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START OF SHIFT

1. If you are assigned to Control, you will report to the control room ready to ..
assume responsibility for the post at your de5|gnated time, refer to policy
5.1.1. ,
2. The Control offlcer being relieved W|II provide a short summatlon of the
~ status of the facility to the oncoming Control officer..
3. Shift Briefing with supervisor:
'A. The oncoming control officer will be briefed by the on-duty sup/OIC
B. The control officer and sup/OIC will review the daily schedule of
a_ctivities and verify that all resources are available and assigned -
~ properly. _ | :
4 Security System Check . )
- A.. The control officer wull runa check on the security system and verlfy
( ) o . thatall systems’ are operational. ' ,
o 1) Details will be provided as soon as we know more. about the system '

5. Populatlon Verlflcatlon
A.. The control officer will verify the number and location of all residents
under the supervision of Control. | |
1) Medical ‘
2) Visiting
3) Booking
4) Kitchen
5) Off-site
a. Court
~b. Medical
c. Day Furlough
d. Other
- 6. Allclear for'pfogramm'ing (Day and Swing)

S
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m ~ A END OF SHIFT

1. 30 minutes prior to the end of shift the control officer will begin the end of
shift process.
“A. The control officer will verify that all logs and tracklng sheets are up to
date. A
1) Facility Log®
a. Master Population
b. All log notes
c. Shift summary
2) Pod population tracklng sheets
a. Population verified with pod officers
b. Population and location of re5|dents released to control

~.(a) On site _
- (i)  Medical
o (i)~ Visiting
(w) X oo i) Booklng
‘ ' (iv) Kltc_hen
(b) Off-site
(i) Court
(ii) Medical
(iii) Day Furlough
(iv) Other

B.. Finalize the shift briefing sheet. 4
1. ) E-mail to Probation Juvenile all, and the on 5|ght Medlcal personnel

C. Provide supervisor/OIC end of shift briefing

D. Provide oncoming control officer shift briefing.

Control - Start of Shift ~ Page2 .
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CONTROL/POD POPULATION TRACKING

1. Pod Populatlon Tracking -
A. Control will track the totaI populatlon on the pods.
1) Total population is the actual number of residents assigned to a pod
WIthout consideration for their physical location. | (
a. Population will be adjusted when a resident is booked ontoor
released from the pod in red or green ink.
(i) ~ Changes to'the total population on the pod due to transfer
. of a resident will be documented on the pod tracking sheet.
- (ii)  Changesto the total populatlon on the pod due to bookings -
| or: releases will be tracked on the pod trackmg sheet and in
- ~ the master fac1I|ty count Iog ' ’
e -B. Control wnll track the physical population on the pods. e
< 3 L 1) The phy5|cal count |s derived from the total pod populatlon less the
o re5|dents released off the pod to control o
a. Control will adjust the physical count on the pod tracklng sheet as
~ residents are moved. on and off the pods. .
b. While a resident is released to control the|r phy5|cal Iocatlon will
be updated as needed.
c. The pod staff are not respon5|ble for trackmg residents that have
been released to control.
d. When residents are returned to their pod control will adjust the
Apod tracking sheet and verlfy the new populatlon with the pod
staff.

N . - . s . N L ~
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Central Control Resident Movement Tracking Form

The Central Control tracking form is used to maintain, and track any and all
movement in and out of the facility in addition to the population of each Pod, and

- thefacility as a whole. This form is to be used in conjunction with the Central
- Control Log Book. The primary function of this form is to provide a quick

reference of where all the residents are located, or are being housed within the
facility. : : :

In the event of an evacuation, the Central Control Officer will use this form to
verify the whereabouts of all the residents insuring that everyone is evacuated |
from the building, and qUIckIy determine if someone is attempting to escape the
facility during an emergency : : '

‘How to use the Tracking F.orm

~1. Atthe begmnmg of each Shlft the JDO A55|gned to central Control will wrlte
_ their name into the approprlate slot for their shlft ,

2. After everyone does their Population verlflcatlon the Control Offlcer wnII
‘note the beginning populatlons in the appropriate spot for each Pod. You -
will repeat this at the end of: your shift, and note the endmg populatlon

~ accordingly. - : '
3. During the course of your shift, you will note aII movement as foIIows
a. Name of resident being éscorted off the Pod
b. The Pod they are exiting, (only when being escorted off their
- assigned Pod). |
" ¢. The time they are exiting
d. The destination of the resident, IE: Medlcal Laundry, Kitchen, court
etc. = : : .
s If"the resident is being reIeased, the notation will be in green
as a release, and the population will be adjusted accordingly.
ii. If the resident is being booked on the Pod, the notation will be
~ inred, and the population adjusted accordmgly _
e.. Any “Day”. Furloughs out of the facility will be tracked in Red and
Green as well, and the Pod populations will be adjusted accordingly.
'Remember, this tracking form is to be used in conjunction with the
Central Control Log Book, and all of the standard documentatlon
requirements still apply for that log book.

- "\ ______]
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m - f. When the resident returns to the Pod, the time they returned will be -
o noted in the “BOP” (Back on Pod) column. _ :
g. The last column is to maintain the population of each Pod, (the
facility population will be maintained in the Control Log Book.

- Remember, all movement within the facility is to be documented in “Black Ink.”

Central Control Resident Mr_jvement_ Tracking Form

Date: ___~ _ Control Officer (Graveyard):

‘Control Officer (Day): - - control Officer (Swing):

Beginning/Ending pop Graveyard: 800 pop: / '. 900 pop:___/____ Total pop:*_l__'

.'Day: . 800 pop: /. /900 pop; - I___ Totalpop: -/ .~ : ‘

. . ~-Swing: = 800 pbp: I 900 popﬁ /_ Total pop: : »‘/__

“|Name -+~ |POD|Time: |Location . : "op |POD POP
' ‘ C | ’ (also use this box for reléase or booked) o ’

9
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Control Administrative Duties

1. Master Calendar

A.

Control wili ooordin‘ate' with the management team to keep the master

calendar up to date and accurate.

a. All requests to add or delete items from the calendar must meet the
preapproved criteria or have Supervisor approvaI

Offense Report Log .

a. See Procedures for mamtammg Offense report Log

FoIder upkeep and mamtenance

. JALAN (Graveyard)
-a. Court paperwork

b. Processmg of all booklngs and releases

. C. Updatlng current resrdents

1) .Status changes
Approved visitor list
a. Updated daily . _
1) All changes to the approved V|5|t|ng |ISt must come from
Probation Officers or management.
Visitlng list (After hours)
a. The Master approved visitor list will be stored on the H:drive in the
SCIRF folder under ”Control o
1) Clerical will be respon5|ble for updating the list daily.
b. The visitor signup sheet will be stored on the H: drlve in the SCIRF
folder under * “Control.”
1) All requests to be placed on the visiting list will be checked against
" the approved visitor list. . '
i If the person requesting is not on the approved list their
request will be denied.
_’ 2) During normal business hours the rece'ptionist will take calls from
parents for the visiting list.

Control ~Admin Duties - Page 1
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(“\ . 3) After normal business hours the Control Officer will take calls
e "~ from parents for the visiting list. -

Control ~Admin Duties : : Page 2
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Master.Calendar

PURPOSE: ,

Due to the physical layout of the SCIRF there is a need for a-central location to
store all of the scheduled activities and events that will take place during any
given day. This task will be accomplished through the use of a Master Scheduling
Calendar in Outlook. :

~ FUNCTION: |

The Master Calendar will be administrated by the control officer and the
management team. All activities and events affecting the facility will be entered
into the master calendar. The events and activities will include but are not limited
to: . . | ' ' | ' o
e Transport (Steel)
¢ Training (Dark Méroon)‘
 Visiting " (Orange)
. Special Visit (Red)
e Court (Black) .
e Medical Appomtment (Dark Blue)
e Scheduled maintenance (Yellow)
. Programmmg (Green)
e Scheduled Release (Dark Teal)
Delivery (Dark Peach)

As information is provided to the control officer(s) and management, the calendar

~ will be updated to reflect the most current information. All staff in the facility will

be able to view ‘.t‘he calendar.

The graveyard control officer will take the information from the Master Calendar
and create a-daily schedule that will break the information down by topic. ThlS
document will be used by the day shift and swing shift control officers and
supervisors to schedule and assign resources and personnel during the shift.

Control- Master Calendar . Page 1.
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)

Any changes in the master calendar (addition or deletion) will follow a clearly
defined process.

1. The new information will be sent to control via e-mail to the Command
Center e-mail box. ’ - :

2. The scheduling supervisor will review the Master Calendar on a regular
basis and assure that each shift has the required personnel to meet each
shift.

O

Control- Master Calendar ) . Page 2
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- CLASSIFICATION

Goals of classification are to ensure the appropriate housing and programming of
minors, maintain the security of the facility, and provide for the safety and security
of staff and minors. Classification shall never be used as a tool for punishment or
di'scipline The classification system should provide suitable levels of security for
each minor and impose the least restrictive conditions that are practlcal w1th
con31derat10n for the facﬂlty ‘population and design. :

A minor will be classified upon admittance to the facility. The initial classification
focus is the health and safety of the minor and the safety. and security of staff and
facility. Classification factors shall include, but are not limited to: age, sex,

- maturity, sophrstlcatlon emot10nal stability, program needs, legal status, public
B safety'considerations and medical/mental health needs. Consideration shall also

be given to input from other sources such as completed assessments available -
records parents, v1ct1ms pohce and Probatlon Ofﬁcers ' -

,Class1ﬁcat10n reviews, 1nclud1ng con31derat10n for: the level of needed superv131on )

and the minor’s behav1or shall be reV1ewed weekly by the D1v151on Director
and/or Supervisors. Add1t10na11y, individual clas31ﬁcatlon reviews may be,
requested at any t1me mrcumstances warrant ' : -

Room assignments are'.'affeCted. by a nur'nber of factors including sophistication,

~serious vs. less serious offenders, violence prone offenders, sex offenders, and

differences in sex, age, size and maturity. As sleeping rooms in this facility are

single- . and double-occupancy and upper and lower tier, sound judgment -and

prudent decision making on the part of staff are required When makmg room and
roommate assignments.

Rev1ew/Remova1 of spe01a1 Cla331ﬁcat10n status A :
A. The Division Director and/or Superv1sors w111 review all minors’
classification = status weekly, considering recommendations from staff.

- Additionally, individual class1ﬁcat10n reviews may be requested at any -
time circumstances warrant. , |
B. - Only the Division Director and/or SuperviSors may modify a minor’s
classification status.
"C.  Changes in a minor’s classification status W111 be made in the unit
logbook, on the locator, and in the minor’s file on the face sheet,

Float- Bookings and Releases ' Page 26
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D. . Assignment to a special classification status during a previous stay
should be taken into consideration when determining classification
status. In general, if a minor left the facility while assigned to a
spec1a1 classification status, that status should be assigned to the
minor upon new bookmg, pendlng review.

' Float- Bookings and Releases : : : Page 27 |
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CLASSIFICATION CODES

Administrative Separation - (AD-SEP=IN RED INK)

There are two (2) levels of Administrative Separation.

A. The first level is Administrative Separation (1) - ' .
1. This “Ad-Sep” is for residents that cannot be around other residents.
Th|s resident is typlcally a “victim” and fears for his/ her safety They
- are not on Ad-Sep for serious behavioral issues. One (1) Officer may
open this reS|dent’s door and be present for any movement or
programmlng E ' '
B The second level is Adm|n|strat|ve Separatlon (2) :

2. Th|s “Ad- Sep” is the h|ghest IeveI of" a securlty |ssue in the facmty A
resident i is pIaced on Ad-Sep (2) for serious charges or serious behawor . |
issues. Two (2) Officers MUST be present to open th|s resident’s door
‘or anytime he/she is out of their room -

- Daily documentation is reqwred to remain on status. -

Maximum Security Risk- (MSR — IN RED INK))

‘ This is one step do'wn from Ad-Sep. A resident is pIaced_on this status for
serious charges and/or serious behavior issues. This status requires 2 staff

~ present to open their door and 2 staff present when out of their room. MSR

minors also ‘ha\_lelimited contactwith the other minors due to their status.

Security Risk — (SR- IN RED INK))

Residents classified as Security Risk status are observed closer than regular -
status residents. Residents are classified SR due to their charges and/or
behavior. o .

Float- Bookings and Releases ‘ Page 28
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St.licide Risk — (eece- tN RED INK))

Residents classified as Suicide Risk status need to be watched closely for
~ _suicidal ideation or gestures. '

' XXX.Red— (XXX - IN RED INK) Room Alone

Residents classified as XXX are to be housed alone. They may never have a
roommate. This qlassification is usually due to charges or VAl results.

| Red (NTT- IN RED INK) NoTopTler |

Resldents who are on certaln statuses will not be housed on the top tler of

o the pod. Those statuses’ include, but are not I|m|ted to: Mammum Securlty Risk,

‘ -. Suicide Risk and Admlnlstratlve Separatlon Security R|sk resldents may be '
- placed on the top t|er ONLY with Management approval '

' : Exceptlon FemaIes WI|| be placed on the top tier.
| {A/C Red- (A/C - IN RED INK) Adult Court '_. |
| Resldents who are gomg to Adult Court and being charged as an adult
‘No Contact- (N/C — IN BLUE INK) |

Residents classified as N/C with another-minor is to be separated from them.
This is court ordered, Probation Officer or JDO imposed.. ’

Observation = (OBS — IN BLUE INK)

_ All residents booked into the facility will be placed on an Observation status
for three (3) days. This is the time to pay close attention to this minor for;
swcndal |deat|ons, securlty risk behawor, comlng down from drugs/alcohol etc.

GangAfflhatlon (GA - IN BLUE INK)

Float- Bookings and Releases — Page 29
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Residents placed on GA are known or suspected to have affiliations with
gangs. This status is used to keep known gang members separate.

Float- Bookings and Releases . : Page 30
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DETENTION RISK ASSESSMENT INSTRUMENT

DRAI

GENERAL INFORMATION

The Detention Risk Assessment Instrument (DRAI) isa pomt based assessment tool that
W|II generate a recommendatlon for* reIease” ”detentlon alternatlve program ellglble” or
“secure detent|on when a minor is presented for booklng '

A. Why complete a DRAI"

1.

The use of an objective point- based assessment tool to determme placement is

considered a natlonal best practice. , .
. A structured assessment tooI will prowde more conS|stent |nformat|on gathenng o
'V'and recommendatlons than a more |nformaI interview process.” : L
. Information from the DRAI will be stored i |n a database which provrdes for effective .
.".record keeping and. access to data for anaIyS|s

B Wthh mmors receive a DRAI assessment?

1.

rb,{:;'pp-_

‘A DRAI assessment is to be completed on all minors presented by law enforcement |
and Probatlon for booklng Except the followmg
a. Court ordered commitments

Courtesy holds- -

Cite and release arrests '
.. Probation violations (777 WI)
.- Warrant Arrests

C. I-low the DRAI works

1.

Points are assrgned to each eIement of the tooI and the cumulatlve total is the score.’

' Recommendations are made based on the scores as follows: Secure Detention, for -

minors with scores of 15 and above; Detention Alternative Programs, for minors
with scores 8- 10 and Release Without Restrictions, for minors with scores of 7 and

below.

Float - Detention Risk Assessment Instrument - DRAI Page 1
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D. DRAI categories

1

UUR W N

Mandatory Detention
Presenting or Filed Offense
Prior Offense History
Aggravating Factors
Mitigating Factors

E. Procedure for Detention Screening

1.

-,2‘
3.
4

SPO/SIDO can.determine detention. SPO and D|V|5|on D|rector can release resndent _
Resident is presented at booking - S
Juvenile Detention Officer (JDO) completes and signs DRAI as Screener

." Supervising Probation Officer.(SPO) reviews the DRAI assessment score (mcludmg

“any overrldes), and detention recommendations.

o v

SPO then signs the DRAI makrng the final detentlon determination:
Detentlon/release decisions are made based on the’ DRAI score

If the DRAI score.is 7 or less and an SPO |s not on shlft the superwsor or olC will call

B . the Juvenlle Hall. Director to review the DRAI assessment score (lncludlng any
o overrldes), and detentlon recommendatlon The Division D|rector makes the final -
' decision. t Co o

&
9.

10.
11,

' DRAI information wrll be entered into the approprlate JALAN case by clerical staff. -
‘A copy of the Probable cause will be stapled to the DRAI form. :

When DRAI form is completely filled out, it is sent to clerical staff
When clerical staff has entered information, form will be sent: back to graveyard

g basket to be filed in re5|dent s file.

F. Overrides

1.

There may be occasions when the Screener has information that makes the DRAI

- recommendation inappropriate. In such situations, the Screener-may “override” the
~assessment tool, prowdlng clear rationale for the decision. Overrldes should be used

only on occasions when the |nformat|on avallable is not aIready covered in the DRAI
assessment itself. : '
Overrides may be.used in favor of reIease or detention and recommendations may

be made for reIease,” “eligible for alternative to secure detention” or “secure -

detention.” The least restrictive pIacement recommendatron should always be
made while providing for the safety of the youth and the community. A clear
rationale and specific details must be provided to overndmg the recommendatlon ,
and may include the followmg

a. Patterns of escalating behavior

Float - Detention Risk Assessment Instrument - DRAI Page 2
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Criminal history in another jurisdiction
Victim/witness fear for their safety
Incorrigible, failure to appear risk

o

Severity of charge/offense unclear
Parent/guardian cannot be located
Resident 'r’efuses_to return home
P_arent/guardia_n refuses to take custody of resident
i. Threatto puhlic/cbmmhnity safety - ‘
j. Victim resides in home
k. Safetyof resident
G. Interpreting DRAI Scores -
1. SECURE DETENTION =>11. pomts Re5|dent will likely be detained in Juvenile Hall
-pendmg a detentlon hearing. At the detentlon hearlng, a recommendatlon for

TR a0 T

‘continued detention is also hkely : :
2. -.Ellglble for Alternative to Secure Detentlon 8-10 points: Minor will hkely be-
) 'detamed in Juvenile Hall pendmg a detentlon heanng At the detentlon hearmg,
~ - recommendation may be made by the a55|gned Probatlon Offlcer to reIease the
. ‘resident on a detentlon alternative program T
“ . -3._ Release =<7 pomts Resident should be released without' restrlctlons to
C . . parent/legal guardlan . ‘

)

Float - Detention Risk Assessment Instrument - DRAI : : Page 3
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: DRAI’ s THE EASY. WAY

" 1. Intake Juvenile Detention Officer completes mlnor s proflle

a. Fillin all blanks: (Name DOB, Address, etc.)
2. DRAI Tool/Recommendation -

a. Fill in all'blanks (Screening date Charges Arrest date/time, etc)
3. Mandatory Detention

. a. Check all that apply (If none apply, go to next sectlon)

4. Presenting or Filed Offense (check one)
a. You have now created’ sectlon points Wthh are totaled and carrled over-
tothe next section of questions. _ ]
" b. Gointo JALAN and see if you get a “hit” on the resrdent ora f|Ie you Wl“
go to Number 5- Proceedmgs/Flle Update on the mam screen

5 Prlor Offense Hlstory

- a f re5|dent isin system you W|II look into every flle th|s way you wrll
be able to determine if they have any sustained offenses and if they
~are misdemeanor or felonies. If it is a JAC case or SARB, not
considered for this section. (You can keep a tally sheet or write on
the DRAI form the total number of sustained offenses, because this
will determlne how many pomts for th|s section.)
6. Aggravating Factors
‘a. Thefirst two statements can be obtamed from the probable cause
declaratlon
b. The rest of the aggravatlng factors must be obtained from a
 conversation you have with the resident and parents _ .
1. What kind of drugs and alcohol do you use? How much? How often?
2. Tell me about school? Do you attend? Have problems?
3. Tell me about your' relationship with your parents? |
4. Do you run away from home? How often?

Float - Detention Risk Assessment Instrument - DRAI Page 4
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5. Tell me about your gang affiliation?
These questions should be open—en_ded, Motivational Interviewing.

** You are going to engage in a conversation with the resident to find answers

- from him/her in regards to aggravating factors. (See statements on form) L

** Do.not ask closed ended questions unless you have no choice.
*** At this point you should have a positive total score.

