in the client’s file.

Staff Training

All staff members will be given a copy of the Client Rule Book. Staff who have direct contact with clients shall receive at least two hours of annual in-service training to ensure familiarity with the rules, the sanctions available to them, and the rationale for the rules.

Offense Priority

Prior to initiating a report or disciplinary action, careful attention should be given to the rulebook to determine the seriousness of the offense.  The penalty of a violation of one of the rules shall be proportionate to the seriousness of the offense.   In order of increasing seriousness, some examples are:

· Horseplay: This is a minor offense. However, it is important that the staff member knows the difference between two clients who are simply playing around and two who are attempting to cover up a more serious problem;

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

· Failure To Carry Out Assignment: Again, a single incident would be considered minor. The frequency with which this behavior repeats itself determines the seriousness;

· 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;
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Offense Priority (continued)

· Verbal Disrespect: This must be confronted and could conceivably be considered for disciplinary action, but it is not considered to be uncontrolled behavior;

· Destruction of Property: The degree of destruction and the value of the property destroyed will affect the seriousness. Staff must always distinguish between intentional and accidental damages;

· Stealing: The seriousness will be affected by the intent of the action;

· Sex Offense: This involves voluntary participation, not a forced encounter. Once force is used the offense becomes assault and is of a much more serious nature;

· Disobeying a Direct Order: Refusal to stop or refusing to initiate a particular behavior or activity ordered by a staff member is considered an offense;

· Intimidating or Threatening: Intimidating or threatening another person must be considered a serious offense warranting significant consequences;

· Possession of Contraband: Being in possession of any item that can be used as a weapon or for purposes of escape (e.g., matches) or that has not been specifically authorized (e.g., money) is considered a serious offense;

· Verbally Uncontrolled: When a client is cursing, threatening, and, after being warned to cease, has refused to do so;

· Gang Activity: Any independent grouping for the purpose of intimidating other clients or staff;

· Absent Without Leave (AWOL) or Escape: This is a law violation and would warrant placement of charges with the court. An attempted escape warrants immediate room restriction;

· Fighting: Any physical violence should be considered one of the more serious offenses and warrants immediate room restrictions; and

· Assault: An intentional physical attack on an individual that inflicts serious injury or harm should be considered a very serious offense and warrants immediate room restriction. In addition, placement of charges with the court may be indicated.

Discipline

All staff members will make every effort to maintain control of clients through methods of positive reinforcement, such as an incentive system, which involves rewarding desirable behavior and not rewarding undesirable behavior. Rewards include participating in special activities.

Discipline will be administered to create a learning experience for the client and will be commensurate with the seriousness of the misbehavior. Discipline must never be administered in a way that would degrade or humiliate the client. The following actions must never be used as a means of discipline or punishment:

· corporal punishment;

· physical restraint;

· psychological intimidation;

· denial of regular meals;
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Discipline (continued)

· denial of medical care;

· denial of sufficient sleep;

· denial of sufficient exercise;

· denial of contact with parents/legal guardians; and
· denial of legal assistance.
Discipline Measures

Most misbehavior may be handled by counseling the client in a manner, which is educational and positive. Until this option has been tried, other options should not be used.

WARNING

The staff member issuing the warning shall communicate what the offense was and the desired expectation, with the understanding that, if the offense is repeated, specific disciplinary action will be initiated.

ACTIVITY RESTRICTION

A YSS/OIC may exclude a juvenile from participation in activities for a period of time, depending on the circumstances. For instance, misbehavior in the cafeteria may warrant a cafeteria restriction, while poor conduct in another area may result in restriction of a different activity.

ROOM RESTRICTION

Room restriction shall be used only when it is absolutely necessary for the protection of clients or staff or for controlling self-destructive behavior. The client shall be returned to his/her regular program as soon as possible. The YSS/OIC and the superintendent must review all disciplinary actions.

A juvenile may be restricted to his/her room for minor misbehavior for a period specified at the time of assignment. The amount of time varies depending on the nature of the violation and circumstances and shall require the approval of the YSS/OIC. Prior to room restriction, the reason for the restriction shall be explained and the juvenile must have an opportunity to explain his/her behavior. During room restriction the door must remain locked, and staff contact shall be made at least every fifteen minutes, depending on the juvenile’s emotional state. The juvenile shall assist in determining the end of the restriction period.

Based on the facts of the incident, only the YSS/OIC or his/her designee may authorize room restriction.  The staff member shall complete a due process form and/or room restriction report that describes the client’s behavior and notes the client’s room restriction in the log. The log shall refer to the forms filed in the client’s jacket.

The staff member responsible for monitoring the client during the period of restriction shall keep a room restriction check sheet. The client shall be checked every fifteen minutes, and a note shall be made on the check sheet each time. The incident report and room restriction check sheets are to be placed on file after the client is released from restriction.
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GROUP LOCKDOWN

Normally, there shall be no total group lockdown without the approval of the YSS/OIC. Immediate group restriction is allowed if there is an obvious security, safety, or operational factor.  In these cases, the YSS/OIC must be notified.
INTERNAL BOARD OF REVIEW (IBR)

The Board of Review shall meet as often as necessary, and shall have the responsibility of hearing and making recommendations to the director for those violations that are serious and persistent.

EVALUATION AND REVIEW

The director shall review the policies relating to client rules and discipline annually to examine the existing practices and consider suggestions for revision. The director shall inform, in writing, the superintendent of any changes made to such policies relative to client rules and discipline.
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	CHAPTER:
Clients
	SUBJECT:

Grievance Procedures

	POLICY NO.:
2.2

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY

Clients have the right to file grievances against any behavior or disciplinary action of staff or other clients. Grievances that have not been resolved informally shall be filed according to the procedures outlined below.

PROCEDURES
Informal Resolution

A client may select a representative or spokesperson from the staff at any time during the grievance process.

Reasonably brief time limits shall be established for resolution, and all responses to a grievance shall be in writing. Failure to respond within the required time limit entitles the client to proceed to the next level of review. A client with an emergency grievance (e.g., isolation, lack of essential medical care) shall receive action that can provide immediate redress.

The grievance procedure itself must be used to determine whether a specific complaint falls within the jurisdiction of the grievance procedures. The superintendent and the director must be notified immediately of all complaints against staff members or other clients, regardless of the allegation.

Filing a Formal Grievance

Clients must have access to grievance forms, which shall contain the name of the client, the date, the person or policy grieved, and the nature of the grievance. Grievance forms should be submitted to the YSS/OIC, who will in turn notify the superintendent with a copy immediately sent to the director.  If a client cannot gain access to the YSS/OIC, a staff member shall make the delivery.

YOUTH CORRECTIONAL FACILITY

Levels of Review
There are three levels to the review process:

1) Independent assessment by the superintendent, in which the findings are transmitted to the director for his/her review.  The director may concur with the findings and close the complaint, or forward the complaint to the Internal Board of Review.

2) Hearing by an Internal Board of Review committee within three days of the receipt of the grievance request. The committee may recommend any or all of the following actions:

· transfer of the staff to another section;

· disciplinary action against the staff member or client named in the grievance;
· further investigation;
· changes in policy or procedure; and
· place client on protective custody.
3) Administrative evaluation by the director or designee. The director shall review the committee’s findings within three (3) days and submit his/her report to the client.

Internal Board of Review Committee
The committee shall be composed of members appointed by the director.  Members shall be selected from the various sections/divisions of the department, two of whom shall be appointed Chairman and Vice-Chairman respectively.  Number of membership shall be at the discretion of the director, provided that the minimum shall be four.  This committee shall be responsible directly to the Department of Youth Affairs and shall have the responsibility of hearing and making recommendations to the director for the sanctions or disciplinary actions to be imposed for the client’s discipline.  The director shall approve or disapprove the recommendations of the committee, but shall advise the committee of his/her reason(s).  The committee shall not have the power to override the decisions of the director.

The director may remand the decision of the committee for new proceedings if, on the review, the proceedings are found to be deficient due to any of the following reasons:

· failure to adequately notify the client of the hearing;

· failure to state the correct date of the offense;

· lack of impartiality of the committee; and/or

· improper exclusion of witnesses.

Hearing Procedures

The client shall be present at the hearing unless he/she displays improper behavior during the hearing or waives that right in writing, and may have his/her caseworker present.  The client may be excluded during testimony given in confidence, and the reasons for such absence or exclusion shall be documented.  The client is given an opportunity to make a statement, present documentary evidence, and have in attendance anyone who has relevant information, except when doing so may jeopardize the life or safety of persons, the security, or order of the facility.  Any denial of witnesses must be documented in writing.
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Civil Action resulting from a Grievance

If a client believes that his/her civil rights have been violated and are still in jeopardy, he/she shall be encouraged to pursue legal action.
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	CHAPTER:
Clients
	SUBJECT:

Access to Courts
	POLICY NO.:
2.3

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY
All clients must be protected from discrimination based on race, gender, religion, age, marital status, creed, disability, or political beliefs and must have equal access to programs and activities.  They must be assured that seeking judicial relief will not be met with reprisal or penalty and will have uncensored, confidential contact by telephone, in writing, or in person with legal representative.