7. Mitigating Factors
a. This section will be answered from conversatlon from parent/guardlan
and from JALAN history. - ' '

' Exemple' ldentify yourself and Iet parenf/guardiah know that their child is in
’ custody and there are some questlons you would like to ask them

l) Can you tell me about your relatlonshlp wnth your chlld?
i) Can you tell me about your child’s school habits?
i) C,an"'you tell me about@’your child’s drug_s/elcohol use?
“iv)  Can'you tell me about’your child’s runaway history?
v) Does your child have a counselor or mentor for any reason.
outside the family? "
vi)  How long have you Ilved at current address?
vii)  How long has child lived with-you?
viii)  Does your family attend church or any other rellglous
organlzatlon?

" You are aski'ng‘fchem(questlon and cfeating a dialog to best answer the statements

on the DRAI form. Pay special attention to any discrepancy between the resident
and parent statements. At this point, you should be listening to the parents AND
scoring, so you have a good idea of recommending a release or staying.

‘Pay attention to the overall story and not the specific questions. Is the parent

saying their child is out of control? Is the parent fearful of their own safety, in
regards to their child?

Float - Detention Risk Assessment Instrument - DRAI , Page 5
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Explain the DRAI worksheet and let the parent know that their child did not score -
high enough to be incarcerated or scored high enough to stay. Explain they will
have to come pick them up or if scored high, they will be staying and a Probation
Officer will be talking to them. ****Notrfy a SPO/Dlrector for approval of your

" decision.

8. Screener Overrlde

- ANYTIME you decide to override the point score of the DRAI, you mustJustlfy it
. and write the explanatlon for your decision in the box below the reason for

screenmg override you checked

- Examples'-

' ~Resldent scores-a 5 ellglble for DRAI release however the parent won’t come to .
pick him/her up because they are afraid of them and fear for their safety. -

s (Resrdent came in on a 647(f) and battery on mom, no priors, o probatlon Mom
‘.f‘wants resident to. calm down and sober up before she Wl” pick up ) OK to overrlde
_’,“untll mornmg ' C o

" Parents and resrdent all arrested on a home raid. Parents went to jail, resident
" booked on possession of marijuana. ‘Scored low on DRAI however, mlght want to

overrlde until a Probatlon Officer can fmd someone to release to since parents in
jall ‘ ‘ ' ‘

9. Screener Recommendatlon »

a. Getyour total score and check approprlate box
10.Screener Name and Title | '

a. Sign your name and title

Float - Detention Risk Assessment Instrument - DRAI : Page 6
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" NOTE:

When fhe JRF DRAI’s a youth (non-Ward), théy will be cited to intake on the

- following Thursday @ 1330. The JRF staff will use the JV635 form for the citation,

scan it and email it to the intake officers and the intake Supervisor. That way we
expect the appointment. If JRF staff want to contact an intake officer and arrange
for another appointment time, that’s perfectly acceptable... just document that
appointment on the citation and scan it and send to that PO in addition to the
intake Su_pervisbf, also make a case note in the case management sysfem. |

Float - Detention Risk Assessment Instrument - DRAI ' Page 7
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~ FLOAT DAILY DUTIES

1 Laundry
a. -The float will coordmate with Pod offlcers to use ellglble h|gh level
residents to help with the laundry. '
~ b. RESIDENTS SHALL NOT BE LEFT UNATTENDED IN THE LAUNDRY ROOM.
" ¢. The laundry will be picked up from the pods; washed and dried and
_returned to the pods before the high level reSIdents go to bed. (High -
level residenits’ will be responsuble for folding the laundry and maklng o
, shower rolls for the next day )
‘ '2 Pick up —deliver mall to pods .
o .a. The graveyard float will pick up the outgomg ma|I from the pods and
. | pIace itin the basket for outgomg mail. ' S
C . b The receptlonlst will get the mail from the post box and g|ve lt tothe
afternoon float. The roat will separate the mail and dellver |t to the
pods ‘ ‘
3. Filling pod orders for supplles , :

-a. On graveyard the float will check with all the pods.and ple up their
supply requisition forms. The forms will be filled out by dayshift, swing..
shift and finalized by 'graVeyard shift. If an emergency, the float will get
the supplies, however routine stocklng will be done on the graveyard
shift. .

4, Relleve pod staff for- breaks

“a. Using the break chart, the float W|II relleve pod offlcers for breaks.

5. Graveyard- stocklng o . ,

a. The graveyard float will use the requisition forms and bring supplles to
- the pods for re-stocking. The pod officer’s will put the supplles/clothlng :

' away

)

—_— — -
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6. Flags '
. Itis the floats responsibility to take the flags down during rainy weather
_ and store them in a dry place. _
b. It is the floats responS|b|I|ty to hang the flags when the rain stops.

7. EsCort residents to [from appointments' Attorney, PO, Medical
NOTE: Without prior authorization from sup/OIC:
a. Control may request that the float escort residents from their pod to
another place in the fac1I|ty , ‘
b. The float shall open all doors vna controlto escort aII resrdents to -
_ another Iocatlon
C. Resrdents are not to be unattended in the corrldor

8. The .'f,Ioat w'ill Iock the_ !’obby entrance doors at 5'pm.
9. Thejﬂoat will unlock t’he-lobby doors _at:8-_vatn1.
10.GRAVEYARD:

a. Every night, the LIVESCAN machlne must be turned off and powered
back on. ' ' '

T T —,— — —m—m—m™memememe—, — —  — -
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EMPLOYEE SCHEDULED BREAKS

" GENERAL INFORMATION

It is the Float’s responsibility to provide breaks for the OffiCersTworking”other
assignments. Each Officer will be offered two (2), fifteen minute, breaks

during their shift (8 hour sh|fts) The Float will assume duties performed by =
the. Offlcer they are rellevmg for break

The Float will mamtaln a break scheduIe to enstire all Offlcers were- offered

breaks.

- 'BREAKS | | |
() A Breaks will be provided by the Float for the followmg Offlcers

1. Pod Offlcers
2. Control Officer

Float- Breaks o : ' ' . Pagel
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RESPONSE CALLS AND STANDARDIZED CODES

All emergency calls will be routed through Central Control Control will then
dlspatch the float to the location of the incident.

All avallable floats and superwsors/OIC WI" be dlspatched to emergency backup |
calls ' '

To ensure unlformlty, Shasta County Rehabllltatlon Facmty will use the

'.Standardlzed Codes .10 Codes and AIpha Codes

.When youl hear on the rad|o Code 33 you need to stop all non- emergency radio
 traffic until cleared o |

Float - Response Calls - : o Page 1
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VISITING PROCEDURES

'NEW VISITING HOURS:

SATURDAY: 12:15-2:15 AND 2:45 — 4:45

SUNDAY: 12:15-2:15 AND 2:45 - 4:45

- 1. Visiting Room Search and Preparation for Next Session
- a..-The visiting officer(s) will conduct a complete and thorough search of aII
areas, prior to the first visit of the day, and’ |mmed|ately after each
visiting session is concluded, as soon as the vrsntlng area is clear of

residents and visitors. ,

1) These areas will include: p

~a) Contact and no-contact viSiting'areas |
~b) Sally ports (re5|dent and publlc)

c) Private visiting room . : : :
~2) Atthe end of the vrsrtlng se55|ons each day, the’ V|S|t|ng offlcer wrll
close out all logs, counts and prepare for the next day s use.
2. V|S|tor Check-in and Screening :
a. On scheduled visiting days, fam|Iy wsrtors who have been authorlzed to
. visit will come to the publlc entrance 15 mlnutes prlor to the startof ~
 visiting. ‘
b:- The visiting officer will: : : :

- 1) Start the visiting process 15 m|nutes prlor to the actuaI start of
visiting to allow time to check visitor |dent|f|cat|on to the visiting list,
remove all items from the v15|tor, give them a visitor badge and get
" the V|S|tors seated in the visiting area prior to the start of visiting. -

2) Obtain the visiting list frorn central control and provide copies to the
pod offlcers Why? They shouId write them out of their log book as.
they leave to visiting.. : : '

3) Confirm the visitor’s identity and authorlzatlon to VISIt by checkmg
the visiting list against the visitor’s identification.

a) If the visitor is not on the visiting list, the visitor will be asked to
~ step to the back of the line until'a decision'is made whether or not
they will be allowed to visit.

e ___________|

_ Float- Visiting . , ‘ Page 1
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4)

b) The visiting officer will. contact the superwsor/OlC fora decnsron
-about the visit.

Assess the visitor’s demeanor to determine if he/she is under the
influence of an intoxicating substance. _
a) This is to be completed as the vrsrtmg offlcer is checkmg the
. visitor's identification. :
b) If the visitor is believed to be under the mfluence the visiting .
~ officer will contact the superVIsor/OIC for conflrmatlon and
_ d|rect|on

c) If the superwsor/OIC agrees that the V|5|tor is likely under the

5

influence, the visit will be denied and the supervisor/OIC will
“determine if Redding PD rieeds to respond orif the parent needs
..-to be detained for the safety of the community. -
d). The visiting officer will make an effort for their well-being by -
offering to make a telephone call for them to arrange a ride' o

.. and/or encouragmg the. visitor to take safe transportatlon N
Assess the clothing the vrsltor is wearlng to ensure it meets the rules

- for wsrtor attlre

6)

7)

a) If the visitor’s clothing does not meet the standards setinthe .

visiting rules, the visiting officer will deny the visit and will offer to -

allow the visit during another session if space is available and the
visitor has time to return home to change clothes. _

Exchange the visitor’s belongings and |dent|f|cat|on for a visitor ID

badge which they must wear while in the facility.

a) The visiting officer will place the visitor’s belongings and
identification in a container that matches the number of the ,
V|5|tor Badge with the ID and keys. ThlS wnll be kept on.a cart and.
the cart will be- later placed in the wsltlng area behind the desk for
safe keepmg :

Advise the visitor to ensure they are not carrylng anythmg that will -

" not be allowed through the security checkpoint, including any metal

8)
9)

that will set off the metal detector.

Have the visitor remove any metal, i.e. belts, jewelry.

The visiting officer will direct visitors through the metal detector and
observe to ensure the detector is not activated. If a visitor does not
clear the metal detector:

Float - Visiting
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- The visiting officer will ask the visitor to check him/herseif agaln for
any metal and then walk through the detector. :
10) If the visitor does not pass a second time the float officer will
instruct the visitor to step to the back of the line.
11) Once all other visitors are seated in the visiting area, the VISItIng
officer will use the hand held metal detector on all those who did
~ not make it through the metaI detector to determlne the source of
the positive indication.

12) if it appears the cause of the detector act|vat|on is an item of

removable cIothlng, the float officer will ask the visitor to remove
‘them and then re-scan the V|S|tor usmg the hand- held metaI
- detector.

' 13)- The visit will' be demed if the visitor s not able to be cleared using.

~ the hand-held metal detector unless the source is an artificial limb.

. 14) The float officer will use the hand-held metal detector to screen

- visitors who require the use of a wheelchalr or- crutches
15) If a v15|tor refuses to part|c1pate in the screening process the vrsmng
officer will dent the visit, notmg the reason in the visiting Iog
16) Ask the visitor to have a seat until the VISItIng perlod begins. ‘
17) Notify central control-and, the pod officers via, radlo of which VlSItorS
have arrived. - : v »
a) Pod officers wrll prepare the resrdents for vrsrtmg when they hear
" the visitors have arrived. - : :

b) ifa reSIdent chooses not to have a visit, the pod offrcer will not|fy
the visiting officer. The V|5|t|ng officer will take the visitor aside to -
let him/her know. ' '

c) If a visitor who is denied a VISIt becomes uncooperative:

1). The visiting officer will contact the supervnsor/OIC via the radlo.
“and ask for assistance. The visiting officer will try and de-.
escalate the situation using verbal skills until the _
supervisor/OIC arrives and takes charge of the situation.

2) If the situation escalates beyond the ability for the

~ supervisor/OIC to manage, central control will call Shascom to
request assistance from Redding PD.
d) Once all the visitors have been checked into the lobby, the visiting

officer will contact central control and advise they are ready to
* escort visitors to the visiting area.

Float - Visiting . : . ' Page 3
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-e) Central control will send a float officer to the saIIy port to assist in
guiding visitors to the visiting area.
f) The visiting officer will:
1) Ask central control, via radio, to open the sally port door.
2) :Escort all visitors.-in the sally port. Central control will open the
sally port door to the visiting area.

3) Observe visitors as they enter and assign them to a tabIe non-
‘contact visiting booth or private visiting room as appropriate.

. The pod officer will tell the.resident(s) with visitors to assemble at the

pod entry door.

. If the resident does not want a visit:
- 1) The pod officer will notify the V|s|t|ng officer of the refusal

2) The visiting offlcer will teII the visitor the resldent has decllned the
visit. ' ’ ’

. Prior to the float arrlvmg to escort the reS|dents to V|S|t|ng the pod
“officer will: A

: a) Tell the re5|dent to- dress approprlately Resndents areto. have all
clothlng on approprlately and sweat. shlrt will be on'and worn at
all tlmes Sweat shlrt W|II not be carried down to. visiting and not
worh. . If not going to put on at'the pod then the sweat shirt will be
placed in the resldent 'S, room untll he or. she returns to the pod '

b) Tell the resident to use restroom since they will not be allowed to
use the restroom in V|s|t|ng Once a resident leaves VISItIng they
will not be allowed to return.

1) Review the basic visiting rules and expectatlons with the resldents
2) Advise central control that the residents WIth V|s|ts are assembled
and ready to move. : :
3) The float officer will go to the pod and calI control via radlo and :
* request entry to the pod. : '
4) The pod officer will escort the residents to the pod door hand them

. . off to the float officer, and will document location. :

5) Control will verify with the pod officer that the float offlcer is there to
move the residents to visiting and opens the door.

6) The float officer will escort the residents to the visiting area and
assist the visiting officer with seating the residents. '

Float - Visiting : :  Page4
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a) Only one officer is required to conduct visiting, however, the float.
officer will assist with visiting unless other duties/responsibilities
take priority.

3. Conducting the visits
a. The visiting officer will:
1) Control operations in the visiting area. . :

a) Monitor the visitors and residents to ensure they are not passing .

- notes, other unauthorized items contraband.

b) Ensure residents spend time visiting with their visitor and not
each other. Resldents are not aIIowed to V|s|t W|th each other or
another resldent s VI5|tor '

c) Circulate through the V|srt|ng area throughout the visiting session

- to observe resrdent/vrsrtor interaction. ~ ' o
2) Coordinate: : : :
' _'a) The dlstrlbutlon of. and accountlng for game pleces that can be :
used W|th the game boards built into the tables. :
i . AII items distributed will be Iogged in and outina central
| ) location (staff statlon) in the visiting logbook
ii. - Allitems dlstrlbuted will be turned in and accounted for frve
- minutes prior'to the visiting session ending.
3) Document visiting mformatlon on the v15|t|ng form by:

a) Documentlng the number of visitors and residents durlng each
visit. : ‘ ~

b) Complete the V|S|tor sighup sheet

c) Complete comment portion of the wsrtmg form.

d) Documenting the use of the private vrsrtlng room and why the
visit was allowed in that area. o

e) Documentmg any problems that occurred durlng the V|s|t|ng
session. : f

4) Document the overall tone of the VISIt .
a) Did the reSIdent/wsrtor appear happy during the V|S|t were there B
‘healthy exchanges arguments, crymg, etc'-’ . : o
4. Ending the Visits
a. If aresident or visitor elects to end their visit early:
1) The visiting officer will ask control to send the float officer to visiting
| (if not aIready there) and open the inner V|S|t|ng sally port door.

Float - Visiting ' o Page 5
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2) The visiting officer will have the resident sit in the sally port until the
float officer is available to return him/her to pod
3) The float officer will:
.a) Escort the visitor to the lobby.
b) Conduct a thorough pat-down search of the re5|dent and return
‘them to his/her pod. . -
If approprlate a strip search may be conducted

“ Fill out astrip search form and receive authorization from the

N

Superv:sor/OIC)

b. If the visit is terminated. early by the wsrtlng officer due to
~ visitor/resident conduct issue.
- 1) The visiting officer will caII the superV|sor/OIC vra radro to ask for
assistance. = ~ ‘
~ 2) The supervisor/OIC will respond to the visiting area.
3) If the conducti issue-was the resldents ‘the float officer and
. supervisor will: ‘ - .
a) Escort the reS|dent to the search Iocatlon S
b).Conduct a pat search. . :
c) Return the resident to his/her pod unless it is necessary. to keep
the resident separated due to behaVIor or mind-set. (In this case,
“the resident will be taken to booklng and placed in a holding cell
- until he/she calms down and can be moved back to the pod )
4) ‘The float officer will: :
a) . Return to the visiting area. : :
b) Call control via radio and ask them to open ‘the door to the sally
port leading to the Iobby
c) Ensure the visitor retrieves their |tems and returns the V|S|tor
badge. : : Lo
~d) Escort the visitor to the Iobby
5) The visiting officer will:
a) Notify the pod officer of the reason the visit was, termlnated
b) Document the incident in the visiting log.
c) Write an incident report.
c. If the visit ends as scheduled: :
1) The visiting officer will announce, five minutes before vrsrtlng ends,
which all games and other items (cards, checkers, pencils, and paper)
are to be returned to the visiting desk. '

Float - Visiting o , ' . Page6
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(\} = a) The visiting officer will ensure all items are returned and will
check for damage. o ‘
2) The visiting offrcer will verbally notify the vrsltor group that vrsrtmg is
over.
3) Once notified, the visitors will I|ne up at the sally port door to the
~ lobby for exit into sally port. a
4) The float officer will:
a) The float officer will respond to the V|s|t|ng area to supervise the
residents so the visitors can turn in their badges and retrieve therr
‘ belonglngs from the vrsrtmg officer.
" b) The visiting officer will retrieve the visitor’s beIonglngs from

behind the vrsrtlng desk area and exchange them for the wsrtor s o

badge :
~ ¢) Control Will let the visitors in the lobby sally to leave all at once:
-d) Residents will remain seated in their Iocatlon on “quiet time”
- . status. e - : C
~e) The visiting ofﬁcer wrll return to the vnsltmg area to asslst wrth
L . -resident searches. s Lo '
O ' ’5) The visiting officer and the float offlcer Wl|| conduct pat searches on
o - the residents. : T : :
a) If contraband is found the visiting- offrcer will process lt after the
residents are returned to their pods, note the contraband in the
V|S|t|ng log, write an incident report, and initiate the dlsapllnary
process as appropriate. :
6) When all residents have been searched, the vrsrtrng offlcer WI|| notify
the pod officer(s) that the residents will be returning to thelr pods.
7) The float officer will escort the residents to their pods.
- 8) The:pod officer will check the residents in to the pod.
9) The visiting officer will forward the vrsmng log and the information »
about the tone of the visits to the LPC for entry into the system.
10) The LPC w:ll enter the information into the computer and file orrglnal

formes.

O
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(\v ‘ I . PROHIBITED CLOTHING OR ITEMS
A. The followmg cIothmg attire will result in the visitor bemg
denied entry into the facility.

.
2

.‘“P‘E“

E
7.
8.

No hats or bandanas of any form.

Gang attire or sports attire worn in any comblnatlon that.
suggests gang ‘membership.

Low-cut shirts/blouses.

Any blouses/shirts that expose the midriff.

Any clothing bearlng print, logos, or plctures that promote
drugs, alcohol, sex or violence.

Shorts, skirts, or dresses that expose skln above the knees.
Sheer clothlng no see through.

No heavy outerwear, to mclude Jackets, sweatshlrts and
. Sweaters. - :

o B. The foIIowmg |tems ere prohlblted from bemg brought |nto the o

facility.

No letters plcturesII Books and ‘magazines must be cleared
by a superwsor/OIC : :

“Bags, backpacks, purses, or brlefcases (Have the visitor

- place these items back into their vehicle).

A w

w9°.\1".m.m.

Cell phones

Car Keys (Must be left with ldentlflcatlon in the assrgned
tray during: the Check-in- process)

Food or beverages :

Tobacco items or alcohol

Lighters or matches

Controlled substa nces

. Writing implements

10 Knives or firearms
11. Money

O

Float - Visiting
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NOTE: - .
* SUPERVISION OF VISITING .
A. The Visiting Officer shaII supervise all of the reS|dents and v:snors
This shall include: ‘ '
1. VlSltlng officer is to be alert at all tlmes
2. Watchmg for objects bemg passed between them, or
~ inappropriate physical contact. : -
- 3. Determining the “tone” of the visit, to ascertam if there are SIgns
. of |mpend|ng argument or physical altercation. S
-4, Insuring that reS|dent mteract W|th thelr V|S|tor and not each

_ other.
C* . ANYTIME A VISIT IS DENIED A SPECIAL INCIDENT REPORT SHALL BE

=~ . WRITTEN.