PROCEDURES
Some clients (i.e., first time offenders or clients outside the court's jurisdiction) may not have had the opportunity to be advised by legal counsel.  The YSS/OIC shall contact the caseworker to verify if there is an attorney of record for a particular client.

The YSS/OIC or youth service worker shall inform a client of his/her legal resources available. At no time are staff to engage in conversation that might in any way be construed as offering legal advice regarding the client’s case, and under no circumstances should the staff question a client regarding the alleged offense.

Communication with Legal Representative
Phone calls
Initial contact with the client’s legal representative should be made during the initial screening process.  The youth service worker must place a call to the client's legal representative, or the public defender's office upon client’s request.  If the client is unable to make telephone contact, the parents/guardians must be asked to assume responsibility for completing the call.

Clients will be permitted to phone their attorney.  If, however, an attorney has communicated to the staff that calls shall only be placed during specific time periods, the staff must comply with this request.  If the attorney is not available, a message must be left to return the call.

Calls are usually limited to avoid unnecessary intrusion upon the legal representative and facility staff.  However, if a client indicates important information that needs prompt attention of his/her legal representative, further calls must be placed.  This determination shall be made by the YSS/OIC.
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Written Communication

A client's hand written or dictated message must be mailed or delivered to his/her legal representative.  Written messages must be unopened and uncensored.  Dictated messages must not be censored or opened once the message has been completed for delivery.  Mail from the court or other legal authority to a client must not be opened.

Visits

A client's legal representative may visit him/her at any time the minor is incarcerated at the facility.  If the client requests a visit with his/her legal representative, a youth service worker will see that such request is relayed, and that accommodations are made accordingly.
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Access to Telephones
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POLICY

To maintain ties with the immediate family and contact with attorneys, each client shall have equal and adequate access to telephones.

PROCEDURES

Outgoing Calls

Upon admission to the facility, a client may make one local call to his/her parents, legal guardians, foster parents, custodians, or attorney at times designated by the supervisor.

If a client needs assistance in placing a call, the staff member shall place the call and remain present at a distance, which allows for the client’s privacy. The duration and frequency of outgoing calls shall be limited to allow for equal opportunity and access to all clients.

Incoming Calls

Clients may receive calls from court personnel, social workers, police officers, and lawyers when such phone calls do not interfere with legitimate programming. The staff member answering the telephone shall take appropriate steps to validate the legitimacy of the phone call.

Attorney Calls

A client may phone his/her attorney at any time; provided, however that such phone calls do not interfere with the client’s scheduled activities. The number of calls shall be limited on weekends and holidays.

Logging Client Telephone Calls

All client telephone calls shall be scheduled and supervised, a telephone log shall be established and maintain by the unit shift leaders. All telephone calls received or made by clients shall be documented in the log, and the following information shall be recorded:

· date and time the call was received or made;

· name of the client receiving or making the call;

· name and telephone number of the other person if the client made the call; and

· time the call was completed.

The staff member monitoring the call shall initial the log.  Incoming and outgoing phone calls will be monitored by the staff for the client’s reactions/behavior and at any time during the phone conversation the client becomes unruly, rude or insulting, staff shall terminate the call.
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Correspondence
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POLICY

The facility recognizes each client’s need for and right to maintain contact with persons outside the facility and, more importantly, asserts that he/she may do so with reasonable degree of privacy.

PROCEDURES
Correspondence

The amount of mail a client may send or receive is unlimited except when the facility provides postage. Excluding legal correspondence, the facility shall provide postage for a minimum of two letters each week for each client.

Client letters, both incoming and outgoing, are not read by any staff member except where clear evidence justifies such action. If correspondence is to be read, the client must be present when the letter is opened. If any contraband is found, the letter and its contents must be directed to the YSS/OIC. If no contraband is found, the letter must be given to the client immediately.

Legal correspondence must never be opened. Clients are permitted to send sealed letters to specified persons and organizations, including, but not limited to the following:

· courts;

· legal counsel;

· officials of the detaining authority; and

· administrators of grievance systems.

Packages are subject to inspections at the discretion of facility staff. The client must be present during the inspection and notified of any items withheld. The action must be recorded on the client’s property inventory sheet.

A released or transferred client shall be permitted to take all personal mail. Additional mail must be forwarded, unopened by the superintendent. If no forwarding address is available, mail must be returned, unopened to the sender or post office.
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Restricted Magazines, Newspapers, and Periodicals

The superintendent shall confiscate any material that meets the following criteria:

· contains instructions for the manufacturing of explosives, drugs, or other unlawful substances;

· advocates violence within the facility;

· advocates racial, religious, or national hatred; 

· encourages criminal sexual behavior; and

· behavior against facility rules.
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POLICY

The facility administration encourages clients to maintain ties with their families limited only by staff demands and the availability of visiting facilities. Generous visiting hours are encouraged for all clients.

PROCEDURES

Authorized Visitors

Only immediate family members (parents/guardians, grandparents, brothers and/or sisters) shall be allowed to visit clients unless otherwise stipulated in a court order.  Extended family members, such as uncles, aunties, cousins, etc. shall be allowed to visit upon the recommendation of the counseling and case management unit and the approval of the director.

Attorneys, clergy, government officials, legislators, and media representatives may be approved for visitation by the director on a case-by-case basis, and shall not count against the client’s normal visiting schedule. A special area shall be set aside for official interviews.

Visitor Sign-In

Every visitor shall check in with security immediately upon arrival at the facility. Handbags and briefcases must be left in their personally owned vehicle.  Only one key and the individual’s photo identification shall be allowed into the secured facility.

Identification

All visitors shall be required to produce positive photo identification before entry to the visiting area. Only the YSS/OIC may grant exemptions. A parent or guardian must accompany visitors under the age of eighteen.

Distribution of Visitation Rules

The superintendent shall make available to parent(s)/guardian(s) the procedures governing visits in the secured facility. This information is to be made available by the YSS/OIC to each client on arrival at the facility and shall be made available to visitors prior to their arrival at the visiting area. The notice should include the following information:

· days and times for visiting;

· approved visitors (parents, other family members, etc. );

· the number of visitors a client is allowed to have at one time;

· regulations concerning special visits;
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Distribution of Visitation Rules (continued)

· the possibility of being searched, notice of which shall also be posted in a conspicuous place outside the visiting area;

· items allowed in the visiting area by the client and visitor; and

· the statute on trafficking, which shall be posted in a conspicuous place outside the visiting area.

Special Visits
Special visits may be granted with prior coordination by the client caseworker and/or the director on a case-by-case basis. Every effort shall be made to allow special visitation privileges for hospitalized clients.

Denial of Visitation
A denial of visitation privileges shall be based on the safety, security, order of the facility and the safety of the individuals involved. The client shall be notified in writing by the YSS/OIC of a denial of visitation that includes the name of the restricted or prohibited visitor, the name of the person making the decision, and the client’s right to appeal the decision.

A client may also deny any visitor. Known ex-offenders, including family members, are prohibited unless the director has given his/her prior approval.

The YSS/OIC may also terminate a visit based on the safety, security, and order of the facility. Visitors, whose visits are terminated, shall be notified of the specific causes for the termination, and an incident report shall be prepared and filed.

Volunteers

Volunteers are subject to all provisions of these procedures, except that their visits will not count against the client’s normal visiting schedule.

Searches of Visitors

A visitor shall be informed about why the request for a search is being made. The inspection of handbags, briefcases, and packages shall be governed by the security needs of the facility.

Contact Visits

Clients and their visitors shall not be physically separated unless required by security needs. They shall be allowed as much informality and privacy as possible.
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	POLICY NO.:
2.7
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POLICY

Furloughs are permitted for the purpose of reinforcing the rehabilitation program and to strengthening family involvement.

PROCEDURES

Eligibility

Each client undergoing the Step Plan program, and who attains the level of eligibility for furloughs shall be permitted to be temporarily released to their parents/legal guardians. 

Conditions

The following conditions must be met before approval can be given:

· attain step level three or four;

· perform all required conditions satisfactorily;

· be recommended by peers and staff member(s); and

· must have an approval from parents, legal guardians  or a court ordered sponsor.

Approving Authority

The client’s caseworker will review all pertinent records and reports prior to submission of a furlough request to the director. Staff members directly involved with the daily activities of the client will assist the caseworker in determining if a client should be recommended for furloughs.  The director or his designee will approve or disapprove all requests for furloughs.

Special Furloughs

Special furloughs are permitted only if approved by the director or if the court, within its jurisdiction so orders. The following are some examples of special furloughs:

· death in the immediate family;

· a natural disaster has been declared and the client’s presence at home will be both beneficial to the client and his/her family; and

· an integration into the family structure has been approved by the court (Quality Time).

The parents/legal guardians and the client’s caseworker must coordinate special furloughs. The superintendent must review the furlough request before submission to the director for his actions.
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	SUBJECT:

Client Classification

	POLICY NO.:
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	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY

The objective and obligation of the facility is to protect the community by keeping and rehabilitating those clients referred by the local courts or any authorized law enforcement agency. To insure the security of the facility and the effectiveness of the rehabilitation program, a classification system designed with a specific level of custodial supervision and rehabilitation treatment program shall be provided for each client.

The classification system is designed to structure placement decisions allowing for uniform response to risk and program needs.  Factors such as the juvenile’s history of violence, the number of previous adjudications and/or out-of-home placements, and behavior are all considered when it comes to classifying a juvenile.

With respects to client activities involving educational experiences or programs promoting self-esteem and self-worth, all clients including continuing jurisdiction clients (CJC), pre-trial detainees (PT) and those with the adult classification be eligible to attend; provided, however, that they are controllable and understand the reward/consequence factors for their choices.  Note, however, that new admissions, still undergoing the initial 48-hour period, shall not be eligible to participate in client activities, unless authorized by the director, because they must remain on-campus for counseling assessments and observation by YCF personnel.
PROCEDURES

Custodial Degree

Youth Development’s Counseling and Case Management Unit shall have the responsibility of developing and implementing the Step Plan Program with the approval of the director.  In the event the Step Plan is updated, this Manual of Operations would not have to be amended and such an update of the Step Plan must simply be approved by the director.  The Counseling and Case Management Unit shall determine the classification of clients.  The custody exercised over a client may be greater, but shall not be less than that described in the following:

· Maximum (security risk) (close confinement)

This degree of custody requires and permits the most secure housing, preferably inside a room with single room occupancy and within the main security area.  Assignments or activities are to be conducted within the main security area and during day schedules only.  The client shall constantly be on locked-down status unless direct supervision is provided.  Should the client be required to exit the dormitory area, such as for fresh air time, or transporting, a minimum of two staff members, if possible, shall provide escort, and the client shall be adequately mechanically restrained.
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Custodial Degree (continued)

· Close (constant supervision)

This degree of custody requires any housing within the main security area.  The client shall be eligible for any day assignments or activities within the facility.  He/she shall be limited on participating in outside work detail.  The client shall be under immediate and constant supervision.  When being transported outside the secured facility, the client shall be adequately mechanically restrained.

· Medium supervision

This degree of custody requires any housing within the main dormitory area.  Assignments or activities are permitted within the facility.  Details outside the facility shall be limited to groups of not more than three clients per one staff member.  Clients under this classification shall be under frequent and direct observation of the assigned staff member.  When being transported outside the secured facility, upon the transporting officer’s discretion, mechanical restraints shall be used as needed.

· Minimum supervision

This degree of custody requires any housing unit.  The client shall be eligible for off-campus school or work programs.  Responsibility shall be assigned to any authorized person or agency for the supervision of assignment, activities and the presence of the client.  When being transported outside the secured facility, upon the transporting officer’s discretion, mechanical restraints shall be used as needed.

· Clients between eighteen (18) and twenty-one (21) years of age

Clients are to be assigned to the CJC wing.  This unit is designed for physical separation and includes the following:

· meals are served in house or the client is escorted to the cafeteria;

· recreational activities are conducted separately and away from clients below eighteen (18) years of age;

· special activities such as holidays are to be conducted with clients separated and away from clients below eighteen (18) years of age; and

· when being transported outside the secured facility, upon the transporting officer’s discretion, mechanical restraints shall be used as needed.
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	CHAPTER:
Clients
	SUBJECT:

Disciplinary Reports

	POLICY NO.:
2.9

	RELATED POLICIES:


	RELATED FORMS:

Client Due Process
	OTHER REFERENCES:


POLICY

Staff shall prepare a disciplinary report when a client has committed a violation of the facility rules or regulations.

PROCEDURES

Reports of Disciplinary Action

If there is a reasonable belief that a client has committed a violation of the rules and regulations, the staff member may choose to either verbally warn the client or submit a disciplinary report to the YSS/OIC. A disciplinary report should contain the following information:

· specific rule(s) violated and the details;

· behavior of the client in connection with the violation;
· all action taken by the staff member(s), including any use of force;
· name(s) of any witness(es);
· description and disposition of any physical evidence regarding the violation;
· signature of reporting staff member and the date and time of the incident and report;
· the client’s written account of the incident may be required by the superintendent; and
· client’s due process form must be completed by the staff and client.
Individual Discipline Plan

An individual discipline plan can be used for short-term discipline and serve as a behavior profile for evaluation reports. The plan documents repeated misbehavior and should contain a time expectation for restoration of privileges.

Investigation

If the superintendent believes it necessary, he/she may appoint an impartial person to investigate an alleged violation.  During the process of the investigation when it appears that an incident may be subject to criminal prosecution, the investigation procedures shall be suspended and the director notified. The director shall notify law enforcement authorities to conduct an investigation.
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Confinement

	POLICY NO.:
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	RELATED POLICIES:


	RELATED FORMS:
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POLICY

After all other techniques and resources have failed and when the client’s behavior warrants, short-term confinement may be imposed as a disciplinary measure.

PROCEDURES

Use of Short-Term Confinement

Confinement shall be used only with the authorization of the YSS/OIC.  It shall last only as long as is necessary for the client to regain self-control and be returned to regular programming. The superintendent must make direct personal contact with the client during confinement. A staff member witnessing a serious offense being committed by a client may place such client in confinement but shall immediately submit a written report to the YSS/OIC. The report should include the following information:

· name of the client;

· date and time of confinement;

· name(s) of staff member(s) recommending confinement;

· reason(s) for confinement, including description of behavior; and

· unsuccessful alternatives used.

Confinement periods longer than twenty-four hours shall be reviewed by the superintendent. Each client confined shall have the right to a hearing before the Internal Board of Review.

Exercise Periods

Each client in confinement shall be allowed a limited daily exercise period outside his room. This exercise period shall be separate from the daily activities of the general population. If the client refuses to participate in the exercise period, the staff member should ensure that this incident is recorded in the log.  The YSS/OIC shall provide a written report to the superintendent.
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	RELATED POLICIES:


	RELATED FORMS:
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POLICY

To further program goal achievement and preserve a degree of personal identity consistent with safety and security requirements, clients shall be allowed to retain a reasonable amount of personal property.

PROCEDURES

Authorized Personal Property

Clients may retain the following items of personal property:

· legal documents (will be maintained in the client’s personal jacket);

· family pictures (not to exceed three);

· prescription eyewear; and/or

· dentures.

The quantity of clothing, footwear and educational articles should not exceed the facilities requirement.
Confiscated Personal Property

The staff member shall collect items such as watches, rings, wallets, and other articles from the client at the time of admission. All items shall be checked for contraband. Money must be placed in a secured safe by the YSS/OIC and noted on the chain of custody form.

Purses and suitcases shall be tagged and listed on the client’s personal property card, including description and brand name. Storage location, such as the Intake Office safe and/or a storage room, shall be listed on the property form.

Confiscated property must be returned to parents or legal guardian as soon as feasibly possible.

Verification and Security of Property

Following completion of the client property record form, the staff member shall do the following in the presence of the client:

· address and seal any package(s) to be confiscated/returned; and

· seal all boxes or cartons to be stored and clearly mark the client’s name and date of storage.
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Verification and Security of Property (continued)

All property must remain in a securely locked area or under direct staff supervision at all times until it is delivered to the client’s parents, legal guardians, and or any authorized law enforcement official. Any loss of personal property shall be investigated. Compensation shall be made if lost personal property is not restored.

Unclaimed Personal Property

When a client is released without claiming his/her personal property, the YSS/OIC shall complete an unclaimed item form. The client’s name, status, and a description of the items are to be recorded on the form. The YSS/OIC shall notify the client’s parents/guardians by phone to claim the items within thirty (30) days. To claim the items, the client or his/her duly authorized representative must sign both the face sheet and the unclaimed items acknowledging receipt of the items.

If the items remain unclaimed after thirty (30) days, the superintendent shall determine the approximate value of the items. If the value of the items is judged to be less than $25, the superintendent shall arrange for their disposition on a case-by-case basis.  It is duly noted herein that under no circumstances will any of these items, regardless of value, be converted to the personal use of any staff member.
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	RELATED POLICIES:


	RELATED FORMS:
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POLICY

All clients shall be provided with meals that are nutritionally adequate, properly prepared, and served in pleasant surroundings.

Food shall never be used, withheld or reduced, as a form of discipline or as a reward. To the extent possible, food ordering and preparation should take into consideration ethnic tastes and the food preferences of the clients. The food service plan should provide a single menu for staff and clients.