. .

Float - Visiting : : _ \ : Page 9
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Multiple ‘(more than tWO) MSR Visitlng Procedure

Saturday — 0815, 1015, 1215, 1445, and 1815
~ Sunday — 0815, 1015, 1215, 1445, and 1815

This procedure is for the purpose of scheduling multiple MSR visits
during the normal weekend visitation. In the event of multiple (more

‘than two) residents are classified as MSR’S w1th1n the fac111ty, the

followmg procedure should be followed

L

-2,
. V‘Amommgv1s1ts at 0815, or 1015.
3

No more than one MSR W1ll be allowed to v1s1t at one time and
will take place in the no- contact visiting room (NC-1 404) _
Each visit will be scheduled one after the other start1ng with the L

The 1815 visit should only be scheduled if all the other v1s1ts are o
scheduled first, including the 0815 visit.

. In the event of the 1815 visit needmg to be scheduled the D
Superv1sor/OIC on the Friday before the visit, will make sure that

the facility is staffed to be able to: fac1l1tate the visit and call in or
hold over the visiting staff. o

In the event that there are only three MSR’S in the fac111ty, we
should only schedule visits during the 1015, 1215, and 1445 visits.
A visitor is not allowed to schedule a visit outside of th1s process
W1thout D1rector or Superv1sor approval

Page 1
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(‘\) : : SAFETY ROOM

The safety room shall be used to hold only those residents who present an
immediate danger to themselves or others, who exhibit behavior which results in
the destruction of property, or reveals the intent to cause self-inflicted physical
harm. It shall not be used for punishment or discipline, or as a substitute for
treatment. ' ‘ '

SAFETY ROOM: A room specifically designated for the-housing of residents who
are an immediate danger to themselves, others or property. This room may not

‘be used for any other purpose |ncIud|ng overflow |ntakes

1. Approval of supervrsors/OlC must be obtamed prior to placmg a resrdent in
.  the safety room. (The only exceptlon to prror approval is in the most.
<\) . R _' volatile of C|rcumstances n this instance, staff may place the re5|dent ina

L safety room while obtalnlng approvaI to keep the re5|dent or others from

being. mjured ) T S EEE

a. The superV|sor will not|fy the Division Dlrector of a resident belng placed
in the safety room. - - . . A o

2. CFMG medlcal staff may dlrect the placement of a re5|dent into the safety

room. - ,

3. All residents placed in the safety room will be placed in a safety gown.

a. Exception: Residents may. be approved by management to be placed in
the room for one- on- one supervision, determined on a case by case -
basis. ' .

4, Provrsrons shall be made for. adm|n|strat|on of necessary nutrition and
fluids, access to a toilet and suitable cIothlng to provide for privacy.

a. Staff will offer the resident water or nutritional fluids a minimum of
‘every two hours, Wthh will be provided in a paper cup, and the
opportunlty to eat a regular meal or snack. The resident will be allowed

.

~ Float- Safety Room : ’ _ . Pagel



POST ORDERS -FLOAT

to use the toilet with assistance and under close supervision. This has to
“be documented on the designated forms for the safety room. -

. EVERY RESIDENT IN A SAFETY ROOM MUST BE PROVIDED CONTINOUS

DIRECT VISUAL SUPERVISION. Audio/visual monitoring may supplement
but NEVER substltuted for direct visual superV|5|on '

. The resident’s behavior must be documented every 15 minutes W|th a note

of the actual time recorded on forms designated' for that purpose

. Residents shall be evaluated by the supervrsor/OIC at a minimum of every
. four hours until the resident is removed from the safety room. The

supervrsor/OlC shall document their evaluation on de5|gnated forms.

s After safety room placement on—srte medical staff will be notified wrthm
~ one hour. The resrdent will be medically evaluated no later than the next

da|ly sick caII If ona weekend medlcal staff shall respond to medlcally
evaluate the reS|dent The resident must be medically cleared for -

' contlnued safety room’ placement every twenty—four hours Add|t|onally,
" mental health- evaluatlon must occur within 24 hours of placement inthe

safety. room to determine the resident’s need for mental health services
and swtablllty for retention in the safety room. B

. Wheriever a resident is in a safety room, the supervisor or h|s/her desrgnee

is respon5|ble for submitting a speC|al incident report by the end of thelr
shift detallmg the events resulting in the use of the safety room The

~incident’ report will contain the reason for the. safety room placement the

attempts to use less restrlctlve means of control details and
documentation of decisions to continue and end placement.

Float- Safety Room ‘ . Page 2
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A. Supervisor/OIC responsibilities:
1) Approve/disapprove use of safety room -
2) Notification of Division Director
- 3) Notlfy medical staff
4). Evaluate resident every four hours and document evaluatlon on
Observation Sheet ' '
~ 5) Ensure Special Incident Report is written
B. Officer responsibilities:
1) Prowde DIRECT SUPERVISION .
-2) Document every 15 m|nutes the resident’s behawor with a note

of actual time on the Observatron Sheet..
" a. The documentatlon will also include staff’s efforts at
.mterventron When writing |nformat|on staff will be as
, 5 ‘detailed as’ pOSS|bIe so as to ensure the reS|dent has been
(\) - :: 3 o properly cared for by staff durmg hls/her stay in the safety
L room. Speclflcally, document the actual time and date the ,
: * resident consumed meaIs, snacks and I|qU|ds as weIl as if they
refused offermgs from staff. '
| 3) Provide water, iin a paper cup, every 2 hours
4) Safe access to a toilet
5) Provide meals and snacks at appropriate servmg times-on paper
- plates or other non-injurious eating utensils

0
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FOREIGN NATIONALS

Detained juveniles who are known or suspected to be foreign nationals (i.e.,
citizens of another country) have the right'to communicate with an official from. .
the consulate of their country. If ajuvenile chooses to exercise this right, the
Probat|on Department shall prowde notice of the request to communlcate to such
consulate and shall make reasonable arrangements for such commun|cat|on to
occur. In addltlon the Probation Department is required to notlfy the consulates
of certain designated countries if their c|t|zens are arrested or detained,

- regardless of the W|shes of the juvenile, While federal |mm|grat|on authorities
are entitled to recelve certain information regardrng forelgn natlonals it is not

W|th|n the purview of the Probation Department to determlne the |mm|grat|on
status of any person in |ts custody ' ' '

P

1. GENERAL INFORMATION

“a.. Consulate Notlfrcatlon Requrred for Known_or: Suspected Forelgn .
Nationals: If a juvenile is in the custody ofa Probatlon Officer for more
- than two hours, or if a juvenile is booked into the Juvenile HaII then the
Intake Staff shall inform the juvenile that he/she has a right to
" communicate wrth an official from the consulate of hls/her country.

i. Totality of the Facts to Determine Known or Suspected Foreign -
National: Staff shall use reasonable efforts to determine whether
a Juvemle being booked into the Juvenile Hall is a known or:
suspected foreign- national. Such reasonable efforts include
questioning the juvenlle to determine whether he/she is a citizen
of another country, and considering facts avallable from the‘
arresting officer or other third parties.

ii._ Uncertain Facts as to Foreign National Status: If Staff is uncertain
as to the citizenship of a detained juvenile, Staff shall apply the
requirements of this pollcy to the juvenile as a suspected foreign -
national.

Float- Foreign Nationals - : Page1 .
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b. Mandatory Versus Discretionary Notice to Consulate: If a detained

juvenile is a citizen of a country that is a party to the Vienna Convention
on Consular Relations, the juvenile’s country is required to be notified of
the arrest and detention regardless of the wishes of the juvenile, absent
exigent circumstances. Notice to Consulates is thus required to be
provided to the countries set forth below and as listed in the Consulate

._Notlflcatlon Form

."Consulate Not|f|cat|on and Access Booklet - Further lnformation

regarding the rights. of foreign nationals and. consulate notification is

~ _provided.in the u.s. Department of State’s Consulate Notification and -
- Access booklet a copy of which shall be located in the Juvenlle Hall
' |ntake area. - -

Z NOTIFICATION PROCEDURES

a Not|ce to Juvenile. Upon determlnatlon that a juvenlle is 3 known or’
. suspected foreign national, staff shall advise the Juvenlle that he/she. has.
- a right to communicate W|th an official from the: consulate of hrs/her-

country, as set forth on the Consulate Notlflcatlon Form

. Consulate Notlflcatlon Form. Staff shall read the appllcable notlce

provrsrons contalned on the Consulate. Notlflcatlon Form to the juvenlle,

"and shall indicate on the form whether the juvenile requests the

Probation Department to notlfy h|s/her country s consulate of the arrest
or detention.

i. 'Optional Consulate Notification. If notice to a juvenile’s country is
optional,  then indicate on the Consulate ' Notification Form
whether the juvenile requests to commumcate with an official
from the consulate of his/ her country

'ii;"'Mandatory Consulate Not|f|cat|on. If notice to a juvenile’s
country is mandatory, then indicate on the Consulate Notification

. Form whether the juvenile believes there are special

" circumstances that would prevent such .mandatory notification
(e.g., political asylum issues). If special circumstances exist that
would indicate against notifying the consulate, contact County
Counsel for further direction prior to taking any other action. '

Float- Foreign Nationals : : Page 2



POST ORDERS - FLOAT

- ii. Form Maintained in Juvenile’s File, Copy to Parents/Guardians.
- The completed Consulate Notification Form shall be -maintained in
the juvenile’s custody file, and a copy shall be provided to the
juvenile’s parents/guardians via mail or hand delivery and a copy

will be forwarded to Probation Services.

iv. Information Provided to Juvenile Court: lnformation regardlng a

completed Consulate Notification Form, and. any- actions taken

- with respect to providing notice to a consulate, shall be included
in a Probation report provided to the Juvenile Court.

C. Notlflcatlon to Consulate.. Upon a juvenile’s request to communicate
with ‘an official from the consulate of-his/her country, or in the event
that mandatory notification is required, the Intake Staff shall provide
notice to the appl|ca ble consulate without unnecessary delay

- 1. Method of Notice. If possible, the notice to the consulate should
be provided - by facsimile, using the Notification to Consular.
- Officers of Arrest or Detentlon form. Where facsimile notice is
not. p055|ble within a reasonable per|od of t|me telephone, notice
shall be prowded -

ii. Juvemle Request to Contact Upon requeSt a juvenile. 'sh‘a'll‘be
prowded with the telephone number of the closest consulate of
h|s/her country, and allowed to'place a telephone calltoit. .

jii. Closest Consulate. Notice shall be prowded only-to the consulate
office that is the closest to the Juvenile Hall. - :

" d. Contacts with Consulate Offlclals Staff shall accommodate the requests '

- of juveniles,. their parents/guardians, and consulate officials - to

. communicate with each other to:the extent reasonable and approprlate

Communications may occur in writing, over the telephone, or in person.

Consulate Officials must present valid Department of State identification
pr|or to visiting or commg into contact wrth any juvenile in custody

m
Float- Foreign Nationals ‘ . : Page 3
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O 3. IMMIGRATION STATUS

a. Determination of Immigration Status. It is not the responsibility of
Juvenile Hall Staff to determine the immigration status of a juvenile;
such determination is in the purview of the Department of Homeland
Security, Bureau of Immigration and Customs Enforcement (“ICE”).

- i. Copies of Consulate Notification Forms to ICE. Juvenile Hall staff -

‘shall provide copies of completed Consulate Notification Forms'to

ICE. S o '

. Additional Information Provided to ICE Upon Request. Juvenile
Hall Staff shall comply with any additional request by ICE for
further information relating to resident juveniles and shall
provide ICE with reasonable -access to- such juvenlles for the -
purposes of quest|onmg '

" b. Ifhmlgratlon ‘Detainers:  Staff shall comply wnth any |mm|grat|on |
fdetalners holds, warrants, subpoenas or other lawful directives. issued -
“by ICE or other federal |mm|grat|on authorltles Wlth respect toa Juvenlle "

‘in custody

Float- Foreign Nationals . Page 4
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BASIC INSTRUCTIONS FOR REPORTING FOREIGN NATIONALS

1) Were they bornin the U.S.?
A. Yes - - Book them.
B. No Goto#2
2) Do they have a green card?
A.Yes ~Goto#3
B. No - Contact Immigration and. Customs Enforcement (lCE)
~ http://www.ice.gov SR
3) 1s their country of origin on the “Mandatory Not|f|cat|on List” see:
http: //travel state.gov. /law/consular/consular 5125 html
A. Yes
i. . Inform them they can communlcate with the Consulate and y_
ust hotify’ consulate of arrest/detent|on
~ i, Fax the nearest Consulate for that country, regardless of the
minor’s request, without delay. - : '
i. Log the contact attempt date, time, number etc lf ho fax is
avallable call person to person. : ‘
B. No - "‘Go to#4
" 4) Do they want to contact their Consulate?

A. Yes ( v ,
i, Locate consulate contact information and allow them to contact .
consulate without delay. Note: the consulate must be allowed to
‘communicate with nationals in detentron ‘providing them wuth
Iegal representat|on
B. No

i. Proceed with normal booking.

- ]

Float- Foreign Nationals : . : Page 5
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NOTES:

Do not inform consulate of detainee’s refugee or asylum status. If the
consular officer insists on information that the resident does not want
disclosed, staff shall advise the Supervisor/OIC. The Department of State
must bé contacted, 202-647-4415. ' 4
Detainee may communicate with consular officer and may request consular
access at any time (whether preV|ously decllned or not) '
Consular officers may ha\ve access to detainee regardless If detainee

requests it.
You may have to search the mternet to flnd the closest consulate contact __

_|nformat|on

Notify the superwsor/OlC of any possrble Forelgn Natlonals

-Staff shall make a note of the completed notification on the face sheet in
- the resident’s file. Staff shall also retain the Consulate Notification Form -
- and fax confirmation in the file, which will also be scanned into Filebound: -

- A binder with detailed information.and forms is located in the booking area.

Float- Foreign Nationals : - - Page 6
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VULNERABILITY ASSESSMENT INSTRUMENT

(VAI)

GENERAL INFORMATION: '

~ The Vulnerability Assessment Instrument (VAI) is a point-based assessment tool -
designed to determine whether a resident is vulnerable to victimization and/or sexually’
aggressive behavior and is required to be placed on Room Alone (XXX) status..

A. Why ‘complete a VAI? : '

*-1. The Prison Rape Elimination Act of 2003 (PREA) established a zero tolerance _
standard for the incidence of rape in juvenile 1nst1tut10ns and makes the preventlon of
rape a top priority. - ‘ ‘

- 2. The VAI is used to place residents with the probab111ty for v1ctumzat10n or sexually '
‘ aggressive behav10r on Room Alone (XXX) status. The 1ntent is to separate v10t1ms
_ and aggressors by Pod and/or room: : - : - L
" 3. Information frorh the VAT will be stored in a database wh1ch prov1ded for effectlve :
record keepmg and access to data for analysis. » :

B Which mmors receive a VAI" - :
1. The VAT assessment is to be completed on a11 mlnors presented by law enforcement
and probatlon for booking who will be housed in the facility.

C. How the VAI works:

1. Points aré assigned to each element and the cumulative total is the score. When
deterrmmng if a resident should be placed on Room Alone status, first check the-
Overall Risk Score for a “ngh” level (Score of 17 or higher). Ifthe res1dent has a
“ngh” risk level they should be placed on Room Alone status. Ifthe overall risk
score does not indicate a “ngh” risk level, check the risk levels from the -
Vulnerability to Victimization score and the Sexually Aggresswe Behavior score. If
either of these were a “ngh” risk level then the re31dent would be placed on Room

~ Alone status,

Float- PREA - VAI Form : » Page 1
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D. VAI Categories: .

(\ ‘ 1. Experience in Instjtution

Social Skills

Perception of Risk
‘History of Victimization

Offense Type

Engagement in Violent or Sexually Aggressrve Behavror
Age of Resident ' ~
Intellectual impairment -

Lack of Fit
. ‘10 File Review =

11. Overall Risk Score

‘°.°°.\‘9\.U‘:">S*’!\"

. E.- Procedure for VAI Screening.
- 1. Resident is presented at booking - - ‘ ' ‘ .
- 2. Juvenile Detention Officer (JDO) or. Supervrsmg Probatlon Ofﬁcer (SPO) completes .
_ * the VAT to determine whether the resident will be on Room Alone status '
L -3 “ngh” score will result in Room Alone status.: - ~ j
S , 4. The Shift Supervrsor or Ofﬁcer in Charge (OIC) w111 rev1ew for an overnde if
O o necessary :

5. ‘When the VAl is completely filled out it will be placed in the resrdents ﬁle

F. Overrrdes '

1. Inthe évent you need movement to a lesser or h1gher risk'pod or room ass1gnment the
Supervisor or Division Director will determine movement. Proper documentation must
be stated as to the reason why resident is moved, i.e., behavior, maturity, facility
count, etc. In support of an override please obtain collateral information from file
review and/or parent/guardian contact.

S

Float- PREA - VAI Form : ' S Page 2
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SEXUAL ABUSE ORIENTATION ACKNOWLEDGEMENT FORM'

Durmg the booking process, the resident. w111 be prov1ded with the Sexual Abuse Onentatlon

. Acknowledgment Form.

The form outhnes ‘ ’
The purpose of the acknowledgment form .

SCIRF’s zero tolerance pOlle

What is sexual abuse

Prevention and intervention

Protection against retaliation

Means of reporting sexual abuse
 Consequences. of false allegations

qoz-b.cb,.a.o o P

" The res1dent wﬂl

a. Read the form in its ent1rety

b. Print their name in the space prov1ded
c. Slgn their name in the space prov1ded
d. Date the form

* . Staff wﬂl

a. Provide the resident w1th ass1stance if they are unable to read the form
b. Ensure the resident has printed, signed, and dated the form
c. Sign and date the form under the resident’s signature . -

. d.- Ensure the signed copy of the form has been scanned into Filebound

Float - S_exual Abuse Orientation Acknowledgement Form . : .. Page1l
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N | | _TlMELlNES .
| ***Notify Division Director***
Restralnts Hard Restraints and The Wrap
| AWhen using restralnts there are specrflc timelines that must be foIlowed

1. Every resrdent in restraints must be _under continous direct vnsUal :
supervision. ‘
2. CFMG will be. notified within one (1) hour of placement in restramts
3. The on -call prowder must. come to the fac|l|ty and provide a medlcal
_ .assessment w1th|n two (2) houts of the res|dent bemg placed in restramts
4. The resrdent must be medlcally cleared through an on site face-to- face
| . assessment by CFMG staff and approved for remalnlng in physical -
restraints. Th|s on site. clearance must take place' every three (3) hours :
» :, thereafter, to determlne approprlateness of continued use of restralnts .
5. As soon as pOSSlble but within four (4) hours of placement in restramts, the
() - resident must be evaluated on S|te bya licensed mental health professronal
- to assess whether the resident needs |mmed|ate and/or long term mental
‘health treatment.: h : ' ‘ “
6. Hydration (water) offered every half hour, and documented
7. Sanitiation (bathroom) offered every hour and documented
8. -At a minimum, the resident’s behavior and any staff lnterventlons shall be
| _documented at least every 15 mmutes ‘ '
9. Range of motion exercises of alternatlng extrem|t|es a minimum of ten (10)
E minutes every two(2) hours. * ‘ . '
' - 10. Restralnts checked for tlghtness once (1) every 15 minutes.

@

Float/Pod/Supervisor - Timelines , . ‘ Page 1
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Safety Room:

If a re5|dent is placed in the safety room, the followmg timelines must be

e _foIIowed

Safety gown ,

Continuous direct visual superV|S|on

Behavior documented every 15 minutes

Water every two (2) hours’

Prowsrons for meals at appropriate t|mes : .

Evaluated bya superV|sor/OIC a-minimum of every four (4) hours
Medical staff shall be not|f|ed no longer. than one (1) hour of aresident
belng placed in the safety room. S S R

| 8. The resident must be medically cleared for contlnued safety room: -

NoOuUA WL R

placement every 24 hours. -

9. Mental health evaluatlon must occur within 24 hours of placement in a

safety room

: OC Pepper Spray:

If a resrdent is sprayed with oC PEPPER SPRAY the followmg tlmellnes must be

followed for decontammatlon

. 1.; All residents sprayed with OC must,be referred to medical personnel as ,
soon as possible and if medical personnel are not on site, the on-calll
med|cal prov1der will be called within one (1) hour.