PROCEDURES

Food Preparation

Food preparation procedures shall be designed to provide clients with the best possible meals consistent with the budget plans and daily ration allowances. Procedures should allow for maximum use of the equipment available for the service of high-quality meals and be in compliance with safety and sanitation conditions.

Menu Plan

The food service supervisor is responsible for developing the menu plan. Effective menu planning recognizes the general and specific needs of the client population concerning age, gender, physical activity, medical status, etc. However, these variances may create difficulties in using a system wide menu plan, so menus should be developed according to the following framework:

· each client shall be served the minimum allowance;

· menus shall be prepared and distributed at least one week in advance of serving and posted where they can be easily read by clients;

· any changes or substitutions should be noted on the menu sheet and must be of approximately equal nutritional value; and

· menus shall be designed to provide meals that are nutritionally adequate, but also have a balance of color, flavor, and texture that add to meal enjoyment.
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Meal Service

Meal service shall be designed to enhance the attractiveness of the meal and enable the clients to enjoy meal periods to the fullest extent possible. The way meals are presented influences the entire atmosphere of the facility, since meals assume a magnified importance in the daily routine of detained clients. The following criteria shall establish minimum standards for meal service:

· holiday and weekend meal schedules may be developed to coincide with visiting activities, recreational activities, or similar functions;

· dining rooms shall be pleasant and attractive;

· good table manners and eating habits shall not only be encouraged, but practiced;

· all food shall be served at the appropriate temperature to maintain quality, taste, and texture;

· meal utensils shall be as comparable as possible to home-or-restaurant-style service. Plastic dishes, bowls, cups and saucers are preferable;

· clients in the general population shall be provided with appropriate eating utensils, including at least a plastic fork, knife, and spoon. A count of all utensils should be taken and recorded prior to and at the completion of each meal;

· staff shall supervise clients during meals to ensure that service complies with the intent of the facility policy to provide meals in pleasant surroundings without the slightest degree of favoritism, carelessness, or waste;

· at least three meals, two of which may be hot meals, shall be served at regular intervals during each twenty-four-hour period, with no more than fourteen (14) hours between the evening meal and breakfast. Variations may be allowed based on weekend and holiday food serving demands, provided that the basic nutritional goals are met;

· serving shall be ample to meet the needs of the growing clients;

· clients shall not be allowed to store food in their rooms; and

· meals shall only be served in a client’s room because of illness, initial admission confinement, or confinement for behavioral difficulties. If a client is being served in his/her room during confinement for behavioral difficulties, paper plates and plastic utensils must be used.

Special Diets

Therapeutic diets shall never be offered as a reward, but shall be provided to clients only under the following conditions:

· when prescribed by appropriate medical or dental staff;

· as directed by a registered dietitian; and

· as a complete meal service and not as a supplement to or choice between dietary meals and regular meals.

Religious diets are served for special occasions or when specifically approved in writing by the Chaplain and approved by the director.
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POLICY 

All clients are provided health care services appropriate to their medical and dental needs. The facility has arrangements with community hospitals to provide services not available in the facility’s medical section.

PROCEDURES

Staff members working directly with clients shall be trained to respond to health-related situations. Health training should cover the following areas:

· recognition of signs and symptoms and knowledge of action required in emergency situations;

· administration of first aid and cardiopulmonary resuscitation (CPR);

· methods of obtaining assistance; and

· signs and symptoms of mental illness, retardation, and chemical use/dependency.

Physical Examination
Each client is provided medical care from the time of admission throughout the period of detention. This continuous care includes medical screening for clinical history at admission and a complete physical examination.

Physical medical screening shall be completed upon adjudication.

Intake Screening

The youth service worker shall perform a health screening inquiry at the time of admission. Findings of the screening shall be recorded on a form approved by the medical section. Case management section shall be informed of special medical or physical problems that might require attention. The screening inquiry shall include current illness and health problems, including the following:

· medications taken;

· special health requirements;

· use of alcohol and other drugs, including types, makes, and amounts of drugs used; frequency of use; date of last use; and history of problems occurring from withdrawal;

· dental problems;

· mental health problems;

· past or present treatment or hospitalization for mental disturbance or suicide risk or attempt;
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Intake Screening (continued)

· sexually transmitted diseases;

· other designated health problems; and

· height and weight.

The client’s general behavior should be observed, including the following:

· state of consciousness;

· mental status;

· appearance;

· tremor or sweating;

· body deformities;

· ease of movement; and

· condition of skin, bruises, lesions, rashes, infestations, and needle marks or other signs of drug abuse.

Outside Providers
Provisions shall be made for short-term medical, dental, and mental health care services under the control of a health authority. Arrangements shall be made with health care specialists in advance of need. The director shall have a written agreement with physicians, hospitals, and/or health care clinics that twenty-four hour, seven-day per week medical coverage will be provided. In the event that the facility does not have a full-time, qualified, health-trained staff member, health services shall be coordinated under the supervision of the designated health authority and the director.

Dental
Dental care shall be provided to each client on an emergency basis by a dentist or other qualified professional authorized to provide care in accordance with local licensing requirements. The facility provides twenty-four hour emergency dental care for the following arrangements:

· on-site first aid and crisis intervention; and

· emergency transportation, including security procedures concerning the immediate transfer of clients.

Clients shall receive immediate attention on an emergency basis. Emergency conditions requiring immediate treatment may include the following:

· bleeding and pain;

· fracture of teeth;

· fracture of jaw(s); and

· gaping wounds of lip and/or cheek.
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Sick Call

Non-emergency medical service is available to each client. Clients shall be permitted to register a health care complaint and make a request for medical care at any time. Daily sick call records listing all clients attending sick call, their complaints, and the disposition of their cases, shall be maintained by the medical staff. A copy of this report will be provided to the YSS/OIC.

First Aid

First aid is the quick care to an injured or ill client. Care is given until an authorized medical staff or ambulance transports the client to a hospital or clinic. The following are guidelines for any medical emergency:

· keep calm;

· plan what you want to do;
· send or call for emergency medical assistance; and
· keep the injured client still and comfortable.
First aid kits shall be made available in all facilities. All staff members shall have training in the basics of First Aid application. First aid kits, at a minimum shall contain the following:

· rolled gauze;

· sponges;
· triangle bandages;
· adhesive bandages;
· band-aids;
· instruction pamphlets;
· antiseptic lotions;
· first aid book;
· salves and medication approved by the medical staff; and
· blunt-end scissors and tweezers.
Medications

Medications shall be distributed or administered by the staff member, and in accordance with the physician’s orders. No medication shall be administered to any client except under the following circumstances:

· on an individual case-by-case basis;

· by single dosage only;
· at prescribed times;
· by a designated staff member; and
· as authorized by a medical doctor or dentist.
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Medication (continued)

The self-administration of all medications shall be recorded and will become a part of the client’s medical record. The dosage shall be documented with the date and time of administration and the signature of the staff and client.

Should a client refuse a prescribed medication, he/she shall be required to sign a refusal form. If the client refuses to sign the form, the form shall be witnessed by a staff member other than the one responsible for administering the medication and immediately sent to the superintendent. After three refusals the client shall be examined by a physician. Immediate attention is required in refusals of life-safety medications.

Any medication prepared for administration later in the day or by another staff member is to be placed in a container labeled with at least the following:

· client’s name and location;

· time and date the medication is to be administered;
· all special instructions; and
· name of the person who prepared the medication.
Prescribed medications and over-the-counter medications shall be stored in a locked container. All medications will be inventoried on the 1st day and the last day of the work week.

Psychological Assessment

All clients are provided access to a comprehensive mental health program designed to provide examination, diagnosis, and treatment. Psychiatric and psychological diagnosis and treatment of detained clients shall be available as needed.

If a client exhibits suicidal behavior, he/she shall be observed under suicide watch by at least one staff member. This watch shall be continuous until an evaluation can be performed by the department’s case management counselor.
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POLICY

The case management and counseling unit provides an in-house program to enhance, support, and nurture the attempts of developing a comprehensive approach towards minimizing the juvenile delinquency problems. Immediate short-term and long-term counseling services are provided by making initial assessments to determine the types of services needed.
PROCEDURES

Intake Assessments

Intake assessments are performed by the counseling unit, who shall determine if there is a need for counseling or other services. These services include, but are not limited to the following:

· mediation service;

· casework service;
· suicidal assessment; and
· individual or group therapy.
Goals

The goals of the counseling unit are:

· to promote psychological and emotional wellness to the clients;

· to promote an understanding of child development and parenting through counseling, referrals, and workshops; and
· to motivate clients to seek any additional services they need to solve personal or family problems.
Objectives
The objectives of the counseling unit are:

· to provide on-site counseling services and immediate crisis intervention as needed;

· to provide on-site group and family counseling services as needed, and to develop a support group for the parents and families; and
· to integrate and refer clients to an aftercare/outreach program in conjunction with counseling sessions or with other service providers.
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POLICY

To achieve as high a learning potential as possible and to provide continuity in learning, the facility shall provide an individualized educational program for each client. Compulsory education laws must apply to all clients.