+ 2. Resident will be allowed to flush face and eyes W|th cool water or a shower
of cool water.

3. Direct supervision for one (1) hour
4. All contaminated items {clothing, beddmg, etc.) should be removed and
laundered

Float/Pod/Supervisor - Timelines : : : Page 2
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'RESIDENT MOVEMENT WITHIN THE FACILITY

All resrdent movement within the facrlrty will be controlled by Central Control.

1. Medlcal

- a.
b.

qn - o oo o

a.
b.

- o o 0

Medical will call/radio control that they are requesting a resident.
Control will notify the float to respond to the pod where that resident
resides. . ’ L
Control will notify the pod that a certain resident is requested.

The float will go to the pod and escort the resident to medical.

When medical is done with the resideht they will cali/radio control.
Control will dispatch the float to. return resident to pod

Control will notlfy the pod of resrdents return.

2. Visiting: o S
a. Control will have a Ilst of resrdents with vrsrts

Control will notlfy the float to retrieve resrdents from pod and take -
them to visiting. ‘

Control will notify the pod of the resrdents having visits.

The float will escort the residents to visiting.

After \}isiting control will 'notify‘the float to retrieve the residents.
Control will notify the pod of the residents return.

3. Release:

d.

' Control will notify the float of a resident’s reIease

Control will notify the pod of a resident’s release.

‘The: float will go to the pod to retrieve resident for release. (AIso plcklng A

up resident’s file from pod officer.)
The float will follow release procedures. - -

The float will be responsible for escorting residents in the facility.frorn one place

“to another at the direction of control.

Float- Resident Movement Within The Facility A Pagel
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INSERTING PICTURES

e Open the document
o ‘Only two documeénts are formatted to insert pictures ~
o Door tag
= Resident info sheet
e Click on the gray box
| - o Ifyou hover the cursor over the box it wrll tell youto chck the button
e Asearch box will .appear titled ”Select Icon
~ o Clickon the browse button , . .
e - Navigate to the Iocatlon that the plcture was saved to when it was exported
' from Cogent L S
. Atthe, bottom of the wmdow there is a drop down menu tltled ”Frles of
"type '
o SeIectJPEG .
o The picture that was exported should appear ‘-
0 Double click the plcture o
o The plcture will appearin the box titled ”Sample
o Click the “OK” button at the bottom of the box -
| o The picture W|II now be inserted into the gray box
) Complete the document and then click the print button

. Float - Inserting Pictures , ' . Pagel
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O COURT VIDEOCONFERENCING PROCEDURES
* For 0830 videoconferencing matters:
0745: Youth to be hrouéht to Visiting Area

0800 Parents/guardlans to be brought in to Vlsmng Area followmg Securlty

‘ Checkpomt Clearance

L VlSItIng Room Search and Preparatlon for court vrdeoconferencmg

_ a.- The courttransport officer will conduct a complete and thorough search . ‘

of all areas, prior to the first scheduled videoconference, and-
. : |mmed|ately after.the last videoconferencing hearing is. concluded as
( ) i soon as the V|S|t|ng area is clear of resrdents parents/guardlans ‘and the
a - public defender. : -
1) These areas will include'
K) Contact and no-contact visiting areas
'b) Sally ports (resrdent and pubilic)
c) Videoconferencing room

2. The court transport officer will ready the vrdeoconferencmg room.

a. The court transport officer will unlock the videoconferencing cabinet,
‘turn on the computer and television, log in, and test the system.

-b. The court transport officer will call the court clerk |f there are
technical difficulties. o

c. The court transport officer will then exit the vndeoconferenclng room

_ -and keep the videoconferencing room locked until court.

3. The court transport officer will obtain a copy of the court | ’
videoconferencing list from central control and provide copies to the pod
officers. , . _

4. The Deputy Probation Officer and Deputy Public Defender attending court -

videoconferencing will show their official photo identification and be
C/) authorized entry to the visiting area. They are members of Shasta County

Float - Court Videoconferencing - : Page 1
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staff and may enter without passing through the security checkpoint;
however, they shall surrender their belongings according to policy.
5. Parent/Guardian Check-in and Screening
. a. On scheduled.court videoconferencing days, parents/guardians will
report to the JRF lobby to attend their youth’s hearmg
~ b The court transport officer will:

Start the screening process at 0730 hours to allow time to check

~ parent/guardian identification to the court videoconferencing list,

- 2)

remove all items from the parent/guardian, give them a visitor badge
and get the parents/guardrans seated in the vr5|t|ng area pr|or to the ‘
start of court.

Confirm the parent/guardlan s identity and authorization to visit by

’checkmg the court videoconferencing list agamst the.

parent/guardian’s.identification. Only parents and guardlans shall

attend court videoconferencing.

- a) Ifthe parent/guardlan s is hot on the vrdeoconferencmg I|st the -

3)

parent/guardlan s will be asked to step to the back of the line
until a decision is made whether or not they W|lI be allowed to
- attend court. ~ : :
b) The court transport officer W|II contact the superV|sor/OlC fora .
.decision about the wdeoconference .

Assess the parent/guardian’s demeanor to determine if he/she is
under the influence of an intoxicating substance. '

a) This is to be completed as the court transport offlcer is checking

the parent/guardian’s identification.

b) If the parent/guardian is believed to be under the mfluence the

visiting officer will contact the superwsor/OIC for confirmation -
and direction. -

c) Ifthe supervisor/OIC agrees that the parent/guardlan is Ilkely
under the influence, the parent/guardian will be denied and the
supervrsor/OIC will determine if Redding PD needs to respond or
if the parent needs to be detalned for the safety of the
community.

d) The court transport officer will make an effort for their well-being -
by offering to make a telephone call for them to arrange a ride

Float — Court Videoconferencing : Page 2
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m : - -and/or encouraging the parent/guardlan to take safe
transportation. :
4) Assess the clothing the parent/guardian is wearing to ensure it meets
the facility rules for entry (see below). :

a) If the parent/guardian’s clothing does not meet the standards set
in the visiting rules, the court transport officer will contact the
supervisor and get direction. :

5) Exchange the belonglngs and ldentlflcatlon for a visitor ID badge
which they must wear while in the facility.

a) The court transport officer will place the parent/guardlan s
belongmgs and identification in a contamer that matchesthe

number of the Visitor Badge with the ID and keys. This will be kept

-on a cart and the cart will be latér placed in the visiting area
behind the desk for safe keeping. The court transport officer shall

ensure the parent/guardian leaves everything besides thelr keys
' .and photo identification in their vehicle. .

o 6) Advise the’ parent/guardlan to ensure they are not carrymg anythlng _

, L that will not be allowed through the security checkpomt |ncIud|ng

O . © . -any metal that will set off the metal detector. ' :
- . 7) Have the parent/guardian remove any metal, i.e.. belts }ewelry

:8) The court transport. officer W|II d|rect parent/guardlan through the
metal detector and observe to ensure the detector is not actlvated if

a parent/guardlan does not clear the metal detector:

9) The court transport ‘officer will ask the parent/guardlan to check
~ him/herself again for any metal and then walk through the detector.
10) If the parent/guardian does not pass a second time the float
- officer will instruct the parent/guardlan to step to the back of the
- line. o
11) Once all other parent/guardlan are seated in the vrsmng area, the |
court transport ofﬁcer will use the hand held metal detector on all
those who did- A '
not make it through the metaI detector to determlne the source of
the positive indication.
12) If it appears the cause of the detector activation is an item of
removable clothing, the court transport officer will ask the
parent/guardlan to remove them and then re-scan the
Q - parent/guardian using the hand-held metal
Float - Court Videoconferencing : : . Page 3
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(ﬂ‘}‘ . detector.
A ' 13) The parent/guardlan will be denied if the parent/guardlan is not able
to be cleared using
the hand-held metal detector unless the source is an artificial Ilmb
14) The court transport officer will use the hand-held metal detector to
screen parent/guardrans who require the use of a wheelchalr or.
crutches. -
15) Ifa parent/guardlan refuses to partlclpate in the screenlng process,
the
* court transport. offlcer wrll deny entry, notmg the reason m the '
central control log. : ‘ '
" 16) Direct the parent/guardlan to have a seat until the court beglns
' begms S . o ' .
17) Notify central control and the pod offlcers via radlo of which
parent/guardian : -
.have arrived. , :
- a) Pod offlcers will prepare the resrdents for v1deoconferenc|ng
e when they hea¥ the parent/guardlans have arrlved .
C“\ﬁ P b) Ifa parent/guardlan who |s denled vudeoconferencmg becomes
g uncooperative: - : L
1) The: parent/guardlan offlcer will contact the superwsor/OlC via-
the radio and ask for assistance. The parent/guardlan officer
will try and de- escalate the situation using verbal skills untll
the superwsor/OIC arrives and takes charge of the S|tuat|on
2) If the situation escalates beyond the ability for the
supervisor/OIC to manage, central control will call Shascom to"
request assistance from Redding PD.
c) Once all the visitors have been checked into the Iobby, the

parent/guardlan offlcer WI” contact central control and adwse
-they are ready to escort parent/guardlan s to the visiting area.
d) The cart with parent/guardlan s’ belongings will be brought in to .
visiting and placed behind the staff station desk. :
e) Central control will send a float officer to the sally port to assist in
guiding parent/guardians to the visiting area.
f) The visiting officer will: |
O 1) Ask central control, via radio, to open the sally port door.

Float - Court Videoconferencing , ' - Page 4
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2) Escort all parents/guardians in the sally port. Central control
- will open the sally port door to the visiting area.
3) Observe s parents/guardians as they enter and assign them to
. individual tables. .No more than five families shall enter the
JRF visiting area at a time.
The pod officer will tell the youth scheduled for court vrdeoconferencmg
to assemble at the pod entry door. : :
Prior to the float arriving to escort the re5|dents to visiting the pod
officer will:
' a) Tell the resrdent to dress approprlately Re5|dents are to have all
cIothlng on approprlately and sweat sh|rt will be on and worn at
R worn: lf not gomg to put on at the pod then the sweat sh:rt wrll be
placed in the resident’s room until he or she. returns to the pod
'b) Tell the resident to use.restroom.since they will not be allowed to,
- use the restroom while waiting to or attendmg court except A
- exigent circumstances dictate othetwise. 3
1) Review the basic visiting and wdeoconferencmg rules and
expectatlons with the residents. . o
2) Advise central control that the residents with V|deoconferences are
assembled and ready to move ‘ ‘ :

- 3) The roat officer will goto the pod and call controI via radlo and

‘ request entry to the pod. o
4) The pod officer will escort the re5|dents to the pod door hand them

off to the float officer, and will document Iocatlon

5) Control will verlfy with the pod officer that the float officer is there to
move the residents to visiting and opens the door. :

. 6) The float officer will escort the residents to the visiting areaand

assist the court transport officer with' seating the reS|dents at the

tables with their parents/guardians. : ' :

a) Only one officer is required to conduct court wdeoconferencmg,
however, the float officer will assist with videoconferencing as
needed unless other duties/responsibilities need to take.priority.

b) Residents on Maximum Security Risk (MSR) or Administrative
Separation (Ad Sep) classification will remain in the visiting sally
port, where their attorney may confer with them. However, no
traffic will be allowed in the sally port while the resident is there.

Float - Court Videoconferencing ' Page 5
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7) A plan for backup calls should be in place.

10.Conducting the videoconferences
a. The court transport officer will:

1) Control operations in the visiting area.

- a) Monitor the parent/guardran s and residents to ensure they are
' not passing notes, other unauthorized items contraband.
b) Ensure residents spend time visiting with their parent/guardlan |
and not each other. Resrdents are not allowed to visit W|th each
_ other or another reS|dent s parent/guardlan N '
<) Move around the visiting area throughout the court sessmn to
_ observe re5|dent/parent/guard|an s interaction.
-a) Document any problems that occurred durmg the court
\ ‘videoconferencing session.. :
11. The deputy public defender shall ut|I|ze room NC1 in. vrsrtmg to
- confer with youth and their parent/guardlan in private.

_'_.12 The deputy probation offlcer and deputy pubhc defender will enter

the wdeoconferencmg room

- . 13.Each resident’s wdeoconference will occur, as they are caIIed by the

Court At that time, the, publlc defender will not|fy the court
transport offlcer which case hasbeen called :

14. The parent/guardlan and youth will enter the court
wdeoconferencmg room and be seated. '

15. If there are not addltronal families waltmg to enter the resrdent
and their parent may returh to the visiting area and sit at an ‘
available table to visit quietly.

16.Concluding videoconferences

."Once a re5|dent S vrdeoconference is over:

1) The. court transport officer will ask control to send the float offlcer to
visiting.(if not aIready there) and open the inner wsrtmg sally port
door. . :

2) ‘The court transport offlcer will have the reS|dent sit in the saIIy port -
until the float officer is available to return hlm/her to pod

3) The float officer will:

a) Escort the visitor to the lobby. _
b) Conducta thorough pat-down search of the reSIdent and return
them to his/her pod.

_ Float - Court Videoconferencing _ , o ~ Page6
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[f-appropriate, a strip search may be conducted.
Fill out a strip search form and receive authorization from the
“Supervisor/OIC).

1) The court transport officer will caII the supervrsor/OlC via radio to ask
for-assistance. . = , '
2) The supervisor/OIC will respond to the V|5|t|ng area.

- 3) If the conduct issue was the residents’, the float offlcer and

supervisor will:

a) Escort the resident to the search Iocatlon

b) Conduct a pat search. g

c) Return the resident to h|s/her pod unless it is necessary to keep

" the resident separated due to behavior or mind-set. (In this case, -
the resident will be escorted to booking and placed in a holdlng
cell until he/she calms down and can be moved back to the pod )

a) The float officer:will:

a) Returnto the vrsrtmg area. - -
b) Call control via radio and-ask them to open the door to the saIIy
port leading to the lobby. . U
c) Ensure the parent/guardlans retrleve thelr items and returns the
- visitor badge. ‘ B
d) Escort the parent/guardlans to the Iobby

45) The court transport officer will notify central control that a resident
~is done with court wdeoconferencmg and asks for another youth

6) A float or supervisor will take the cart with them to the lobby and
have the next family go through the security checkpoint. They will -
bring the cart back in to visiting and repeat the process until aII
families have been cleared. :

. At the conclusion of court vrdeoconferenclng

1) The parent/guardlans officer will announce that vrdeoconferencmg
has concluded. .
2) Once notified, the parents/guardlans will line up at the sally port
door to the lobby for exit into sally port
3) The float officer will:
a) Respond to the visiting area to supervrse the resrdents so the
parent/guardian s can turn in their badges and retrieve their
belongings from the | process clerk will retrieve the visitor’s

Float - Court Videoconferencing : ' Page 7



POST ORDERS- FLOAT

(f\} : belongings from behind the visiting desk area and exchange them
: for the visitor's'badge.
' b) Control will let the parent/guardlans in the Iobby sally to leave aII
atonce.
c) Residents will 1 remain seated in thelr Iocatlon on qU|et time”
status. ‘ '

d) The court transport off|cer WI|| return to the visiting area to assist '
with resident searches. : :
4) The court transport officer and the float officer W|II conduct pat
searches on the reSIdents ' :
a) If contraband is found, the court transport officer will process it
. after the residents are returned to their pods, note the »
contraband in an incident report, and initiate the disciplinary . -
_ process as appropriate.
-~ 5) When all residents have been searched the court’ transport offlcer
will notify the pod offlcer(s) that the resldents erI be returnmg to .

_ thelr pods. |
e . 6) The court transport offlcer cIoses down. the wdeoconferencmg
() I equrpment as outlined in the directions and Iocks up the :
IO ' : wdeoconferencmg cabinet. ~ :

7) The float officer will escort the re5|dents to their pods
- 8) The pod officer will check the residents in to the pod.

. PROHIBITED CLOTHING OR ITEMS ,
A. The foIIowmg clothlng attire WI|| result in the v15|tor belng
denied entry into the faC|I|ty

1. Nohats or ban‘danas of any kind.' -
2. Gang attire or sports attire worn in any combina’tion that

suggests gang membership.

Low-cut shirts/blouses.

4. Any bIouses/shlrts that expose the midriff.

w
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(\ : 5. Any clothing bearing print, logos, or plctures that promote
: ' drugs, alcohol, sex or violence.
6. Shorts, skirts, or dresses that expose skin above the knees
. Sheer clothing no see through.
8. No heavy outerwear to |nc|ude jackets sweatshlrts, and
sweaters. '
B. The only items allowed in the facility durlng court are court
~ documents without staples.

~

NOTE
- SUPERVISION OF COURT VIDEOCONFERENCING .
A. The Court Transport Officer shall superwse all of the reS|dents and
V|S|tors This shall include: a
Coe , 1. V|S|t|ng officeris to be alert at aII tlmes :
(‘} T 2 Observmg parents/guardlans and resrdents to assure the
S followmg T : L
' ' - a.~No objects are being passed between resrdents and
- parent/guardians : '
b. No Inappropriate physical contact
¢. Arguments or altercations are thwarted
d. No V|S|t|ng between families or other residents

ANYTIME A PARENT/GUARDIAN IS DENIED ENTRY OR ESCORTED ouT
OF VIDEOCONFERENCING EARLY A SPECIAL INCIDENT REPORT SHALL
BE WRITTEN.

Float - Court Videoconferencing Page 9 .
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GROW Program Procedures and Guidelines Regarding Location and Resrdent
' Classifications/Statuses

Section 1: Area Security Classifications
Section 2: Obtaining Furlough Paperwork .-
Section 3: Resident Movement to and from GROW

Sectlon 4 Showers/CIothlng exchanges

Sectlon 1: Area Securltv C|aSSlfICatI0nS

A: Interlor Garden (Located North of the 900 pod inside main perlmeter)

. Th|s areais generaIIy acce55|ble to aII resldents prowded no safety/securlty
concerns are- present FaCl|Ity standards for staff/resldent ratlo are to. remain’ |n
effect. MSR’s, Ad-Sep, SR are all permltted prowded proper stafflng ratios are.
malntalned Furlough paperwork is NOT requwed to utilize th|s area. A Core
Tralned JDO ‘will always be present when re5|dents are in the: Interlor Garden.

B: Ch|cken Care: (Short Term) Food Scrap Bucket Dellvery/Egg Gathermg
Accompanled by JDO - : : A

ReS|dent(s) who are not cIasslfled as A status (awaltlng arralgnment) or
MSR/ Ad-Sep Status may accompany a Core Tralned JDO to the West Garden for |
the purposes of emptying food scrap buckets (“Chicken buckets”) and gathering
eggs from the chicken coops. This task should be completed daily. Residents who -

“have earned the facility job of chicken care should be the primary workers for this

assignment

C: West Garden- Furlough for Ongomg Work/ Pro;ects (All areas Located west

‘of the Inner Facility Perimeter)

The West Garden for work of a longer duration/larger projects (more.tnan' '
just emptying chicken buckets and gathering eggs) is available only to residents

- GROW Program , : ' : o Page 1
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with furlough paperwork which is signed by the resident’s Probation Officer and

“initialed by the Facility Director. No residents with C status (placement), A status

(awaiting arraignment), or any residents with MSR, Ad- Sep Statuses are permrtted

" in the West Garden.

- The resident(s) must have court ordered discretion to furlough (B* or D* -

status) to utilize this area. The furlough paper work must indicate whether the
resident shall be supervised by a core trained JDO or if the resident can be
furloughed to a GROW Program service provider. While working in the West .

' Garden, the gate between the fire egress lane and West Garden shall be locked.

- C: staff Parking I.'ot/Strawb_er_ry Garden

‘The Staff Parking Lot/Strawberry Garden is available only to residents with

furlough paperwork which is sugned by the Re5|dent s Probatlon Officer and

initialed by the Facility D|rector No C status (p|acement) A status (awaiting :

arralgnment) or any.| re5|dents with MSR' ‘or Ad- Sep Statuses are permltted in the
Strawberry Garden. The Resrdent(s) must have court ordered discretionto
furlough (B* or D* status) to utilize this area. Residents programmg in this area
MUST be accompanied by a core tramed JDO. The Furlough paperwork must
indicate that the Resident may work in the strawberry garden and must be. srgned
by the Resident’s Probation Officer and initialed by the FaC|I|ty Director.