To reduce idleness and allow clients to pursue personal interests that may help them after release, reading materials and other related services shall be provided through an in-house library.

PROCEDURES

Goals

The following goals shall be achieved, to the fullest extent possible by all clients. They shall, however, vary according to the individual client’s ability and length of stay, and be based on testing in the basic subjects:

· each client will demonstrate proficiency in basic developmental and life skills based on his/her level of academic competency in the various subject areas; and

· each client will function in a positive environment that builds on his/her strengths while recognizing and improving weaknesses.

Education Plan
The education coordinator shall develop a facility education plan that includes the following elements:

· assessment materials and procedures to determine the need for remedial or special education services;

· outlines the coursework and individualized education programs provided to meet the client’s specific needs;
· lists of materials and specialized equipment that meets minimum Department of Education standards; and
· an education staff profile depicting all academic instructors and their appropriate certifications.
The education program shall be evaluated on an annual basis by the director and shall include review of equipment, curriculum, assessment and testing materials, health and safety procedures and the implementation of the education plan.
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Teachers’ Responsibilities

Educational and vocational instructors must be licensed and accredited by the Territory of Guam and are required to do the following:

· establish a communication link between public school agencies and the facility to provide continuity to a client’s education;

· assess the capabilities and needs of individual clients;
· develop and implement an individualized education program for each client that will provide a strongly structured environment;
· maintain an ongoing record of each client’s progress; and
· maintain an accurate record of the total number of clients taught and the number of hours of instruction.
Exemption from School Program

Clients may be removed from the school program for a period of time for reasons of serious misbehavior, but must be provided educational resources in their living unit.

Clients may be exempt from the school program during the first forty-eight (48) hours they are detained.

Clients who have already graduated from high school need not attend classes, but may do so if they choose to and if space is available. The assigned case manager/social worker shall be responsible for verifying graduation.

Vocational Program

The Administrator of Youth Development Division shall be responsible to develop and implement a facility vocational plan that includes the following elements:

· assessment materials to determine the needs and abilities of the client population;

· various work assignments that meet the needs and interests of the clients; and
· schedules of work activities.
Clients may not at any time participate in work projects that violate child labor laws. Participation in uncompensated work shall be voluntary unless it relates to one of the following areas:

· facility housekeeping;

· maintenance of facility grounds;
· department sanctioned client activity, approved by the director;
· personal hygiene; and
· an approved training or community service program.
Games and Sports Activities

All program activities shall be consistent with the needs and preferences of the clients and not the staff. Noncompetitive activities shall supplement organized sports so that all clients can feel at least moderately successful. Activities, such as tumbling, wrestling, and weightlifting, shall be conducted under the supervision of a skilled staff member.
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Library Function

The library shall provide all clients access to a collection of general and specialized reading materials, which meet educational and recreational needs and requests.

Selection of Books

At regular intervals, a survey of the clients shall be conducted to determine their educational needs and the quality of the selection of books, materials, and programs offered by the library. The material selected shall be recent and based on cultural, inspirational, and recreational values. Materials of a controversial nature shall be reviewed by the superintendent, as well as the counseling and case management staff.

Maintenance of Library

An annual review of library programs shall be conducted by the superintendent as well as the counseling and case management staff. This review shall do the following:

· evaluate client access to the library;

· evaluate staff availability during peak hours;
· evaluate the use or misuse of the library by clients; and
· discuss plans for repairing or replacing damaged reading materials.
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POLICY

The department recognizes the inherent right of each client to practice the religion of his/her choice, therefore, every reasonable effort shall be made to facilitate the free practice of religion, to the extent possible, considering the security and operational situation at the time of such religious service.

PROCEDURES

Special Religious Needs

Clients shall have access to religious services and publications of their respective religion. All religious materials, however, is subject to review before entering the facility. Arrangements may be made for a client to obtain personal copies of certain approved religious books and periodicals.

The facility recognizes that certain religious faiths impose dietary restrictions on their members (e.g., abstaining from the use of pork or pork products) and such restrictions shall be honored by the food service section to the extent possible.

Religious Services

The proper space and environment for religious services shall be provided. Attendance shall be voluntary, and all clients shall be advised of their right to attend worship services. Religious programs shall be coordinated with the facility’s schedule, and communion services and sacramental rituals shall be conducted on a regular basis, to the extent possible.

Religious Activities

The facility may conduct religious activities or religious education after it has been reviewed and approved by the director.

Responsibilities of Religious Volunteers

Religious volunteers shall perform the following:

· speak to clients when requested;

· honor clients’ requests for visits at any time; and

· keep pastoral confidences intact while at the same time protecting the security of the facility and the safety of its staff and client population.
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POLICY

Clients, staff and visitors are provided with a safe environment through the effective use of fire prevention and safety inspections. The facility shall comply with local fire safety codes regarding exit requirements, fire system inspections and quarterly tests, annual fire inspections, and locations of fire equipment in the facility.

PROCEDURES

Fire Prevention

Facility staff shall always be on the lookout for fire hazards such as altered electrical outlets, overloaded electrical units, expended fire extinguishers, and improper trash storage. It is essential that all staff make fire prevention a basic part of their daily activities. All staff shall be attentive to maintaining good housekeeping standards to augment fire safety, including:

· proper storage of combustible materials;

· prevention of hazardous electrical situations;
· training of clients in fire safety procedures;
· fire drills; and
· fire control equipment checks.
Fire Inspections

There shall be three separate and distinct fire inspections within the facility. Weekly fire inspections shall be conducted by a staff member who has received training in and is familiar with the safety and sanitation requirements of the local fire and safety authority. Monthly inspections shall be conducted by the fire safety officer to ensure compliance with the local authority’s safety and fire prevention codes. The fire safety officer shall receive a minimum of forty (40) hours of training in safety and fire prevention, and shall provide on-the-job training to staff regarding applicable regulations and inspections, including the use of checklists and methods of documentation. Annual inspections by the local fire and safety authority shall be conducted. Following this inspection, every effort shall be made to correct all deficiencies noted. When corrections are complete, the director shall notify the local fire inspector who shall reinspect the facility.
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Evacuation Plan

The fire safety officer shall develop an adequate fire plan and shall have the authority and responsibility for plan implementation. Familiarity with the fire plan and the procedures to be followed in the event of a fire shall be included in the orientation process for all new staff. Provisions for follow-up and supplemental training in fire procedures shall be coordinated with the local fire and safety authority.

Distribution of Fire Plans and General Instructions

A copy of the fire safety plan shall be posted by the fire safety officer in each building in the facility. A copy of the general emergency instructions shall be displayed in a conspicuous place in each section along with a drawing of the floor plan for that area which reflects the location of fire extinguishers, exits, and emergency equipment.

The staff member first detecting the fire shall notify the control center immediately by intercom or the hand radio. If this should not be possible, then a staff member shall be sent to report the emergency with an exact description of the situation. The description shall include the severity, location and spread of the fire, as well as the smoke color.

Smoke color

The color of the smoke can indicate the type of fire and the danger of the situation. Adhere to the following guidelines on smoke color:

· yellow smoke is indicative of toxic gases. Evacuate immediately. Do not attempt to extinguish;

· gray-brown wisps of smoke are indicative of an electrical fire. Stay clear and evacuate immediately; and

· gray-black smoke is indicative of a primary fire. Extinguish if possible after an evacuation of the immediate area. Do not attempt to extinguish in thick smoke.

Responsibilities of Staff

All staff directly involved shall:

· unlock and release clients from all rooms;

· turn off all electrical switches and close all windows and doors, to the fullest extent possible;

· initiate evacuation procedures and take a count of clients;

· remain at assigned evacuation posts until all clients have been evacuated; and

· leave the fire site undisturbed. If fire extinguishers are used, short bursts shall be used at the base of the flame. Do not disturb the extinguished powder by prodding or fanning. Additional extinguishing powders shall be used if necessary.