Section 2: Obtaining Furlough Paperwork

Furlough Paperwork will mrtlally be filled out by the resident’s Probatron
Offlcer The Probation Officer will ensure that the resident has court ordered
discretion to furlough. The Probation Officer shall indicate if the resident is able
to work in the Strawberry Garden under JDO supervision, the West Garden under
JDO supervision.and/or the West Garden under GROW service provider .
supervision. The Probation Officer will then submit the furlough paperworkto
the JRF for Director approval. Furlough paperwork without the Facility Director’s
initials is NOT valid. Once the furlough paperwork has been initialed by the

-/
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(\) Director it will be stored on the re5|dent s respective living pod in-the orange
~- - GROW folder. :

e Se‘ction 3: Residént .,Movement to and.from GROW Program

_A: Movement to and from Interior Garden

Prior to residént(s) being moved to the interior garden a JDO shall perform
a perimeter check ensurmg both gates are secured and any tools are secured i in
'~ the garden shed The JDO should also be looking for other hazards such as loose
“boards, na|Is/screws etc. Once the area is secured the JDO may moye the
resrdent(s) to the lnterlor Garden adherlng to facrllty movement '
~policy/procedure. When returnlng from the Interior Garden the re5|dent(s) shall
- be pat—down-searched prlor to returnmg to the living areas. ‘

" B: Movement to and from the Staff Parklng Lot/Strawberry Garden N

O L " Priorto re5|dents being moved to the Strawberry Garden aJDO shaIl

E perform a security sweep of the area |nsur|ng the area |s approprlate for -
programming. The vehicle gate must be working (closing) and any extraordinary - |
" ’hazards must be identified and removed, before residents may program in the
_-strawberry garden (runnlng unsecured vehicles, dellvery trucks unIoading, etc.. J)
The JDO shall also ensure there are no sight-and sound V|olat|ons such as aduIt
workers from JCWP. Once the area has been deemed approprlate for
programmmg the JDO will locate the furlough paperwork on the pod and check to'

N make sure that thev Strawberry Garden is'specifically listed and that the fac_ilrty ,

~ director has initialed the furlough sheet. Attached_to the furlough' paperwork
will be a “Resident Temporary Release” sheet which the JDO will fill out priorto
 the resident leaving the facility. A log note in green will be made showing the
resident being released to a GROW furlough. Once clearing the movement with
 control a JDO will escort the residents out of the building adhering to facility

 movement procedures. When returning to the facility from the strawberry -

Q garden the residents will be pat down searched prior to entering the facility.

GROW Program o ' . ~ Page3
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Following facility movement procedures the JDO will then escort the residents
back to the pod. The log book will be updated in red ink to show the residents
returnlng from furlough and the Re5|dent Temporary Release sheet will be
completed. '

C: Movement to and from the West Garden

" Priorto ReS|dents be|ng moved to the West Garden a JDO shall perform a
perlmeter check ensuring that all exits are secure and that no hazards exist on the

~ West Garden (unsecured gardenmg tools are common and do not prohrblt
| residents from working in the west garden) Exits that must be secure include
~ the Main fire gate between the JRF and the old facility, the 4 entrances/exrts to
the old juvenlle haII and the gate next to the JCWP offlce 4

Chlcken Care (Short Term) Food Scrap Bucket Dellverv/Egg

After performlng the securlty check on the West Garden and clearlng the

‘movement with control a JDO may be accompanled by a resident and proceed to
' ’:_'f'the West Garden area to empty the chicken buckets and gather eggs. The _
| reS|dent(s) should always remain near the JDO, under officer superV|5|on

- West Garden- Furlough for On J,romg Work/| PrOJects (Al areas
Located west of the Inner Facility Perlmeter)

~ After performing the security check on the West Garden the JDO will l.ocate
the furlough paperwork on the pod and check to make sure that the West Garden

- is'specifically listed and that the facility director has initialed the furlough sheet. |
‘Attached to the furlough paperwork will be a “Resident Temporary Release” sheet

which the JDO will fill out prior to the resident Ieavmg the faC|l|ty A Iog note in

| green will be made showing the re5|dent being released to a GROW furlough.

Once clearing the movement with control a JDO will escort the residents out of
the building (even if the furlough is to a GROW service provider) adhering to

“facility movement procedures. - When returning to the facility from the west -

garden the residents will be escorted into the west sally by a JDO and pat down

GROW Program - ' . Page 4
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searched prior to entering the facility. Following facility movement procedures
the residents will be returned to the pod. The JDO will then complete the
Resident Temporary Release form and update the log book in red ink to show the
residents returning from a furlough. | '

- Section 4: ShbWers/CIothing ext:hénges

Re5|dents returnlng from GROW activities will often have soiled
clothing/shoes and may be in need of a shower. Residents with heawly sonled
clothing or shoes shall be given clean clothing to change into. Showers are not
always necessary but staff should use good discretion, favormg health and good

‘ hyglene B
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Contract County Commits Instructions

Intake

1. Placing Counties will obtain clearance prior to admission as described in the
| business rules.
2. Placing Counties will provide documentatlon to the JRF, including:
A. Name(s), phone number(s), and email address(es) of the case
carrying probation officer/probation contacts. |
B. Documentation that the youth is on formal probation as a Ward of
the Court, or has been ordered detained.

1) If this is a Fresh Arrest, the Placing County shall provide
enough information to support a probable cause declaration
that shall be completed by a Supervising Probation Officer or -
the Facility Director. :

2) If this is a Warrant Arrest, a copy of the warrant.” o

3) If this is a Commitment Arrest, a copy of the Juvenile Court
Order.

The criminal history of the youth, if applicable.
. The eta of the youth’s arrival at the JRF.
The date and time the Placing County will pick up the youth if
- applicable.
Identifying information of the youth.
G. Information regarding known medical conditions, mental health
diagnoses, medications and allergies.
H. If applicable, any of the following:
1) Juvenile Court Orders
2) Consent to medical treatment S|gned by the parent/legal
guardian/Juvenile Court Judge.
3) Any dispositional or supplemental reports assouated with the
youth’s current commitment. '
3. The JDO completing the intake shall:
A. Pre-booking
- 1) Insure that a PC Declaration is completed.
a. Fresh arrest or warrant PC Declaration shall be
completed by a Supervising Probation Officer, Facility

moon

n
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Director, or other officer in the Deputy Probation Officer
O | Classification.

b. Commit PC Declarations can be completed by the JDO
completing the intake. The JDO shall indicate in the
narrative portion of the PC Declaration “Transfer in for
Long Term Commitment from **** County. Simply put
“Contract Commit” in the charge portion of the PC-
Declaration. |

B. Complete the Intake Medical Pre-Screening form.

1) If the youth requires a medical clearance, then the
transport officer is responsible for obtaining that priorto
accepting custody. ’

2) If medical paperwork or medications accompany the youth,
the nurse or on-call medical provider shall be contacted to
obtain necessary orders.

.C. Bookmg
' 1) Complete the followmg
Face Sheet
The assigned probation officer caseload is PO148
@ Property Sheet
VAI

Detain/release
Medical Bracelet
Search Form
Medical Consent Form
Chlamydia Screening
Sexual Abuse Orientation
Door Tag
Pod Info. Sheet
. Release Form
Resident Orientation
***Note, the DRA! and Live Scan process will not be
done for contract county youth.
2) Classify the youth and assign them to the appropriate pod.

OS 3ITATTI@ M0 Q0 T

Follow the Courtesy Hold instructions, DO NOT initiate a file on these residents

9
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Court procedures
1. Contract County Youth are transported to and from Court by the placing
County.
2. Aclothing exchange will be completed when they return from Court.

/

Supervision/Case Management

1. Contract County Youth shall be assigned to Caseload PO148, which will be
supervised by the Supervising Probation Officer a55|gned to the JRF.
2. For the initial case set up, the SPO shall: ,
A. Contact the case carrying probation officer at the Placing County to
. establish communication, insure contact information is exchanged,
and request additional information as deemed necessary.
B. Complete assessments (PACT, other as deemed necessary) to identify
~ Criminogenic Needs and other pertinent information.
C. Meet with JRF Medical Staff to insure that medical needs and
medications are in place and covered.
D. Gather the information necessary to complete the Institutional Case
~ Plan, and then complete it within 72 hours of acceptance of the
youth, :

- E. Meet with SCOE staff to insure required school lnformatlon has been
received, IEP status, and status of requirements for
graduation/educational goals.

3. For case management/maintenance, the SPO shall:
A. Update the Institutional Case Plan a minimum of every 30 days, or as
needed.

- B. Visit the youth in person, a minimum of once per week, and author a
case note regarding the visit.

1) This case note shall include:
a. Case plan goals and objectives
'b. Current behavior
c. Family contacts :
C. Communicate with the placing counties office of education when
necessary. ‘

Page 3
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D. Bi-weekly (Twice Monthly) reports shall be created in JALAN (****)
and emailed/faxed to the case carrying PO. Information shall
include:

2) The youth’s progress and participation in programming.
3) Case plan progress
4) Results of weekly SPO contacts
5) Pertinent JDO case notes
6) Visits
7) Therapist contacts
8) Citations or SIR’s
9) School progress
10) Changes in classification
11) Any other pertinent information

Medical

1. JRF Medical Staff shall work wuth Contract County to obtain necessary
releases and medical hlstory
2. JRF Medical Staff shall work with the SPO and Contract County to identify
and receive necessary medications. .
3. JRF Medical Staff shall obtain authorization from the pIacmg county prior to
setting up appointments for medical issues and services not covered by the
JRF Medical Provider. ,
1) The Contract County is responsible for providing transportation
unless the JRF Director authorizes transport by our staff.
4. Medical or Psychiatric Hospitalization
1) In cases where the youth must be hospitalized pursuant to Section
- 5150 WI, or for an emergency requiring long-term hospitalization or
- surgery, the SPO shall work with the Contract County to:
a. Provide their staff to augment JRF detention staff.
b. Request that the placing court release the youth to the|r
parent or guardian

Termination from Custody

1. The JRF Director shall work with the Contract County to make appropriate
custodial arrangements if the need arises.

~

P —
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RESIDENTS WITH DISABILITIES

It is the policy of Shasta County Juvenile Rehabllitation Facility to adhere to the
Americans with Disabilities Act (ADA) by equrp_plng the facility to adequately
house reS|dents with disabllltles |

When a resrdent is booked into the facnllty with a dlsabllity, several thlngs must be

‘ 'consrdered

- A. How severe is the disability? | . B
B. Thorough search of residentand wheelchair, if applicable.
'C. Housing pod assignment, ADA room. ‘ '
D. Intake shower on 'pod in ADA shower.

1. INTAKE SHOWER:

. At booklng, after all the paperwork is completed and the resrdent is.
searched (rncluding wheelchair) the resrdent will be taken to their
housmg pod or a vacant pod for their mtake shower followmg the same
directives as the pod for disabled resrdent s shower.

a. in,.th'e event that a resident is not abie»to bathe or shave him or herself:
1) The JDO will assist the disabled resident shower and shave.
a)- The JDOwill get the disabled shower chair and properly place it -
-into the shower. _— :
b). A bath robe or modesty blanket wiII be used when taking a
_disabled resident to the shower.and returning them to their room.
c) -Male Resident: the resident will be placed in the shower onthe
shower chair, wearing a pair of boxer underwear. If the resident
asks for assistance, a male JDO will assist the resident with his . ‘
~ shower. Once the shower is done, the resident will be allowed to
go to his room and change into clean clothing. ‘
d) Female Resident: the resident will be placed in the shower, on the
shower chair, wearing a sports bra and underwear. If the resident
asks for assistance, a female JDO will assist the resident with her

Float- Residents with Disabilities o ' : Page 1
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(\\ : shower. Once the shower is done, the resident will be allowed to
' .go to her room and change into clean clothing. '
2. Wheelchairs:
a. Wheelchalr ramps will be used whenever escortmg a resident restrlcted to
a wheelchair to various areas of the facility. Ea
b. Wheelchairs W|II be searched prior to being allowed on the housmg pod.
C. Re5|dents may keep their wheelchair in their room with them as long as
' they do not misuse or create a security issue with them.
1) If the reSIdent is not allowed to keep hls/her wheelchalr in their
room, the followmg will occur:
. JDO's must assist the resident into the|r bed, if needed
) o A pIastlc wh|stle will be provnded to the resndent to alert staff
of hydratlon or bathroom needs. o
. If the resident has to use the bathroom their wheelchalr W|II

be returned to them and staff shall assist the reSIdent intothe .

_ - chair, if needed After bathroom use, the wheelchair wnII be
(ﬁ) o . removed. ' L . |
. '_ o If resndent is an extreme safety and security risk, staff will do
" five minute room checks or one- on- one d|rect supervision.
o Whenever the resident is let out of their room for
programming, his/her wheelchalr will be returned to them for
- use.
1) . ; .
d. Wheelchalrs will be searched in addition to the reS|dent at the concluslon
~ ofany Court/V|S|tat|on transport etc. ‘
e. No other residents shall use the wheelchair. '

Float- Residents with Disabilities : , Page 2
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HOLDING CELLS

. The use of hoIdmg cells in the Bookmg area for long term housing is

prohibited.

'A. The holding cells do not have state approved beds, and therefore cannot

be used as a long term housing option for residents pursUant to Title 24.

- B. Long term housing is defined as overnight whereas the re5|dent is

intended to receive their night’s sleep in the cell.

. There shall be at least one Core trained juvenile Detention Officer statloned
- in Booking whenever there is a re5|dent present on the ﬂoor or secured in‘a
- Booking Cell or Safety Room. : ‘ '

. Staff shall conduct room safety checks when resrdents are secured |n

holdlng cells in accordance with Section 5. 2. 2 Room Safety Checks

Float- Holding Cells ' : - Pagel
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Documentation and File Maintenance for Bookings, ReleaSes |

and Furlough’s

During the booking process, there are some documentation and file procedures
that need to be completed. . ,
The Green Pod folder travels with the Resrdent onto and off the Pod when the
Resident is-being booked in, straight released or being reIeased/falled on
Furlough. This Procedure must be followed as follows. _ -

1. Always without fail you “MUST” document all new bookings and releases in.

3.

the Intake Log Book. Follow the procedure for this, whrch is in the Post
Order Blnder '

. Always document all Booklngs Releases and Furlough movement on the

“Booking/ Release Tracklng Sheet”. Th|s |nformat|on has to be provrded to .
Pam, Medrcal and the School so they can update thelr files and track stats

for: the State. Make sure you provrde all |nformat|on asked for on this form S

as Graveyard needs this |nformat|on to book them into JaIan that nlght

' Adjust the pop at the bottom of the form for Bookings that are currently in

booklng area and the FaC|I|ty Populatlon onIy, do not track the Pod
populatlon on this form

The “GREEN POD FOLDER” This folder needs to follow the Resrdent to the
Pod when the Booking is completed. In this folder should be,

a. Door Tag-
- b. Pod Sheet
| c Release Form
d. Orientatiﬁon Porm. B
e. Originat Copy of the Sexual abuse Orientatibn

f. VAl

4. When releasing the Resident that folder n-eeds to go to booking with them

'so the release can be documented on the Release form.

Float- Documentation and File Maintenance- Bookings_/ Rls/Furlough ' Page 1
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5. If the Release is to Furlough, document the date time of Furlough and
“retain this folder in Booking until they return from furlough or released
from Furlough. (overnlght furloughs onIy, not day furloughs)

6. Ifthey are belng booked on a Failed Furlough, update the release form W|th ,
~ the date and time of the failed f_urlough and follow the booking procedure h
for failed furloughs as outlined in the Post Orders. '

7. If the resident comes in on a Failed Furlough with new charges, document
_on the release from the date, time and reason for the Falled FurIough on ‘
the current reIease form (not the new Release form for the additional
' charges) Then follow the new booklng procedures as outlined in the Post
~ Orders for the new charges and add this paperwork to the Green Pod folder
as well ~

_8. Make sure to. document on the Booklng/ReIease Form that the Resrdent isa '
Falled Furlough in the approprlate ”Furlough Movement” area.

0. AIf the Resident has new charges you must also document on the ‘
. Booklng/Release Form that he/she has | new charges on the ”Intake” portlon
of this form as weII ' ' ‘

- 10. When the booking process is compIeted the Green Folder goes back to the -
Pod W|th the resident.. '

Float- Documentation and File Maintenance- Bookings/R]s/Furlough , Page 2
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STAFF INTRODUCTION

Working the Pod with one staff It is hoped that the concept of working the pod
alone is viewed as a positive experience. This W|II be an opportunlty to truIy work

- with the residents in our care.

Working alone with a minimal amount of residents has many positive aspects.
First of all, this will be a great opportunlty to build and foster a positive rapport
with the reS|dents You will be the one they come to for counseling, adviceand
help in answering their questions. The rules will be YOUR rules (within policy and
procedures) and the residents will be unable to “staff shop” to get what they
want. This will also.be a great learning experience for the residents on the pod.
With your help, they must learn to work and play weII together if not, havmg onIy
one staff will ||m|t their “fun” trme S

N ,There have been concerns about belng the onIy staffon the pod Some of those -
"_concerns stem from the fear of the unknown We (Juvenlle Hall-SCJRF) have never

had the opportumty to do this before and it might seem a little scary. However, -

. remember in the old hall on many occasions, we have split the re5|dents up in
- two or three groups, 10 or less on the recreation yard on C unit and on B unit.

This is the same concept. Just remember from your Base Training, your back- -up is
seconds away. Specral attention will be focused on the one staff pod to ensure
everything goes smooth. However, every staff in this facrllty knows, workmg with
these types of residents, not everything goes smoothly all the time. Should there
be problems, you can ALWAYS request a float to assist you or if serious issues
arise, back-up staff will be there within seconds. ' o
Another bonus to this pod is, we get to separate the femaIe residents from the

“majority of the male residents. This alone will calm the facrllty down for both
- pods. This is a known fact from other faC|l|t|es and our attempt to do this at the

old Juvenile Hall.
This will be a Iearnlng experience for the majority of staff who have never worked

a pod with one staff.

. Have fun and remember, creativity will only enhance the success of the reS|dents

and staff.

-

Pod-1 Staff - Introduction : Page 1
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POST ORDERS-POD - 1 STAFF

GENERAL INFORMATION

1. ALL efforts will be made to utilize only the bottom tier of the pod.
2. Officers will be allowed to open doors for residents at the desk area using
the touch screen.
a. If a resident needs to go to the|r room to use the restroom the officer
“will use the touch screen to accommodate this. _
b. Going to rooms for hygiene; after meals; bedtime- Officer wrll callone
* room at a time and no more than one resldent at a time, to go stand by
their. door. Officer will open door using touch screen Contlnue untll all
residents are in their rooms. '
. 3. When busy, an-option for the touch screen is to call. control and ask them to
.- monitor-and reset the Watch Tour for you. - 2 '
4. When all residents are out in the dayroom, the officer shall lock the
.~ computer and come out from the desk area whenever possrble
~ 5.- Showers- showers may be completed 3ata tlme (Same sex using the
o showers) (Float may be needed dependlng on the gender of the resldents
~ . and the officer workmg the pod.) - . .
6. At anytime, the pod officer may request a float for ass|stance in domg room .
~. - checks, daily tasks, troublesome srtuatlons, etc. Do not heSItate to ask. .
- -Radlo control and ask for a float to respond. : 3 _
7. The pod officer will be offered breaks however, should the offlcer need a
~break, they will radio control and ask for a float to respond : -
8. Problems on the pod- call for back-up for assistance or if issues develop on
"the pod call for assistance or back-up, depending on issues.
9. The float will be utilized when taking residents to the outside recreation
yard. They will be needed for the movement and needed should any
~ residents decline to go outside. (Or on room conflnement etc. ) However
all resldents will be requ1red togo.

The on-duty superwsor W|II be monltorlng the pod via visits and by camera. The

~f|oat officer will be wsrtlng the pod several times per Shlft

il - P

-Pod - 1 Staff- General Information ‘ S Page 1
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" ROLE OF THE OFFICER IN THE POD

. When there are two or more officers assigned to the pod, one officer will
" be near or behind the desk while the other officer shall be amongst the -

residents, dbs’erving and. supe‘rVising resident activities. The schedule will
de5|gnate which responsrblllty the offlcers are a55|gned desk or floor

. offlcer . , o

. The primary role of the pod offlcer is to manage the resrdent S behawor

o through direct’ supervrsron to ensure ‘the pod is safe, secure and orderly.
‘The officer will remaln in the pod with the residents throughout h|s/her

shift and interact with them continuously to: . .
A. Communlcate and reinforce expectatlons for p05|t|ve behavnor
B.: Provide lncentlves for positive- behavror .
C. Approprlately hold |nd|v1dual reSIdents accountable for negatlve
behavior. S , 5 '
. Become famlllar wrth and address resrdent behavrors and needs
. Serve as the primary source of information for resrdents '

. Detect and address negative behav1or/att|tudes in thelr early stages
. Keep residents occupled

D
E
F. Serve as a positive role ‘model for resrdents
G
H

. The offlcer will interact W|th residents based on the assumption that they

can behave rationally.
A. The officer’s pnmary goal when mteractmg with resrdents is to build
~ and maintain rapport by fostering a reputation of bemg fair, honest
" and prafessranal Whenever a resident i is acting out or is in crisis, the
officers are expected to interact with the resident, to the extent that lt
_ is productive and non-escalating, to learn what the underlying issues
~ are and assist the res:dent in working through them in an acceptable
manner. ‘ '

Pod Officer Role - - : . .. Page1l
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The pod-officer may sit down with residents to play a game as long as:

~ a. Itdoes not conflict with safety or security.

~ b. Itdoes not affect the completion of assigned tasks \ N
c Itisa beneflt for the reSIdent and supports the offlcer in estabhshmg .

and maintaining rapport with the residents. - -
d. Itiis communicated with your peers, so they understand thelr
. responsibility during this time.

4. Gu1dellnes for staff mteractlons with residents

A.

Staff is expected to be clear and firm, but with a carlng demeanor when
setting boundaries with reS|dents regardlng their behavior, as well as .

‘ followmg through W|th prescrlbed consequences and follow up
.-conversatlon ‘ ‘ -
Staff will conslstently aSSIst resndents in understandlng the expected
behavior. o ' S

Staff will help resldents find solutrons to theiri rssues whether in cr15|s or

“not.

Staff will encdurage"and allow residents to make choices Wh‘ile making

_sure they know the possible consequences both positive and negative

/

before they make decisions. o .

a. Impartto residents that the more information a person has the
better the decisions than can be made.

Staff will treat resrdents in a caring and respectful manner and expect to

. be treated in the same manner.

. If residents believe staff cares for them as |nd|V|duals they are more.
likely to respond in a positive manner. ,
Staff will respond to negative behavior in a calm, ijective,'matter_of

fact manner.
. Every attempt will be made by staff to redirect a resident’s

inappropriate behavior.
Staff will positively remforce and recognlze desired behavror at every
opportunity.

Pod Officer Role - : : : Page 2
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I. Expectations are to be reasonable and consistent wnth the phllosophy
and goals of this Rehabilitation Facility.
J. Staff’'s comments should be of a caring nature and focus on specific
behavior being addressed. ' '
K. . Belittling statements or words and-comments of a personal nature
‘toward residents are unacceptable and will not be tolerated
‘L. Desired behavior should be reinforced at every opportunlty
‘M. Praise may be appropriate in front of the group.
~N. When confronting a resident, staff shaII do so away from others unless it
is an exigent circumstance.
O. Staff should not embarrass the resident.
P. Staff shall not use group d|5C|pI|ne or general admonltlons
Q. Staff should prowde opportunities for success and achlevements that
3 _support positive movement. .
5. The secondary role of all offlcers is to aSS|st the re5|dents in posn:lve
| change. This will be accomplished by worklng closely with the resident’s
Probatlon Officer, targeting the cr|m|nogen|c needs and initiate open
targeted conversation and facnlltate EVIdence Based Programs.
6. The officer is the authorlty in the pod and does not share authorlty with
_resndents

The offlcer is the primary decision maker on matters concerning resident
and pod activities and does not routinely defer these dec:s:ons to the

superwsor

Pod Officer Role : Page 3
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ROOM SAFETY CHECKS

1. Conducting the room safety checks

a. Throughout the shift, the pod offrcer will conduct room safety checks on the pod
whenever any resrdents are secured in the|r rooms.

..1)

. 4)

)

Random reom checks of the resident rooms will be made takmg care to av0|d
creatmg predictable patterns while conductmg room checks (but at least within
every 15 mrnutes) when any resident i is secured in aroom.

The time of the check starts as soon as a resident is secured their room.

You will use the computer, or a time piece thatrkeeps-the accurate time for.

keeping track of your room checks; DO NOT USE THE TOUCH SCREEN CLOCK. -

One staff shall conduct the room checks while residents are out of their rooms,
leaving one staff to supervise the residents in the dayroom In the event that you'

fare worklng a one staff pod, the staffshall utilize a booklng float whenever
“p055|ble while conducting room checks. If a float is not available, take care not to -
‘turn your-back on the residents: any Ionger than necessary to facrhtate a proper
. room check: ’

Do not allow yourself to get dlstracted by. resrdents wh|Ie conductmg room '
checks. If a ‘resident wants to speak toyou, fmlsh the check, and go back to the
resident unless it is an emergency. .

b. When conductlng a Room Safety Check durrng wakrng hours the Pod Off‘cer wrll

1)

2)

Look in the room window while standlng in front of the room door, and observe
the resident for movement and/or speak to him/her. DO NOT.DO ROOM
CHECKS FROM DAYROOM FLOOR! "

a) NOTE: Look for things that seem out of pldce', things that ’appedr odd;
furtlve movement, thmgs that don’t belong, clothmg tied together or
fashloned in noose. Be watchful for things that could mdlcate su:c:dal
behawor ' ‘

If the re5|dent does not respond or the pod offlcer can’t see movement the pod
“officer will:-

a) Notify the second pod officer that he/she will be opening the door so the
officer can keep watch in case assistance is required.

Pod -Room Safety Checks 4 ) , , Page 1
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-b) Open the room door and speak to the resident

" ¢) Ifthere s still no response, enter the room to check the resident’s well-
being.

- d) Ifthe resident is non-responsive, initiate emergency response procedures.

c. When conddcting aroom safety check during sleebing hours, the pod officer will
view the resident long enough to make sure he/she is breathmg and that the
resrdent is v15|ble '

1) _'The pod officer may use his/her issued flashlight to see into the room if needed,
orif deemed absolutely necessary may turn on the room light. '

2 2) ., If a resident can’t be seen, or the pod offlcer can’t teII if he/she i is breathlng, the
. pod offlcer will knock on ther room door to get the re5|dent 3 attentlon '

3) i the resrdent doesn t respond the pod officer will contact central control via
. radio and request a second offlcer for assrstance

4) 'Central controI will- aSSIgn a second offlcer to 8o to the pod.

-5) "Once the second officer has arrlved ‘the pod offlcer will ask hlm to stand by at-
" the room door as he enters the room to check the resrdent 3 weIl -being. -

6) If the resrdent is non- responsrve the pod offrcer wrll mltlate emergency response
'procedures : :

7) Ifthe resndent is gone from the room, the pod offlcer will |mmed|ately notlfy the
supervisor via radlo and m|t|ate emergency response. ' :

2. Documenting RoomSafety checks:

a. “The staff conductlng the room safety check must write their name, and the
time the check was conductedin INK (no pencil) in the Room Check Log Book
Iocated on the Pods, and in Booking for every check.

“b. The person doing the check will complete the check then write the trme the
check was completed.

c. When there are no residents in their rooms, or the re5|dents return to thelr
rooms, write in, ‘ '

T.T. (Top Tier) DISABLED/ENABLED, B.T. (Bottom Tler) DISABLED/ ENABLED
“or ALL DISABLED/ENABLED

Pod -Room Safety Checks . ' : : Page 2
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3. Documenting Late Checks
a. When a room safety check is late, it must be documented in the Room Check Log

Book as follows

1) That person responsible for the late check Wl|| notlfy a Superwsor/OlC |mmedlately

_ that there was a late check

2) - The staff responsible for the check will write in the check as it was don.e, showing
‘the accurate time between the. checks DO'NOT WRITE IN A TIME FOR A CHECK
‘THAT WAS NOT DONE! - ' Co

3) The Supervisor/OIC_will audit the check, and investigate the vavlivdity of the reason
why the check was late. After this, the Supervisor will sigh their name next to the

. Iatecheck in the Room Check Log Book in red ink, signifying the check was audited.

Pod -Room Safety Checks : A , .  Page3
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m L - JANITOR CLOSET

General Information:
A. Janitor closets are located in each pod. =
B. Items stored in the janitor closet include:

1. Cleaning supplies (Iocated on a cart that can be moved to rooms on the
~ first level) '

2. Hygiene supphes (toothbrushes, toothbrush covers, toothpaste soap,
shampoo, feminine hygiene products etc.) ~
.. Toilet’ paper_ |
'-\./acuuAm
a 'Brooms |
() : Steam cleaner w1th wa nds
‘ Mop buckets and mops

_ Replacement clothlng items for reSIdents

.L°P°.\'.°’.UT:’>“°

Games will be stored on acartin stOrage room. All sports eouipment
will be on recreation ya rds.

C. The pod offlcer will control all resident access to the janitor closet and will
superwsor residents (standmg in the door way) if they are gettmg supplies
from the closet. Under no-circumstances shall a- resndent be in the closet
thhout direct superV|5|on at all times.

D. Pod workers will be assigned to clean the la rger areas of the pod, however,
all residents will be expected to clean their own rooms as well as contribute
to pod clean-ups when asked.

.

- - .
Pod - Janitor Closet/Procedures ' Page 1
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1 Janltor Closet - Storage, Supplies, and Equment

‘a. The pod. officer. will conduct an inventory of the closet each day and
compare the inventory against the inventory list posted in the closet.

a) If supplies are low, Place a_note in the Graveyard basket in the
Control Room.

- b). Exceptlon if the supplles are needed lmmedlately {e.g. no torlet
paper) the pod will officer ask the float offlcer via radio to brmg |
' the supplies to the pod ' ' ' ‘

1) If eqUIpment is broken the pod offlcer Wl" complete a request for
o : repair or replacement The form is called a replacement form.and it
('\‘l o will be forwarded to the superwsor in charge of said' equ1pment

2) If an. eqmpment items is missing or if parts are m|ssmg, the pod
officer will notlfy the supervisor and search the pod

| a) If unable to locate the, item(s), the supervisor or OIC will .
determine the.next course of action.

b. Re5|dents needing supplles will ask the pod officer for the ltems

1) The pod officer will get the items from the janitor closet as soon as

: practlcal (The Residents are not allowed in the closet without proper o

superV|S|on)

2) If the re5|dent requesting the supplles is a55|gned as a pod worker
who needs toget mop buckets and cleaning supplles out and set up,
the pod officer will stand-by at the janitor closet and superviSe the
activity as the pod worker assembles the items. -

3) Any time a resident is in supply closet closet, the pod officer shall
Q} provide direct supervision at all times. If the resident needs to access

Pod - Janitor Closet/Procedures : Page 2
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(\\ : the locked area behind the gate, the officer shaII be in direct line of
— ' sight'when the resident is in that area. '

**UNDER NO CIRCUMSTANCES IS THE .IANITOR CLOSET DOOR TO
BE UNSECURE WHEN AN OFFICER IS NOT PRESENT IN THE DOOR
WAY** o

O

Pod - Janitor Closet/Procedures . ' Page 3
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OFFICER STATION SECURITY

1. Residents may approach the offlcer station W|th perm|55|on to speak with

~ the officer at the desk ' . ‘

2. Pod rules specify that residents are only allowed to come to the officer
station when the officer is present, and shall not be allowed to enter the
boundary denoted by a different tile color that-sur_rounds,the control
station for any reason.- | . . _

3. When the pod officer- steps away from the offlcer s station, he/she shall

»A. Lock the touch screen controls by touchmg the user Inltlal icon Iocated "
in.the upper rlght hand corner of the screen. ‘ |
B.- Ensure there are no’items on the desk except non-confldentlal paper
: products All other items shaIl be Iocked in drawers (make sure the Log
" Books are closed at all tlmes except when maklng Iog notes)
C. Lock the drawers : . o o
D. When the pod officer returns to the officer statlon he/she may turn on
. touch scréen controls ( Refer to securlty electronlcs Touch Screen '
| Procedures) ' '

Pod - Officer’s Station Security = - ' _ ' : _ Page 1
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RELEASING RESIDENTS FROM THEIR ROOMS AND RETURNING THEM
TO THEIRROOMS

1. When residents are allowed out of their rooms, the pod officer will
- remotely unlock the doors from the pod touch screen controls or open the
. doors using a key. ‘ L A L
A. Residents wishing to come out of the|r rooms erI press the |ntercom
'  button'in the. room and speak with the pod officer. '
If the room door is opened from the pod touch screen controls -
1. The second officer will: " 4 ,
a Stand near the room belng opened greet the resldent wrth a helIo‘y :
S A and use the opportumty to scan or check the room cond|t|on -
K k' S b Direct re5|dent to close h|s/her door (Staff will make sure the
C) " dooris secure) ‘ L . |
- " c. Room doors will be Iocked at. all times unléss an offlcer is present
* or the resident is entering or leaving the room. ' '
2. The pod offlcer at the touch screen control wrll verlfy the room door
shows closed. |
3 Resrdents that wrsh to return to the|r room will ask the officer to
- allow them back into their room. ‘ '
2. Second Tier Movement
A ‘When Iettlng most or all re5|dent out of their rooms '
_1. The pod officer at the pod control station W|II begln with the second
tier, letting residents out one at a t|me '
2. The second pod officer will stand on the tier when the residents are’
being let.out of their rooms.
a. Only one room will be opened at a time. ,
b. As the residents from each room reach the stairs, the pod offrcer ;
U at the touch screen controls will open the next room, repeatlng

Pod - Releasing residents from rooms -' _ : ' Page 1
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-the process until all residents on the.second tier have come
-down'sftairs. (only one Resident on the stairs at a time) -
3. When returning most or all residents to their rooms, the process is
" reversed, and the pod officer ends with the second tier rooms.

A. Exception: When an individual resident asks to return to-hisfher .
room to use the restroom, retrieve an-item, or any other- i
\Iegitimatvé rea'SOn,-'the pod officer “on the floor” watches the
resident until he/she enters his/her room.

Pod - Releasing residents from rooms : : Page 2
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RESIDENT HYGIENE

1. Room Hyglene '
" A. When the resident is booked in, the Booking offlcer will issue him/her a .-
hyglene kit as part of the Booklng process. ’
a. The hyglene kit includes a toothbrush and toothbrush cover
toothpaste and a comb. _
b. The kit will be Iabeled with the re5|dent s hame or. room number
c. The kit will be placed in the hygiene storage container which is:
located in the janitor closet on the same tier as the.resident_’s |
assigned room and instruct the resident on when it is used.
d.. Issue the reSIdent a bar. of soap and toilet paper tobe stored in thelr
~° room. B ' ' ' '
o -e.. |ssue the resrdent a towel for the|r room.
‘.B'.\Replacmg items in hyglene kits:
a. With the exceptlon of soap bars and femmme hyglene products
. residents must provide the empty, worn out or broken hyglene |tems :
“to the officer when requesting the replacement.
b. Level_hyglene products- if a resrdent uses all of hls/her high level
hygiene product, it will be replaced with facility supplied product,
~until they * ‘purchase” with their pomts the high level product the
- following week.’
C. Scheduled hygiene tlmes
| a. After Breakfast: , _ ,

- 1) The pod officer wrll retrlever the hyglene klt storage conta|ner
and when residents begm to return to their rooms, the offlcer »
shall hand out the kits as resrdents reach their room. -

2) All Hygiene kits shall be retrieved within 30 mmutes of hyglene
time starting. _

3) The officer will conduct a visual inventory of the items to
ensure all items are in the kit.

Pod - Resident Hygiene , A - : Page 1
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i If the kit is-complete, the officer W|II place the hyglene kit in
- the storage container.
Jii.  If the kit is incomplete, the officer will direct the resident to
" return to his/her room for the item(s).

2. Shower Hygiene

- Prior to allowing any residents in a shower, an officer shall search the
showers to‘make sure a reside’nt or contraband is not in the shower. o

A The pod offlcer wnll

a.

Prior to the start of showers the offlcer ora reSIdent (with. dlrect
superv15|on) shall place the shower cart near the staff statlon by the ,

‘ dr|nk|ng fountaln

The cart shaII be stocked WIth shower rolls, hyglene products The o
officer shall provide direct superV|S|on when a resident retrieves '

-hygiene products and a shower roll mak|ng sure the mlnor is rellevmg

"~ the appropriate ‘shower roll and hygiene product.

1. The resident shall not be allowed to dlspense hyglene products or

‘hand out shower roles to other residents. '
Decide on which gender is going to shower first, place either the
male or females in their rooms, leavmg only one gender in the
dayroom. |

. Putthe hyg|ene storage cart near the offlcer s statlon Have shower

rolls out and ready for the re5|dents .

When requested by the resident, dispense soap and shampoo in
small cups. (Only if the shower.dlspensers are not stocked).

Note- Officer of same gender as those taking showers will be.
escorting residents to 2’"{ tier for showers, performing room checks
and in charge of the entire shower process. (Example: males taking

_Pod - Resident Hygiene : : : Page 2
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showers- female officer will be positioned at officer’s desk until
showers completed and vice versa for females taking showers).

g. Escort two residents to the 2" tier after retrieving their hygiene kits

- and place them in the shower. (Making sure they are “settled” in the
shower before leaving top tier). - IR o

h. Come downstairs; assign three resldents to take a shower in the .
bottom tier showers. ‘ '

i. Keep a close eye on the resldents in the 2nd tler showers and attempt
to be there when they are done in the shower to escort them
downstairs. (AIso preventing the two minors coming out of the -

-shower at the same time and perhaps engaglng |n horseplay on the
2nd tier).
j. Repeat process until showers are done .
- k. .Monltor the number of resrdents taking showers at any.ohe t|me
o L(YOU SHOULD ALWAYS KNOW WHO IS iN THE SHOWER)

l. Towels: . - e :

a. _Towels W|I| beissued to resudents when they arrive on the pod
| unless already supplled durlng the booklng process (AIong wrth

beddlng, hygiene kits, toilet paper ‘and bar soap) -
b. Towels will be brought out. from the|r room for showers and ta ken

" back to their room after showers '

c. Clean towels will be provnded on pants/shorts exchange day.”
(Wednesday and Sundays) ’

A. Retu rn of dirty clothing.
| : a. The resident shall: .
1. Turn all clothmg rrght side” out. .
2. Show the officer each plece of clothlng pr|or to deposltlng lt in
the rlght dirty laundry baskets. - '

b. Officer shall: . _ .

- 1. Make sure each piece of clothing is returned and accounted
for.. If the resident is short clothing, the officer shall instruct
the resident to return to the shower and retrieve the missing -
items. If the resident does not have the missing item, staff shall

Pod - Resident Hygiene ' ' ' : Page 3
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O - investigate, including searching the resident’s room, and if
" ~ appropriate, hold the resident accountable. ’
2. Make sure all clothing is turned “right-side” out and placed in
- the right laundry basket. - '
3. ‘When showers are completed the showers will be cleaned of
all debris. -

3. Shaving Hygiene
A. Supervisor shall:
a. Retrieve a speC|f|c amount of razors. from the Supply Room.
b 'Hand the officer worklng the staff statlon the razors they need and -
. instruct. the officer to write the amount of razor s he/she recenved in ,. -
4 ~ the pod “Razor Log.” | | ‘ | SR
C} "j ‘ c'. Once shavmg is completed the Supervrsor wrll retrleve all unused
e L - razors from the pod officer. and instruct the offrcer to write the ..

: amount returned to the superwsor in the log| book comparing it to
the recelvmg number. Used razors are pIaced in the sharps contalner _
located i in the medical clinic.

d. MAKE SURE ALL RAZORS WERE RETURNED ACCOUNTING FOR BOTH
USED AND UNUSED. MAKE SURE USED RAZORS ARE DISPOSED OF
, IN THE MEDICAL CLINIC’S SHARPS CONTAINER.
. B. Staff shall: | _ .
| a. Provrde direct superV|5|on at all times when a resrdent is in
possession of a razor; not allowing distractions.
b. Retrieve the razor and razor cover prior to leaving the resident’s
| room; making sure all parts are there.
C. Shaving Procedures ‘
a. Residents wishing or needing to shave will notify the pod officer at
the beginning of the shift that they wish to shave.

c
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-b. The pod officer, when time allows, will get a disposable razor from

the supervisor/OIC, and will escort the resident to their room on the
pod.

. The pod officer‘will provide direct ‘super'vision for the entire time the

resident is in possession of a razor.