Responsibilities of Responding Staff

All staff responding to the emergency shall:

· assist in the evacuation of clients;

· render medical assistance pending arrival of medical staff; and

· double check all rooms, to the fullest extent possible, and the client count.
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Responsibilities of the YSS/OIC

The supervisor shall:

· direct the evacuation and dispatch a staff member to meet the responding fire department personnel;

· ensure that anyone needing medical attention is give first aid;
· notify the director of any injuries to client or staff;
· supervise the movement back into the area once it is deemed safe by the fire department; and

· ensure that all reports are complete and submitted immediately.
Fire Drills

Fire drills shall be conducted monthly at the direction of the fire safety officer as follows:

· the fire safety officer shall schedule the drills and notify the director, administrators, and superintendent of the scheduling. Drills shall be scheduled during each shift and on varying days of the week. Prior notification of the drill shall be limited to increase drill effectiveness;

· the superintendent and the fire safety officer shall monitor drill operations;
· the drill shall begin when the fire location is established and not complete until all clients and staff assigned to the location have been evacuated and identified;
· when the building is clear, counts shall be conducted;
· fire drills shall be timed to measure effectiveness and efficiency of the fire plan; and
· during periods when the facility security would be severely jeopardized, actual evacuation of dangerous clients may not be included in the fire drill. In such cases, staff shall perform their required fire drill roles or activities as usual.
Authority and Responsibility During a Fire

During an emergency situation, the YSS/OIC on duty shall have absolute and total authority for decisions made affecting the facility, the emergency, and security of the premises. Upon arrival, the local fire department shall be delegated sufficient authority to control and extinguish the fire.

When notified of a fire, the YSS/OIC shall initiate the following:

· immediately call the fire department through 911 or the local emergency number and provide all available related information and the exact location of the fire;
· notify the affected areas, if necessary, to begin evacuation procedures. This notification shall consist of both telephone instructions to the staff, when possible, and verbal instructions via hand radios or intercom;
· advise all units of the fire situation and direct available staff to proceed to the affected area;
· make all emergency keys available to authorized staff immediately upon notification of the fire;
· begin notification of staff on the emergency notification roster; and
· maintain an accurate record of notifications and times pertaining to the fire in the emergency log.
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Authority and Responsibility During a Fire (continued)

Maintenance staff shall be notified and placed on stand-by alert to perform any necessary emergency repair work.

Fire Plan Review

The superintendent shall review the fire and emergency plan as specified in this policy. The fire and emergency plan shall be revised and updated as needed, however, such plan must be approved by the director.

Firefighting Equipment and Personnel

Firefighting equipment and personnel are available through the local fire department. The central emergency number for fire, paramedic, and ambulance assistance from the fire department is posted on every phone in the facility. The central dispatcher should be provided all information necessary to enable dispatch of the unit nearest the facility. 
YOUTH CORRECTIONAL FACILITY
	CHAPTER: 
Safety and Emergency
	SUBJECT: 
Emergency Power and Communications

	POLICY NO.:
4.2

	RELATED POLICIES:


	RELATED FORMS:
	OTHER REFERENCES:


POLICY

To provide for emergency repairs, replacement of equipment and general upkeep, a written plan for preventive and ongoing maintenance of generators and hand radios shall be developed.

PROCEDURES

Program Responsibility

The superintendent shall create preventive maintenance routines for critical items and equipment to minimize out-of-service time due to failures as well as to reduce costly breakdown repairs. The superintendent shall also detect maintenance deficiencies in their early stages of development and take corrective action as well as to respond to reports from staff regarding facility or equipment damage. The superintendent shall then plan and schedule all resulting work to provide a reasonably controlled workflow.

Inventory of Equipment

The Supervisors shall be responsible for an inventory of all communication equipment and generators. An identification number shall be assigned to each item and affixed to the unit. The inventory shall be kept current at all times, and updated every six (6) months.

Inventory Records

Inventory records shall include all installed equipment; a description of the equipment, including make, model, and serial number; and a checklist of numbers or codes that apply to each item.

Inspections

The YSS/OIC shall conduct regular inspections of the equipment using an inspection checklist. Generators and hand radios shall be tested frequently.

Corrective Action

Maintenance shall coordinate and perform as soon as possible all repairs or replacement of malfunctioning equipment, with emergency equipment or repairs being done immediately. 
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POLICY

Specific procedures to be followed in emergency situations shall be made available to all staff. They shall be reviewed and updated at least annually and sent to appropriate local agencies. All staff shall be trained in emergency procedures. The emergency plans shall be conspicuously posted in the facility.

PROCEDURES

Weather Watch

A weather watch means that a certain weather condition may develop. All staff shall be notified of the impeding weather conditions. Emergency shelters should be checked to ensure that they are in the proper condition, and one telephone should remain open at all times to receive emergency calls.

Tropical Storms

A tropical storm is a weather condition with winds gusting from forty (40) to seventy-five (75) miles per hour. This condition may cause substantial damage or injury. When TROPICAL STORM conditions are set, the same precautions must be taken as those corresponding typhoon conditions.

Weather Warning

A weather warning means that a certain condition has developed and will probably affect those areas stated in the weather bulletin. The superintendent with the director’s concurrence shall determine whether the clients need to move to emergency shelter and, if necessary, move the clients to the emergency shelter. Staff should take a head count to ensure that all clients are accounted for. Staff should have flashlights and carry portable radios to keep informed of changes in the weather conditions.
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Typhoons

A typhoon is a weather condition with winds gusting in excess of seventy-five miles per hour. The conditions of readiness for typhoons are as follows:

· condition four ------ winds of seventy-five (75) miles per hour and above are possible within seventy-two (72) hours;

· condition three ------ winds of seventy-five (75) miles per hour and above are possible within forty-eight (48) hours;
· condition two ------ winds of seventy-five (75) miles per hour and above are expected within twenty-four (24) hours; and
· condition one ------ winds of seventy-five (75) miles per hour and above are expected within twelve (12) hours.

Responsibilities

Condition Three

The director or deputy director shall call a meeting with the administrators, superintendents and division or section heads to discuss and review the impending emergency situation, and to formulate plans of action to be taken. The following should be discussed and/or implemented:

· scheduling and distribution of manpower prior to, during and immediately after the typhoon;

· establish plans to secure necessary non-perishable food and water, along with necessary serving equipment for three days;

· establish plans for the distribution of supplies, equipment and other emergency requirements, including power generators, kerosene lanterns, flashlights, batteries and fuel;

· establish plans for maintaining communication and first aid throughout the emergency, including a hand radio, and first aid kits;

· superintendents shall provide a list of eligible clients who may be temporarily released to their parents or legal guardians;

· case management shall provide a list of all clients who are ill, and who may require medical confinement at the local hospital;

· on-duty staff shall prepare to secure records, files and equipment;

· off-duty staff must contact their immediate supervisors for further instructions; and

· all scheduled work activities shall continue as normal, unless otherwise directed by the director.

Condition Two

Once the Governor of Guam or his/her representative officially declares the island to be in typhoon condition two, the following actions shall be taken:

· administrators and superintendents shall inspect their areas and brief their subordinates on typhoon emergency procedures, safe storage of records, files and equipment. All areas must be secured;
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Condition Two (continued)

· arrangements shall be made to temporarily release eligible clients to their parents or legal guardians;

· typhoon shutters shall be installed and those areas that are not equipped with shutters shall have plywood planking secured to the windows/doors of the building;

· on-duty staff shall remain on the facility for further instructions from the superintendent; and

· off-duty staff shall contact the facility for further instructions.

Condition One

When condition one is announced, the following action should be taken:

· all personnel on duty shall remain at their post;

· staff shall be alert for any facility damage that may jeopardize the safety of the clients or staff;

· staff shall maintain control of the clients, and shall attempt to keep the clients as calm as possible; and

· movement of clients and staff shall be kept to an absolute minimum.

Post Typhoon Operations
As soon as the “all clear” announcement has been made by the Governor of Guam or his/her representative, the YSS/OIC shall conduct a preliminary damage assessment of the facility. Emergency repairs to areas affecting the safety and security of the clients and staff will be performed immediately.
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POLICY
Every effort shall be made by on-duty staff to prevent escapes during an earthquake; however, safety of the juvenile shall take precedence over the matter of security.

PROCEDURES
Most injuries from earthquakes occur from falling objects and debris. The safest place to be in an earthquake is outdoors away from buildings and wires.

Indoor Precautions
Staff shall maintain control of the clients and provide encouraging techniques to prevent panic. The following actions shall be taken during an earthquake:

· encourage clients to be calm;

· if clients are in their assigned rooms, have them stand under the door way;
· should clients be outside their assigned rooms but within the unit, have them get under heavy furniture or stand against a wall in the center of the unit; and
· keep clients away from windows and exit doors.
Outdoor Precautions

Should clients be outdoors, the staff monitoring activities shall do the following:

· maintain control of the clients and have them assembled at an area away from buildings, trees and wires; and

· contact the YSS/OIC immediately for further instructions and/or assistance.
Aftershock Precautions

Aftershocks may occur after a severe earthquake. Immediate inspection of the facility must be conducted by the YSS/OIC.  Major damages must be assessed by the superintendent, and, if necessary, evacuation to a temporary holding unit must be considered and executed immediately upon the director’s approval.
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Post Earthquake Operations

After normal activities has been announced by the YSS/OIC, the following reports will be submitted to the superintendent:

· damage assessment;

· client or staff injuries; and
· client status.
The superintendent must forward these reports and recommendations to the director for his/her action.
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POLICY

It is inevitable that there will be riots and disturbances, which require immediate emergency action. A major objective of the youth service worker is the prevention of riots and disturbances. This is accomplished through productive and meaningful use of the client’s time, responsiveness to grievances, sensitivity to the client’s needs and sound custodial procedures.