. When the resident is done using the razor, the pod off|cer wull collect

the razor and examine it for all pieces. The pod officer will dispose of
razors according to above procedure. ’

4 Halr Care Hyglene .
A At least every 30 days, re5|dents may- request and receive halrcuts

.a.

When aresident wants to request a halrcut he/she wull fill out a
request/contact form requestlng a halrcut I A _
The pod officer will route the form to the superwsor in charge of
haircuts who will place them on a list. ' ‘

The deSIgnated haircut day will be scheduled once a l|st is complled

. Haircuts will be done in the medical exam room.

The officer prowdmg haircuts is responS|ble to make sure the exam
room is thoroughly cleaned |mmed|ately after haircuts are

' completed i.e. all surfaces cleaned with dlsmfectant floor swept and

mopped

Pod - Resident Hygiene : ' : Page 5
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MEAL SERVICE

1. Meal Service Preparation:

A. Prior to the arrival of food in the pod the pod officer wiII assign the pod .-
~ workers to clean the tables and ensure the k|tchenette |s clean and
L prepared for the food. - ‘ '
B. The cook will push the cart containing the food, m|Ik to the pod.
'C. Central control will ensure that the pod officer i is ready for the cart and
- unlock the pod door. ' ' '
D. If the residents are in the dayroom when the food cart is brought onto
- the pod ‘the pod officer will teII them to be seated at a table to bessilent. .-
E. i the resldents are locked in their rooms when the food cart is brought
~ onto the pod, the pod officers will. begin brmgmg them into the day
- room ‘and seating them at the tables. ‘

. Ifa resvdent chooses not to come out for the meal a pod offlcer will: B

i.  Checkto see why by speakmg to the resrdent
ih. Ensure the meal refusal is properly logged =
Jiii. ~ Follow up as needed if the resident is sick of if other meals
| have been refused. '
~ b. If there are residents in the pod W|th classification Ievels thatdo not -
- allow them to mix with other residents, the pod officer will leave
~ - them in their rooms and take their meals to them in their rooms.
2. Serving Meals ' S
A. The cook or pod officer will observe and superwse the servmg line.
B. The pod officer-or cook will call reS|dents by table to come take atray - ‘A
and the food will be served to them by ROP or.cooks.
a. Residents are given a minimdm of 20 minutes to eat their meal once
the last tray is served. |
C. The cook will:
a. Tell the pod officer when meal service is complete.
b. Prepare to leave the pod with the food cart, serving utensils, and any '
meal supplies that were not used.

Pod - Meal Service | : : : Pagel
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(\ - c. Use the intercom or radio to ask control to unlock pod door
d. Leavesthe pod. ‘
3. After Meals Are Done
A. The pod officer observmg the meal service wrll
- a. Tell each table group, one at a time, to get up from the table and go
to the garbage to dump the|r trays, sporks-and milk cartons.
b. ‘Observe the process to ensure the resident throws away the spork
and milk carton.
- C When collectlng trays. from resrdents who ate in therr rooms, the pod ‘
| offlcer shall; '
1) Ensure that they coIIect a spork and mllk carton from each m|nor ‘
2) Inspect the surfaces of the room to ensure no vandallsm graffltr
or filth has been deposited. B
i. - If reS|dents have thrown food or defaced surfaces, the pod -
offlcer directs them.t_o clea.n_ their roomsand initiates the - | 4
o discipline process. They do not leave room until complete. s
) B The residents erI return to the|r tabIe or the pod offlcer will send them
| " totheirrooms. . - ' ' o
C. Pod officers will return minors to therr rooms pursuant to Sectlon 544
~ .after provrdmg them wrth therr hyglene klts pursuant to the hyglene
~ post orders :
D. If ROP residents were used to serve the meaI the pod offlcer will
‘ supervrse them whlle they wipe down the tables, sweep and mop the
floors, and. roll the’ garbage can (ty|ng bag) and srt lt near the pod entry
door. - o :
. Inthe absence of ROP re5|dents the pod workers erI be supervrsed
while they perform the clean- -up duties. .
-E. When clean- -up is complete, the pod officer will notlfy the float offrcer
~ via radio that the garbage is ready to be taken from the pod.
F. The float officer will arrive at the pod and collect'the kart and Garbage.
G. Central control will open the door, and the float officer will pick up the
L) -garbage and dirty trays and take them to the kitchen.. |
4. Snacks

Pod - Meal Service , o Page2



'POST ORDERS - POD

m : A. Just prior to closing the kitchen for the night, the cook will:
‘ a. Call central control to verify the number of residents for each pod
and any residents in booking.
B. Atapproximately 1900 hours, the float offlcer will dellver the snacks

from the kitchen. , o L

a. The residents will get their snack as they-are called and |mmed|ately

| return to where they were prior to receiving their snack.

b. Residents may not take snacks to their rooms, with the exceptlon of
resndents who are separated for classnflcatlon or medical reasons. In
either case, the pod officer will brmg the snack to the reS|dent and
retrleve the trash when they are done. - ‘ .

c. Forthese res|dents pod ofﬁcers will collect the snack and ensure
that the room surfaces are clean as noted in the meal |nstruct|ons
above . ' ‘ o

C When they have f|n|shed their snacks resndents W|Il throw the|r trash
away ' o '

O
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RESIDENT ACCESS TO TELEPHONE

1. The telephone system will be pre-programmed with the number(s) they are
allowed to call. The information-will be entered during the resident’s initial
claSS|f|cat|on ’ | '

a. All residents will be allowed to make one call per week. ,
b Dependlng on their level on the pomts/level program will determlne
. how many additional phone calls they will be allowed to make.
2. Making phone calls . A
‘a. The'pod offrcer will activate the telephones and announce that the
. phones are available for use. , .
-b. The resident asks the pod officer for permlssron to use the- phone
. 1) The pod officer will monitor the resrdents randomly as they enter ‘
the|r p|n numbers to make the call to verlfy they are usmg the|r '
-assigned pin. : ' o ' -
" c. The res|dent dials the phone number and |dent|f|es h|m/herself as the
caller. , . . o
d. The phone system ldentlfles the caller to the called party by name and" "
also plays arecorded message sayingitisa collect call from a juvenlle
rehab|l|tat|on facrllty
e The caller may accept or reject the call.
f. Once accepted the phone system recording adVIses both the reS|dent ,
and the called party that the calls are recorded. | |
1) The phone system is pre- programmed so |t does not record calls to
attorney. ‘ ‘
2) Resrdents who wish to call clergy members confldentlally must
 submit a request to the Program Supervisor asking the number to be
programmed as a non-recorded number.
g. Hearing Impaired residents- refer to policy for procedures

Pod - Resident Telephone Use, Mail and Library : : ‘ Page1
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h.. Emergency phone call authorization.

1) If a resident believes he/she needs an-emergency phone call, he/she
will tell the pod officer the reason the call is needed, and the number
to be called. '

2) Th'e_' pod officer will assess the request, and if he/she believes.itis
legitimate emergency will: B
e Set up the phone so the resident can make the call
e Document the call in the pod log.

RESIDENT ACCESS TO MAIL

. All reSIdents wrll be provnded access to trl-fold wrltmg paper
2. Stationary and envelopes will be available to hlgher level resrdents, to be

purchased W|th their points..

a. During program tlme the reS|dents will be aIIowed to write Ietters o

¢ JRF paid postage:
a. One (1) letter a week (every seven days) to a friend or relatlve
b, One (1) letter daily to parent or legal guardian

. Residents will turn in completed letters to the pod officer.
. The pod officer will place outgoing mail in the appropriate basket.
- a. The graveyard pod officer will scan and log all outgoing mail.

b. The graveyard float will pick up from the. pods, the scanned. ma|I and
take it to the outgoing mail basket.

. Delivery of mail to pods:

a. Swing shift float will deliver the da|Iy mail to the pods

b. The pod officer will place the mail in the appropriate basket until swing
shift mail pass time.

c. The pod officer will:

Pod - Resident Telephone Use, Mail and Library . Page 2
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(\) : o Open all mail in»front of the resident, one at a time, checking for
contraband. ' "
¢ If contraband (illegal) is found, refer to Policy 5.4.10 -
e If contraband {legal) is found, refer to Policy 5.4.10
- o Notification of refused or confiscated mail, refer to Policy 5.4.10
o If mall meets standards, the offlcer will glve the re5|dent hls/her n
mail.

RESIDENT LIBRARY

(‘ ‘ ‘ 1. Each pod wrll have in their closet a cart with llbrary books _
L “a. Durmg program time, the' pod officer will pull out the Irbrary cart and Iet
the resrdents get books. ; T : S
| - The number of books allowed per re5|dent is determlned by what
level they are on, on the points/level program. -
2. Books will be rotated amongst the pods ona weekly basis. (TBD) -

e " — ________]
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RESIDENT GRIEVANCES

1. Residents will have the opportunity to complete a grievance form
confidentially during periods.of time where they have access to pencils
during normal ‘program time and pIace the grlevance in the Communlcatlon
Box located on the pod. '

A. If the resident chooses not to fill one out confldentlally, they may
approach an officer at any time and ask for a pencil to fillouta
grievarice, which will be available without having to ask staff for one.

a. The officer shall furnish the penc1| to the resident with m|n|maI delay.
b The officer may delay. providing these items to a resldent who.is out
of control or exhlbltlng behaviors that lead the officer to be
, ‘concerned that it is unsafe to furnlsh a pencil to the re5|dent In these
‘cases, staff shall furnish these |tems as soon as the re5|dent has
‘calmed down. . o ‘ ‘

B. Should the re5|dent ask the offlcer may attempt to resolve an |ssue
prior to provndlng the re5|dent the grievance form and penC|| ‘

a. ‘Officers are not to ask why or what the resident wants to grleve ‘
unless the resident voluntarily initiates such dlscusswn
b. The offlcer can ask if they can assist in the resolutlon

C. The resident may request staff assistance in filling out the- grlevance

D. The Resident can request a staff of their chose to handle the Grievance.

E. The resident will then place the grievance in the locked Communication -
Box. o ' - '

2. The supervisor on duty shall empty the Commumcatlon Box at Ieast once

| per shift. ‘ ' ' '
3. The supervisor will enter the mformatlon lnto the Grlevance Log and asslgn
it a log number. ‘ ;

4. The superwsor will review the grievance to determme WhICh stafflng Ievel is
appropriate to begin the resolutlon process. '

T T e e ——————————— et _ _ . _ -
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5. Upon receipt of the grievance, the assigned officer will attempt to resolve it
with the resident. o _
A. Discuss the grievance wrth the resident mvolved
B. The officer records hls/her findings on the form.
_ C.- The resident will indicate on the form whether they agree W|th the
officer’s findings and sign the grleva nce. ‘

a. If the resident disagrees, the grievance will be forwarded to the next
available, uninvolved supervisor/OIC. If the resident disagrees with
this supervisor’s conclusions, the re5|dent may appeal to the director.

b, _If the resident lndlcates they agree with the flndlngs the grievance

- process will be. complete o

© D. Upon completlon of the grlevance process the offlcer/supervrsor wrll
| " put the completed grlevance form i in the graveyard basket
" Refer to. Pollcy 5. 9 ‘ ‘ ‘

Pod - Resident Grievances ' : : ' Page 2
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RESlDENT ORIENTATION TO POD OPERATIONS

1. When the bookmg offlcer brings a new resrdent to the pod the pod offlcer '
~will: - - :

A.
B.
~a. Name
'b. Classification level

Accept the paperwork from the bookmg offlcer
Read the |nformat|on sheet on the resident:

c. Any concerns (behaworal medlcal dlsablllty) that wouId affect the
- room assignment... o . -
Assngn a room, taking the resrdent’s cIasS|f|cat|on level and any concerns

“into accounit; and enter the room assngnment on the locator and in the
‘control statlon system. . A
. Take the new resrdent to hls/her room and complete a room mspectlon

form notlng any mlssmg items and damage
I the room is dlrty when they arrive.at the room, the pod officer will

o aSSIgn the re5|dent to a clean room and assrgn another reSIdent to

~ clean the room. If the room is a shared room, the pod officer will tell
: the current resid:ent to clean the room and will_provide cleaning
supplies. o . | | N .
Sign the form and ask the resrdent to sngn as well confrrmmg the room
condition. '
Ask the resident to make the|r bed.

_Aa The officer may assign a resident to assist the new re5|dent to teach

‘the proper way to make a bed.

. Take the reS|dent toa table in the dayroom and provnde a-pod overvrew, :

that includes: ,

a. Going over the resrdent handbook section that mclude pod
information..

" b. Information on how room should look.

c. Explain how clothing should be worn.

. _
Pod - Resident Orientation to Pod Operations . : Page 1
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Identifying where the schedules for the pod are posted.

How to apply for non-mandatory programming

Behavioral expectations in the pod.

The process for requests (medical, mental heaIth forms PO)

How to use the intercom and when it is appropriate.”

The requirement to keep the room doors locked at aIl times unless

“moving through them, how to request entry to h|s/her room and not

enterlng the room of any other resident.

Movement ruIes Wlthln the pod to include: _

1) Only residents asslgned to the upper tier are aIIowed on the sta|rs
. or upper tier. ’ ’ ' S

:'2) When moving up and down the stalrs resrdents must be spaced at

least 6 stairs apart. .

: 3) When Ieavmg his/her.room or returnlng to the room, the door

‘must be cIosed and locked' after Ieavmg and enterlng

- 4) Resldents must raise their hands for perm|sS|on to get up and

move around the dayroom.

:5) When movung around the dayroom resndents must be respectful

"-of others moving'in the dayroom.

. 6) Residents wrll not go behind the officer’s statlon or stand on the

desk tile.

‘Ask the resident if he/she has any questlons and have the reSIdent
'SIgn the orlentatlon form acknowledgmg the orlentatlon was
‘received and understood. '

.. Take the resldent to h|s/her room and allow them to set up the room

accordmg to expectatlons set forth in the or|entat|on

. File the srgned room lnspectlon form in the binder at the officer’s
station. ' '

Pod - Resident Orientation to Pod Operations : - L Page 2
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POD HOUSEKEEPING

1. Daify Housekeeping
A. Each morning and evening, the pod officer shall:
a. Provide direct supervision as the pod workers set up. brooms and

dust pans for. resident use.
b Go to each room and instruct the res|dents to sweep debrls from
" their rooms out of their door.
c. Direct pod workers to sweep the room debrls from the tier and
dayroom floors.. ' o
Provide cIeanlng supplies to clean room todets and sinks.
Assngn the pod workers to wrpe down the tables, sweep and mop
 floors, (Mop in the evenlng, unless’ otherW|se needed) clean the
_kitchenette, clean the staff restroom, prepare the trash to be taken
from the pod, and clean: the showers. - DR
1 Dally cIeanlng of the showers at the f|rst opportunlty after |
showers but no later than 2100 hours S
. lt shall conslst of spraying surface dlsmfectant on alI surfaces and

d.
e

. rmsmg with clean water. o .
-f. Check resident’s rooms to ensure- they are neat and- clean (bed is
made properIy—see photograph, and items are stored a.s required
“unless they are being used), and check the dayroom to ensure the
~ ‘assigned residents have completed the|r tasks satlsfactorlly
2. Weekly Cleaning ' '
A. Each Saturday, in addition to the da|Iy cIeanmg, the. day sh|ft pod officer
shall: '
" a. Provide direct‘-supervision as th,e‘pod workers set up the ‘cleaning
, supphes ' . | . |
b. Provide cIeanlng supplies to the residents in each room SO they can
| clean the rest of their room (roor, sink, toilet, etc.)
c. Assign the pod workers to clean the classroom, program.room, and
medical screening room.

Pod - Pod Housekeeping : : : ' Page 1



POST ORDERS - POD

d. DIRECT SUPERVISION shall be provided by officers residents are
cleaning in closets, classrooms, medical, bathrooms, etc.

3. Pod Inspection - 4
~A.. Once each week, the Saturday day shift supervisor will conductan -
- inspection tour of the facility, including the pods |
_ a. The supervisor will mspect the dayroom all resident rooms, and
other ancillary pod rooms maklng sure they meet the minimum
expected standards. (
. 1) Inspectlon forms w:ll be completed for each pod scored.
,2) Resldents |n pods that meet the cIeanImess standard will be
rewarded through the pomt/level system.
3) Re5|dents in pods that do not meet the standard W|Il be dlrected
by the pod officer to contlnue cIeanlng '
4) Inspectlon forms for pods not meetmg the standard will be glven
to the swmg Shlft superwsor for re mspectlon that evenlng

Pod - Pod Housekeeping : ' . : Page 2
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- POD HOUSEKEEPING

MINIMUM EXPECTED STANDARDS

1 Resident Rooms
“A. When not in room: Photograph example posted o
a. Bed made: - . ' )
b. BeIonglngs neatly in their cubby :
c. Sink andtoilet free of grime
d. Floor free of trash | _
e. Walls and ceiling free of sp|t spit wads shot, etc
" B. Saturday CIeanup ' | )
. a. Windows and mirrors free of marks and. streaks o
b. All surfaces cleaned with surface drsmfectant
" c. Floor mopped making sure alI grime is out of corners
. d. Bed made properIy-see photograph
2. -'Dayroom (to be completed nightly):-
A Tables: all surfaces (legs, top, seats under5|de of top) cIeaned with
o surface disinfectant and free of dirt and grime _
B. Ralllng all surfaces cleaned with dlsmfectant and free off dirt and grlme
- C. Couches: all surfaces cleaned with disinfectant and free off dirt and
) grime ‘
D.- Stairs: swept and mopped free off dlrt and grime
E. Floor
‘a. Thoroughly swept makmg sure the resident sweeps under all tables,
~ couches, serving station, stairs, and lower and upper waIkway
b. All dlrt and grime removed from corners, stalrs around table Iegs
_ around railings, and serving station legs _
. Thoroughly mop floor with surface cleaner and rinse by re- mopplng
with clean plain water ’
F. Windows cIeaned free of dirt, flnger prints and streak marks
G. Food serving station: all surfaces cleaned with disinfectant and free off
dirt and grime ' ‘
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. Showers

A. Daily: Floor and walls cleaned with surface cleaner and all trash
removed
B. Saturday Cleanup: All surfaces are to be cleaned with a scrub brush and
- disinfectant making sure all surfaces and grout lines are free of dirt,
grime, mold/mildew and stains | | |

. Classrooms (Saturdays only)

A. Garbage cans emptied

- B. Student desks cIeaned W|th surface cIeaner

C. Floorvacuumed _

- D.. Wlndows cIeaned free of dirt, finger prlnts and streak marks
. Program room (nghtly) (Photograph example prowde)

A. All surfaces cleaned WIth dlsmfectant , |
B. Wlndows cIeaned free of dirt, flnger prlnts and streak marks

o __ C. “Floor vacuumed maklng sure all dlrt is removed from the corners -
D. TVcartisin the closet: (Only offlcers enter the cIoset)
E. Tables are placed correctly ‘

Mop Closets = '~

A nghtly

a. AAIl surfaces clean free of d|rt and grlme

. All supplles orderly

Hygiene and shower carts secured in the caged area when not in use
Floor swept and free of dirt

Sink clean and free of dirt and grlme

Mop heads removed and laundered

. Mop- ‘bucket rinsed free of d|rt and grlme :

@™ O o0 T

B. Saturday Cleanup

a. All surfaces to be cleaned W|th surface cleaner free of dirt, grlme
stains .

b. All corners cleaned free 'of dirt and grime 1

c. Mop bucket rinsed free of dirt and grime

d. Floor to be cleaned with surface cleaner and a scrub brush free of _
dirt, grime, stains
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Staff bathroom'
~ A. Nightly

POST ORDERS - POD

e. Screen door secured

7. Officer Station

A. Every Shift. ‘ ‘
a. All surfaces cleaned with surface disinfectant free of dirt and grime
~b. Drawers.clean and neat clear of junk and personal items
c. Carpet vacuumed thoroughly |
d. All binders neatly in place |
e. All cubbies clean and free of junk ,

B. First Saturday of the month dayshlft

a. Same as above plus: Carpet to be shampooed ,
- 1. A blanket s to be placed on the carpet until dry

. Medlcal Screenlng Room

A. Nightly -
a. All surfaces cleaned with surface antl bacterlal (in the cablnet)
b. Trash emptled '
c. Floor swept _
“d. Paper towels stocked

| B. Saturday Cleanup

" a. Sameas nlghtly pIus
1 floor swept and mopped making sure all d|rt and grlme is out of
 the corners '
2. Window cIean ad free of flnger prints and strea ks

A

“a. All surfaces'cleaned
b. Paper products stocked
c. Trash emptied

| ~B. Saturdaycleanup

a. Same as nightly plus . .
1. Floor scrubbed W|th surface disinfectant and scrub brush
2. Toilet scrubbed inside and out free of dirt and grime and other
contaminants
3. Mirror cleaned

~ Pod-Pod Housekeeping B o Page 5
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RESIDENT MOVEMENT -FROM ‘POD TO vismNe

' . The pod officer WI|| tell the resrdent(s) W|th V|5|tors to assemble at the pod
entry door. o ‘ C o
. If the resident does NOT want a visit: | —
'A. The pod officer will notify the visiting officer of the refusal ,
"B. The visiting offlcer will tell the v1sntor the resident has declined the visit.
. If the resident does want a visit: '
‘A. The pod officer wnII tell the re5|dents to:

a. Dress approprlately
b. Use restroom since they W|II not be aIlowed to return to the pod to
‘use restroom and: there are: no restrooms in vrsntlng

. The pod offlcer will:

a. Revnew the basic wsrtlng rules and expectatlons with the re5|dent
. where necessary , '
b. Advrse control that the resrdents wrth vrsrts are assembled and ready
“-to move.