PROCEDURES
Assessments

There are usually signs of tension among the clients, which signal the likelihood that a group disturbance may occur. The following are some examples that the staff member should be familiar with:

· sullenness or anger;

· restlessness;
· flaring up easily;
· avoids contact with the staff on duty;
· unusual number of request for work assignment changes;
· frequent calls to his/her counsel;
· abuse of sick call privileges; and
· unsubstantiated complaints against other clients.
Staff Responsibilities

To assist the staff in preventing a disturbance or riot he/she must practice the following steps:

· treat all clients fairly and impartially;

· keep communication channels open with clients; and
· inform the YSS/OIC of any change in client behavior.
Disturbance or Riot Control

The YSS/OIC shall notify the superintendent as soon as possible of any incident of group destructiveness in any area of the facility. Staff on hand must be mobilized, functions of various staff must be defined, and extra assistance must be obtained. If necessary, the YSS/OIC must call the local police department.

Staff must remove nonparticipating clients from the area and separate members of the group. Most groups may actually be reduced to one by playing on the weakness inherent in the group.
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Disturbance and Riot Control (continued)

When control is regained, key clients must be isolated and confined. Activities must be restored for other clients and any damages must be cleared away. Designated persons shall counsel both the participants and non-participants as appropriate. All staff participating in the control of the riot or disturbance shall write a factual account of the occurrence for inclusion in the incident report to the director.

The YSS/OIC shall mobilize as much assistance as is needed and define each staff member’s role in attempts to control destructive behavior in the facility. During daytime hours, nonparticipating clients may be moved into sections away from the area of which the riot or disturbance occurred, and then supervised by staff.

Staff must confine participating clients to their respective rooms. Should physical force be necessary, more than one staff member shall be present. Staff must remove towels, bedding, mattresses, shoes, books, or any material that could be hazardous to the client or staff. The client may assist in clearing up any damage, if possible; if not, staff should proceed to clear it. The superintendent must write the incident report for the director’s perusal.

Post Operation Reports

The YSS/OIC shall coordinate and submit a complete report of the disturbance or riot to the superintendent. The completed report shall be forwarded to director for his/her perusal.
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POLICY

Provisions shall be made for the prompt notification of a client’s parents or legal guardians in case of death.

PROCEDURES
Communications

The following chain of communication shall be initiated in the event of a client’s death: the YSS/OIC shall notify the director immediately; the director shall promptly notify the social worker by telephone; the director and social worker shall notify the client’s parents or guardians by telephone, or by a personal visit whenever possible.

If the death is by suicide, homicide, accident, or other suspicious circumstances, the YSS/OIC on duty shall call the appropriate authorities and the scene shall be left as it is and untouched for investigation purposes.  The body must not be removed unless the director is granted permission by the proper authorities. In such cases, a post-mortem examination shall be requested and an autopsy report sent to the director for his/her perusal.

Documentation of Incident

Records and reports required for all deaths occurring within the facility property shall meet the following requirements:

· all staff who possess information about circumstances surrounding the death shall complete a report-of-incident form;

· all incident reports shall be dated and signed by the documenter and completed as soon as possible following the incident or discovery of the body;
· reports shall include names of other persons on the scene, observations, and the timing of events; and
· if emergency lifesaving measures are attempted, a medical staff shall take notes of the procedures used. Containers of any medications used to revive the client, as well as specific pieces of equipment used for such lifesaving measures, must be saved, in the event such apparatuses are required for investigational purposes.  The director shall make the final determination as to the proper disposal of such items.
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Next of Kin Notification

Notification of the next of kin shall be made by the director, who may or may not be accompanied by a person specially trained in crisis intervention and counseling. The notification should not include conclusions or opinions based other than on proven fact provided by the attending physician and/or investigating officials.

Telephone notification, or whenever possible a personal visit by the director, shall be followed by a letter from the director delivered by the director, whenever possible, to the next of kin shall occur immediately from time of death.  In death notifications, the director shall request permission for an autopsy and instructions for the disposition of the body.

Notification of Parties Involved
The respective caseworker shall ensure that parties involved (Family Court Judge, probation officer and lawyer, etc.) are notified within twenty-four (24) hours from the time of death.
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Definitions
Employees, staff:  For the purpose of this document, these terms mean all persons employed full-time or part-time by the Department of Youth Affairs.

Public:  For the purpose of this document, the public means all persons other than employees of the Department of Youth Affairs, and includes offenders.

Workplace, place of work:  These terms mean administrative and operational facilities of the Department of Youth Affairs and any other location in which work for the Department of Youth Affairs is carried out by a DYA employee.

Professional Standards
Standard One:  Responsible Discharge of Duties

Staff shall conduct themselves in a manner, which reflects positively on the public service of the Government of Guam, by working cooperatively to achieve the objectives of the Department of Youth Affairs.  Staff shall fulfill their duties in a diligent and competent manner in accordance with policies and procedures laid out in legislation, directives, manuals and other official documents.

Employees have an obligation to follow the instructions of supervisors or any member in charge of the workplace and are required to serve the public in a professional manner, with courtesy and promptness.

Discussion and Relevance

Responsible discharge of duties means employees perform their work accurately, completely, and within the time frames allotted for the task.

Staff are encourage to be innovative and to participate in decision making through positive and constructive means.  Statements that criticize other employees or the department are to be made only if they are verifiable and constructive.  Disagreement with a policy does not mean that staff members can neglect their duties.  They are free to question policies, procedures or instructions but are expected to do so within appropriate channels.  In particular, employees must not be critical of policy or operations in front of offenders or the public; to do so is to encourage a lack of respect for the Department of Youth Affairs and its staff.
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Professional Standards (continued)
Standard Two:  Conduct and Appearance

Behavior, both on and off duty, shall reflect positively on the department of Youth Affairs and on the public service generally.  All staff are expected to present themselves in a manner that exhibits a professional image, both words and actions.  Employee dress and appearance while on duty must similarly convey professionalism, and must be consistent with employee health and safety.

DISCUSSION AND RELEVANCE

The way in which employees speak and present themselves is an important part of a professional Department of Youth Affairs service.  We lead by example.  As role models for offenders, staff are responsible for setting high standards which offenders can respect and emulate.  The use of abusive language, showing discourteousness towards other people and disrespect for their views, or other such behavior will encourage offenders to act in the same manner, and so create an environment that is unfavorable to healthy interaction.  Staff must take care, both on and off duty, to present themselves as responsible law-abiding citizens.

Employees, who commit criminal acts or other violations of the law, particularly if the offenses are repeated or serious enough to result in imprisonment, do not demonstrate the type of personal and ethical behavior considered necessary in the Department of Youth Affairs.  Accordingly, any employee who is charged with an offense against the “Criminal Code” or against other federal or territorial statutes must advise his or her supervisor before resumption of duties.

At times, an employee may experience personal problems, which may affect his or her job performance.  The department has a responsibility to offer assistance to members facing such difficulties.  Notwithstanding this offer of assistance, personal problems are not considered a reason to ignore or fail to take action on poor employee performance or behavior.

Standard Three:  Relationships with Other Staff Members

Relationships with other staff members must promote mutual respect within the Department of Youth Affairs and improve the quality of service.  Staff are expected to contribute to a safe, healthy, and secure work environment, free of harassment and discrimination.

DISCUSSION AND RELEVANCE

It is the responsibility of all staff to work towards improving the health and safety of the workplace.  Staff shall comply with all legislation and policies relating to occupational health and safety, within their intended purposes.  Staff shall not inhibit the work of fellow employees or coerce members to participate in illegal activity or misconduct.

Staff shall respect the rights of all fellow workers, regardless of race, creed, religion, gender, age, sexual orientation, or mental or physical disability.  Staff shall not participate in, or condone, any form of harassment or discrimination.  Staff are expected to be cooperative and civil in their dealings with each other.

YOUTH CORRECTIONAL FACILITY
Professional Standards 

Standard Three:  Discussion and Relevance (continued)

Work in the department represents cooperative effort, drawing upon a wide range of expertise and knowledge from within the department and from other agencies and organizations in the Government of Guam.  Employees have a responsibility to work as part of a team to meet the department’s objectives.

Supervisors are expected to demonstrate high personal standards.  They must take prompt action when they become aware of discrimination, harassment or disrespectful treatment of any staff member by other employees.  Failure to act will be considered a serious infraction.

Standard Four:  Relationships with Offenders

Staff must actively encourage and assist offenders to become law-abiding citizens.  This includes establishing constructive relationships with offenders to encourage their successful reintegration into the community.  Relationships shall demonstrate honesty, fairness, and integrity.  Staff shall promote a safe and secure workplace and respect an offender’s cultural, racial, religious, and ethnic background as well as his or her civil and legal rights.  Staff shall avoid conflicts of interest with offenders and their families.

DISCUSSION AND RELEVANCE

All interactions with offenders are to be fair, honest, and open, and members shall actively involve themselves in the offender’s treatment plan.  Staff are expected to be active participants in the reintegration process and to work towards reducing the risk which the offender presents to society.  The objective of all staff must be to contribute to the safe reintegration of offenders into the community.

Staff must be aware of all matters affecting offenders for whom they are responsible by referring to their files and any other relevant source of information.  They must be informed of the individualized treatment plan and the offender’s progress towards the achievement of that plan.

Staff must be diligent in their responsibility to record and make available for review all offender information, which could contribute to sound decisions affecting the offender or public safety.  In addition, staff must give offenders ongoing, documented feedback about their behavior.  Staff must respect the race, creed, gender, age, language and/or mental or physical disabilities of offenders and be responsive to the various needs of different cultural groups in our society.  Ensuring that relationships with offenders remain constructive and professional is a difficult and sensitive task, but it is necessary for a professional service.  It requires that staff maintain a delicate balance between personal and professional interests in the offender.

Inappropriate relationships include, but are not limited to, concealing an offender’s illegal activity, using inmate services for personal gain, and entering into business or sexual relationships with offenders, their families, or their associate.  Supervisors are expected to take prompt action when they see signs that an inappropriate relationship between an employee and an offender exists or could develop.
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Professional Standards 

Standard Four:  Discussion and Relevance (continued)

The general rule is that staff do not accept gifts from offenders and their families or friends.  In exceptional circumstances, it may be permissible to accept a gift of purely token value from an offender, not to exceed nominal value of $25.00 throughout employment, provided it is clear that doing so will not create any obligation on the staff member, and approved by top level management.

Any doubts or concerns staff have involving relationships with offenders should be discussed with the supervisor.  Staff should always inform the supervisor of any token gift offered or received.

Standard Five:  Conflict of Interest

Staff shall perform their duties on behalf of the Government of Guam with honesty and integrity.  Staff must not enter into business or private ventures, which may be, or appear to be, in conflict with their duties as department employees and their overall responsibilities as public servants.

DISCUSSION AND RELEVANCE

Staff cannot use or appear to use their position for personal gain or advantage.  This usually means receipt of financial benefits, gifts or favors from persons conducting, or who are intending to conduct, business with the Government or the department.

Staff should, for their own protection, seek clarification and advice on any potential conflict of interest.

Standard Six:  Protecting and Sharing of Information

Staff shall treat information acquired through their employment in a manner consistent with the freedom of Information Act, the Privacy Act, and the Confidentiality Policy of the Government of Guam.  They shall ensure that appropriate information is shared in a timely manner with offenders, with other criminal justice agencies and with the public, including victims, as required by legislation and policy.

The Department of Youth Affairs recognizes and respects the confidentiality requirements of particular professional groups such as chaplains, medical, and clinical professionals.

Supervisors are responsible for providing their employees with direction and guidance concerning the protection and release of information.
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POLICY
Arising from the “Standards of Professionalism” are number of specific rules that employees of the Department of Youth Affairs are expected to observe.  An infraction of these rules may, depending on its severity, result in the following actions being taken:

· oral reprimand;

· written reprimand;

· suspension;

· discharge;

· demotion for cause; or

· termination of employment.

A list of infractions is given.  It is not intended to be exhaustive.

Depending on the nature of the infraction and of the behavior or performance-related problem that it represents, it may be necessary to assess the employee’s ability to continue employment in the position he or she is occupying.

The director shall not place severe punishment on the senior duty worker, and less of a consequence on the personnel responsible for committing the negligence, which led to the client escape(s) or incidence(s) within the secured facility.  Individuals must be held accountable for their respective actions.  A distinction must be drawn between punishment and discipline, always keeping in mind the basis for taking disciplinary action.  This basis is to correct a behavior, and not to demean anyone in any way.

STANDARDS
Responsible Discharge of Duties
An employee has committed an infraction, if he or she:

· fraudulently records, or fails to record, his or her attendance or that of another employee;

· is late for duty, absent from duty or leaves he/her assigned place of duty without authorization;

· fraudulently seeks to obtain, or fraudulently obtains documentation required for approval of leave of absence from duty;

· refuses to testify before or submit evidence to, or obstructs, inhibits or otherwise hampers any investigation conducted pursuant to any act of investigations;

· make public statements which harshly criticize the Department of Youth Affairs and the Government of Guam concerning policies, practices and/or programs;
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Responsible Discharge of Duties (continued)
· fails to take action or otherwise neglects his or her duty as a peace officers or an employee of the department;

· fails to conform to, or to apply, any relevant legislation, directives, policies, or procedures as it relates to his or her duty;

· fails to promptly obey the lawful orders or commands of any other employee who is in charge or superior in line of authority;

· willfully or negligently causes unjustified waste, loss, or damage to any property of the government or another person, in the course of the performance of his or her duty;

· willfully or through negligence, makes or signs a false statement in relation to the performance of duty;

· as a supervisor, or an one in authority, condones or fails to take action when an employee has committed an infraction of the “Standards of Professionalism,” a breach of discipline or any other irregularity coming to his or her attention;

· fails to report to a superior authority any contraband found in the possession of another employee, youth offender, or member of the public;

· performs his or her duty in a careless fashion so as to risk or cause bodily harm or death to any other employee of the department, or any other person(s), either directly or indirectly;

· uses excessive force (that is, more force than is reasonable or necessary) to carry out his or her legal duties;

· through negligence, permits a youth offender to escape; or

· neglects to take, to the utmost of his or her ability, appropriate action when a youth offender:

a. escapes;

b. assaults an employee, another offender, or a member of the public; or

c. engages in any action likely to endanger life or property.

Conduct and Appearance
An employee has committed an infraction, if he or she:

· displays appearance and/or conduct which is unbecoming of an employee of the department while on duty or off duty;

· is abusive or discourteous by word or action to the public while on duty;

· acts, while on or off duty, in a manner likely to discredit the Department of Youth Affairs;

· commits an indictable offense or an offense punishable on conviction under any statute of Guam, which may bring discredit to the department or affect his or her continued performance with the department;

· fails to advise his or her supervisor, before resuming his or her duties, of being charged with a criminal or other statutory offense;
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Conduct and Appearance (continued)

· fails to account for, improperly withholds, misappropriates or misapplies any public money or property or any money/property of any other person(s) coming into his or her possession in the course of duty or by reason of his or her being a member of the Department of Youth Affairs;

· consumes alcohol or other intoxicants while on duty;

· reports for duty impaired or being unfit for duty due to the influence of alcohol or drugs; or

· sleeps on duty.

Relationships with Other Staff Members

An employee has committed an infraction if he or she:

· interferes with the works of others;

· is abusive, by word or action to other employees, while on duty or under circumstances related to his or her duties;

· participates in an illegal strike or concerted action which results in absence from duty or failure to perform his or her duties;

· coerces, incites or attempts by any means to obtain the participation of another employee(s) in an illegal strike, concerted action, or in the commission of an infraction of the “Standards of Professionalism;”

· commits any act of personal or sexual harassment against another staff member;

· disregards established safety practices;

· fails to promptly report a work accident; or

· fights with other employees of the department or a member of the public while on duty.

Relationships with Offenders

An employee has committed an infraction if he or she:

· maltreats, humiliates, harasses, and/or is abusive, by word or action, to an offender or the offender’s friends or relatives;

· improperly uses his or her title or authority for personal gain or advantage;

· enters into any kind of personal or business relationship not approved by his or her authorized superior with an offender or ex-offender, or the offender’s or ex-offender’s friends or relatives;

· gives, or receives any gift, gratuities, benefits or favors, or engages in personal business transactions with an offender or ex-offender or the offender’s or ex-offender’s friends or relatives;

· hires an offender to perform any work or provide any service without first obtaining the written permission of his or her supervisor;

· gives to, or receives from any offender or ex-offender, or the offender’s or ex-offender’s friends or relatives, either directly or indirectly any contraband; or

· fails to report situations of mistreatment of offenders by employees.
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Conflict of Interest
An employee has committed an infraction if he or she:

· fails to disclose a conflict of interest or fails to follow the decision of the department or authorized representative with respect to a declaration of conflict of interest;

· improperly uses his or her title or authority for personal gain or advantage; or

· improperly uses the services of another employee, the property of the department or anything produced by offender labor at any time, for activities that have not been officially approved.

Protection and Sharing of Information

An employee has committed an infraction if he or she:

· fails to properly safeguard all documents, reports, directives, manuals, or other information of the Department of Youth Affairs;

· fails to observe the provisions of the “Privacy Act” and the “Freedom of Information Act;”

· commits a breach or violation of the confidentiality policy; or

· fails to disclose, where appropriate, any information which he or she has an obligation to share.
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