. The float officer will go to the pod and caII central controI via rad|o to

request entry to the pod.

. Central control will verify with the pod officer that the float officeris

there to move the residents to visiting, and opens the door.

. The pod officer will escort the residents to the pod. door hand them off
~to the float offlcer and W|ll document their location. ' -
. The float officer will escort the residents to the V|s|t|ng area and assist

the visiting officer with seating the residents.

. The residents WI|| be'searched after V|S|t|ng prior to returnlng to the
" pod. ‘

“a. Athorough pat down search will be the standard search..
b. If contraband is suspected or found, a str|p search is to be conducted
per policy. ‘

Pod - Resident Movement from Pod to Visiting _ : : : Page 1 |
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( “} ~ I. Authorization to strip search is needed.
e ~ii.  Special Incident Report shall be initiated.

Pod - Resident Movement from Pod to Visiting : _ ' Page 2
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DAILY SCHEDULES

Refer to Post Orders Beglnnlng of Shlft

1. Day Shlft Mondav through Frldav

‘A.
B.

IOmmo O

il

0600- 0615 - Shift Bneflng and Unit Inventorles

0615 — 0715 - Beds made, room clean-up/ Showers/ Hyg|ene (for the
summer months; June, July, August) at minimum showers will \
conducted in the evening time as the schedule allows

- 0715 — 0745 — Breakfast o
0745 - 0800~ Hyglene/Breakfast Clean -up

0750- 0800 — Have residents out ready for school
0800- 1015 - F|rst Period s
1015~ 1030 - Break

.1030 1120 - Second Penod

1120— 1150 Lunch _ e

1150 1200 - Hyglene Lunch clean- -up .

1200 — 1330 = Third Period ' : .
1330 1400 Residents to rooms/ Log Books/Shlft Debnefmg o

2. Swing shift schedule Mondav"thmugh Friday . -

A.
- B.

?:mf‘“!'”..Uf"

1400-1430 - Down time in room (staff shift change)

1430 1645 - Case plan programmlng/ free programmlng/ LME (see
weekly vendor list for case plan programmlng schedule) |
1645-1700 - Residents to their rooms for dlnner prep

1700-1730 - Dinner

1730-1800 - Hyglene pod clean up

1800 1930 - Continued programmlng and LME

. 1930 - Level One bedtlme

2000 - Level Two bedtime (showers during the months of June, July,
August)

Pod - Daily Schedules . : o Page 1
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2000-2100 - Level Three programmlng/ pod cleanup/ Level three
showers

2100 - Level Three bedtime

2100-2200 - Ad-Sep, MSR, Spec1a| Program free programmmg if
applicable '

3. Day Shlft Saturday

A
B.

-“-—_:!:m.'n.m'c.ﬁ“

0600 —~ 0615 - Shlft Brlefmg and Unlt Inventorles
0615 — 0715 — Pull Ilnen/ Prepare Carts for Cleanlng/lnspect

' Rooms/Showers '

0715-0745 - Breakfast

. _0745 0800 - Hyglene/Breakfast Clean up
0800-1120~ Pod/room cleanlng

, 1120 1150 Lunch’

. 1150 1200 - Hyglene

1200 - 11330 - Pod cIeanup continues untll complete/ free programmlng
1135 - 1200 Hygrene/Lunch Clean-up - ‘
1200 1330 — Complete all cIeanlng/put away supplles

1215 1415 First V|5|t|ng sessron

1330 1400 — Residents to  rooms/Logbooks/ :Shift Debriefing (change)

'4, Swing Shlft Saturdav

A
B.

C.

1400 1430 — Down tlrrre in rooms, shift change
"1430-1645 - Case plan programmlng/ free programmmg/ LME (see
weekly vendor list for case plan programmmg schedule).

1445-1645 Second visiting session

-1645-1700 - Residents to their rooms for dinner prep

D. 1700-1730 — Dinner

. Pod - Daily Schedules : Page 2 ‘



o)

T L o.mm

" POST ORDERS - POD

1730-1800.— Hygiene and Pod cleanup
1800-1930 — Continued free programming and LME

. 1930 — Level One bedtime
. 2000 — Level Two bedtime
'2000-2100 — Level Three programmlng/ pod cleanup/ Level three

showers

. 2100 - Level Three bedtlme

2100 — 2200 - Ad-Sep, MSR, Speual Program free programmmg if

. appllcable

‘5. Day Shlft Sundav

pmmo o>

T

. 0600 0615 Shift Brleflng and Unit Inventorles :
'0615 0715 - Beds Made/Rooms Swept/Showers
' 0715 - 0745 - Brea kfast '

0745 — 0800 — Hyglene/Breakfast Clean up
0800 1120 - Program (Church 0830 0930) LME

'1120 1150 - Lunch’
. 1150— 1200 — Re5|dents down to cIeanup/Hyglene

1215 - 1415 First visiting sessnon
1200 — 1330 — Programming
1330 — 1400 — Residents to Rooms/Log Books/Shift Debriefing -

6. Swing Shlft - Sunday.

A.
B.

11400 — 1430 — Shlftchange'

1430 - 1645 - Case pIan programmmg/ free programmlng/ LME (see
weekly vendor list for case plan programmmg schedule).

C. 1645 — 1700 — Residents in roomsfordlnner prep
D. 1700 — 1730 — Dinner :

E.
F
G

1730 - 1800~ Pod cleanup and hygiene

. 1800 — 1930 — Continued free programmlng and LME
. 1930 — Level One bedtime

Pod - Daily Schedules ‘ , :  Page3
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2000 — Level Two bedtime : :
2000 - 2100 - Level Three programming/ pod cleanu‘p/ Level three
showers

2100—- 2200 - Ad- Sep, MSR, Specral Program free programming lf

"+ applicable

7. Dav Shift — Holldav Schedule

A

Mmoo @

T .

0600- 0630~ Shift Brlefmg and Unltlnventorles —
0630 — 0705 — Beds Made/Rooms Swept/ Showers

. 0705 - 0735~ Breakfast

0735 - -0800 — Hyglene/BreakfastCIean up

"0800—1105 —Program

a.- TBA- via written calendar |

. 1105-1135~-Lunch
- 1135-1200 — Hyglene/Lunch Clean up
. '1200 1345 —Program '

' ja TBA- via wrltten calendar

1345 - 1400 - Re5|dents to Rooms/ Log Books/ Shlft Debrleflng

8. Swing Shift

A.
B.
C.

1400~ 1415 - Shift Briefing and Unit’ Inventorles
1415 1430 - Pod Expectations '
1430 1700 —Program _

a. TBA —via wrltten calendar

D. 1700-1730- .4D|nner
E. 1735- 1800 - Hygiene/Dinner Clean-up
F. 1800 - 2000 —Program :

H.

a. TBA — every week via written caIendar

. 2000 — 2130 —High Level Program/ Bedtimes

a. TBA—via written calendar
Sunday Evening will be high level “Rewards Movie”

Pod - Daily Schedules - ' Page 4
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O - 9. Outside Vendors |
’ A. There will be several ways to accommodate outside vendors: Church,
- Planned Parenthood, YFC, NA, AA, etc.
" a. Have vendor in program room on-pod. (Dependlng on POP)
b, Have vendor hold. group in visiting (when you might need to combine -
 residents from both pods) Float will observe group
. €. Have vendor split time between pods.
B. All of these W|II depend on pod populatlon vendor and other activities
. that mrght be going on. TBD at a later date by program supetrvisor.

10 Program Calendars _
ca. A program calendar will be posted in the dayroom
b, Every area on the above calendars that states Program will need to
. be speC|f|caIIy broken down to all the activities that will be done.
' c. - Pod offlcers will follow the calendar and act|V|t|es W|thout varlatlon
C | _ | " barany emergencnes ', L L
' ) ‘ ‘ d;;;5'~The program supervrsor will determme which pod uses the covered
yard or the big yard. Probably rotate their use. -

‘e. The program supervisor will also be respon5|b|e for the schedullng of .

the outside vendors

—

Cy
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Resident Orientation Program

Durlng the booking process, the resident will be prowded an orlentatlon booklet and Wl" SIgn in’

“the appropriate area statmg that they have received the booklet It is the resident’s .

respon5|b|I|ty to read and understand the materlal in the booklet. Staff should check in with the
re5|dent during the first several days they are here, to ensure that the resident understands the

“ -dally routlne of the facnhty and answer any questlons he/she may have

Pod - Resident Orientation Program ' : : - Pagel
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RESIDENT MOVEMENT FROM POD TO EAST COURT YARD

. The pod offlcer wnII contact control via the rad|o and ask if the East Court

Yard is secure and avallable for use.

. Request a float to assist with movement to the East Court Yard.

. The pod officer will tell the re5|dent(s) who wrll be partlupatlng in outsrde

a recreatlon - : a

. The pod officer will |nstruct the resldents, two at a t|me ‘to assemble at the ,

pod entry doorina slngle file ||ne facrng forward hands behmd their back
and silent ’ ‘ L S

. The pod offlcer W|II

- -a. Review the basrc rules and expectatlons wnth the resrdent where
B 'necessary . '
b. Ensure that re5|dents are dressed approprlately :
c. Advrse control that they are ready to take residents to the East Court -
Yard for recreation and they are assembled and ready to move. . |
A. The float officer will open the East sally port door hold it open and
- notify central control that he/she is ready for movement.
B. Central control will verify with the pod .offlcer that the float officeris
there to move the residents to the East Court Yard and opens the door.
C. The Float will monitor the movement into the corridor from the pod
door and corridor aIways watchlng the mmors , .
D.: The pod officers will escort the residents to the pod door, posntlonlng
- him/her near the back of the line to assure visibility of all residents.
E: "The pod officer will contact central.control and request the pod door to
be opened. . ' ‘
F. One of the pod officers will open the door while the other is pojsitioned
 where he/she can see the entire group of residents.

Pod - Resident Movement from Pod to East Court Yard - _ Pagel |
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. The residents will exit the pod and walk toward the east sally portina-

single file line, looking straight forward with their-hands positioned
behind their back.

. As the first minor reaches the saIIy port'door, he/she will take over and

hold the door open for the float officer. The float officer will moveto
the second sally port door and ask central control to open the door (an -
override will need to take place). The officer will hold the door open as
the residents are exiting onto the east recreation yard 4
The float offlcer will instruct the residents to I|ne up on the court where 3

“told. o
--J. " Once the re5|dents and the offlcers areon the court yard the pod.
' offlcer(s) WI” perform a count of the resrdents and staff and notlfy
N ~central controI the amount of mmors and offlcers on the court yard.

The pod offlcer(s) will glve expectatlons and |nform what recreatlonal :

k activities will commence. . . .
. The reverse procedure wrll be conducted when returnlng to the pods :

from the court yard

Pod - Resident Movement from Pod to East Court Yard Page 2
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RESIDENT MOVEMENT FROM POD TO NORTH COURT YARD

1. The pod offlcer will contact control via the radio and ask if the North Court
Yard is secure and available for use. " S

. The pod officer will tell the res|dent(s) who will be partrcnpatmg in outsrde ’
recreation. _

. The pod officer will mstruct the' resldents two at a time, to assembIe atthe
pod/court door on the ramp in a smgle file I|ne facrng forward hands

“behind their back; and sient

. The pod officer will:’

a. Review.the baslc ruIes and expectatlons W|th the resldent where
necessary : ' '

" b. Ensure that resldents are dressed approprlately
: C.. Advise control that they are. ready to take resldents to the North

Court Yard for recreation and they. are assembled and ready to move

. The first pod offlcer W|II posmon h|m/herse|f at the pod door tothe -

North Court Yard in a manner where itis safe

. The second pod officer will position hlm/herself in a manner where alI
" residents can be seen and it is safe.

. The pod officer-will contact central control via the radio and inform
“them they are ready to exit the pod to the North Court Yard.

. Central control will then release the door and the flrst pod officer will

open the door and exit onto the North Court Yard posltlonmg

hlm/herself where all minors can be observed enterlng the North Court

Yard, - oo ;

a. A resrdent can be used to hold open the door open.

b. The residents will exit the pod onto the North Court Yard with the
second pod officer following.the residents.

E. The first pod officer will line up the residents on the Court.

Pod - Resident Movement from Pod to North Court Yard V :  Pagel.
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m F. Once the residénts are on the court yard, the pod officer(s) will perform
S a count of the residents and officers and notify central control the
amount of minors and officers on the court yard.
G. If there'are 10 or less residents, participating in recreatlon the same
procedure will be followed, except the following:. .
a. - The minors partrcnpatmg in recreation will Imeup on the ramp, whlle
the remaining residents are seated at the tables qunetly )
b. ‘The second pod officer will not exit the pod, but position
, hlmself/herself where he/she can see all residents. , _
H. The reverse procedure will be conducted when returnmg to the pods
from the court yard. o '

O

Pod - Resident Movement from Pod to North Court Yard : o Page 2
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TIMELINES

- *#*Notify Division Director***

" Restraints: Hard Reetraints and The Wrap

When using restraints, there are specific'"timel_ines' that must be followed.

1.

- Every resident in restraints must be under contmous dlrect visual ..

supervision. -

CFMG will be notified within one (1) hour of pIacement |n restraints.

The on-call provrder must come to the facility and prowde a medical
assessment wrthln two (2) hours of the resident’ bemg placed in restramts. :' '
The resrdent must be medlcally cleared through an on sité face- to-face

assessment by Health Services staff and approved for remaining in phy5|cal
'restralnts ‘This on srte clearance must take place every three (3) hours
_thereafter to determrne approprlateness of contlnued use of restralnts _
. /As soon as. possible, but wrthln four (4) hours of placement in restralnts the
‘ resident must be evaluated on site by a licensed mental health professmnal

to assess.whether the’ re5|dent needs immediate and/or long term mental

“health treatment.

Hydration (water) offered every half hour, and documented.

Sanitiation (bathroom) offered every hour and documented.

At a minimum the resident’s behavior and any stafflnterventlons shall'be
documented at least every 15 minutes. ’ ) .
Range of motion exercises of alternatlng extremltles a minimum of ten (10) }
minutes every two (2) hours. ' ' |

10.Restraints checked for tightness once (1) e_very'15 minutes.

Float/Pod/Supervisor - Timelines : - Page 1.
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Safety Room: A

ifa resrdent is placed in the safety room, the followmg tlmelmes must be
.. followed: T ' o

\‘9‘.5”:“'5”!""‘

Safety gown ..

Continuous dlrect v1sua| superV|s|on (safety door may be cIosed)

‘Behavior documented every 15 minutes -

Water every two (2) hours
Provisions for meals at appropriate tlmes ,
Evaluated bya superwsor/OlC a minimum of every four (4) hours

. ‘Medlcal -staff shall be notlfled no longer than one (1) hour of a resident
‘being placed in the safety room. : Lo : :

The resident must be medlcally cleared for contlnued safety room

‘placement every 24 hours. - | |
. Mental health evaluation’ must occur within 24 hours of placement ina

safety room

OC Pepper Spray

If aresident is sprayed with OC PEPPER SPRAY, the followmg tlmellnes must be -

1.

- followed for decontamination:

All reside’nts sprayed with OC'must be referred to medical personnel as
soon as posslble and if medical personnel are not on site, the on- call

Vmedlcal provider will be called within one (1) hour.

Resident will be allowed to flush face and eyes with cooI water ora shower
of cool water.

. Direct supervision for one (1) hour from time of exposure

All contaminated items (clothlng, bedding, etc.) will be removed and
laundered.

. Float/Pod/Supervisor - Timelines ' ‘ . : . Page?2
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o ~ RESIDENTS WITH DISABILITIES
| (ADA)

It is the policy of Shasta- C’ountyJuve.niIe Rehabilitation Facility to adhere to the N
Americans with Disabilities Act (ADA) by equipping the facility to-adequately
house residents with disabilities. '

1. ROOM ASSIGNMENTS AND CI.ASSIFICATION _ _
a. Residents restrlcted toa wheelchalr will be housed in the ADA room on.
- 'the assugned housmg pod. - ' . o . '
b. The ADA room must be vacated i in the event that a dlsabled resndent is -
' _admltted to the pod and a reSIdent who does not require an ADA room =
is occupymg the room. ' : ' ~ .
e Resudents with any- physncal condltlon that would hlnder thelr ablllty to e
o E ;use the stairway W|lI be housed on the flrst t|er
- 2. WHEELCHAIRS: | '
a. Wheélchair ramps WI” be used whenever escortlng a re5|dent restrlcted ’
to-a wheelchair to various areas of the facility. ’
b. Wheelchairs will be searched prior to belng allowed on the housing pod
c. Residents may keep their wheelchalr in their room with them as long as
they do not misuse or create a security |ssue with them.
1) If the resident is not allowed to keep hls/her wheelchalr in thelr
N room, the followmg will occur: - S
e JDO’s must assist the reS|dent into thelr bed, |f needed
e A plastic whistle will be prowded to the re5|dent to alert staff
of hydratlon or bathroom needs ‘ _
e If the resident has to use the bathroom, their wheelchair will
be returned to them and staff shall assist the resident into the
chair, if needed. After bathroom use, the wheelchalr will be

Q "~ removed.

. Pod- Residents with Disabilities S : ) Page 1
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o If resident is an extreme safety and security risk, staff will do
five minute room checks or one- on- one direct supervision. "
e Whenever the resident is let out of thelr room for
programmmg, h|s/her wheelcharr will be returned to them for
. use. . L T o
d. Wheelchalrs will be searched in addltlon to the resident at the
' conclu5|on of any. Court/V|5|tat|on transport etc.
~e. No oth_er,reSId_ents shall use the wheelchair.

3 SHOWER AND HYGIENE , _
a. ReSIdents restricted to a wheelchalr will use the ADA shower ‘
b. In the event that a resndent is not able to bathe or shave h|m or herself:
' 1) The JDO will assist the dlsabled resident shower and shave
: a) The JDO w1ll get the: dlsabled shower cha|r and properly place |t
. intothe shower . , . , :
. b) A bath robe or modesty blanket Wlll be used when taklng a A
o disabled resldent to the shower and returning them to their room. -
' "c) Male Resident: the resident will be placed in the shower, on the’ =
~ shower chalr wearing a pair of boxer underwear. If the resrdent |

asks for ass:stance a male JDO will assist the resident with his
shower. Once the shower is done the resident WI|| be allowed to
go to his room and change into clean clothmg
. d) Female Resident: the resldent_w1lllbe placed in the 'shower, on the
~ shower chair 'wearing a sports bra and underwear. If the resident

~-asks for assistance, a female JDO will assist the resident with her ‘
shower Once the shower is done, the resident will be allowed to
goto her room and change into clean clothing.
2) If a disabled reSIdent wants to shave the same sex JDO will assist
them in shaving. - :
c.. Disabled residents will be responsible for the orderliness of their rooms
to the best of their ability. ‘ |

Pod- Residents with Disabilities : . P:age 2
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(\ d. Residents in wheelchairs will be afforded ample time during showers to
complete the shower process.

4, EDUCATION RECREATION AND MEAL SERVICE

“a. Inthe event that a disabled resident is not able to access the day room ..
tables while in their wheelchair, a foldlng table will be provided for them
to use for dayroom activities such as eatmg meals, pIaylng board games
and wrltlng letters. . |

b. Inthe event that a dlsabled resident is not able to access a desk in the '
classroom, a foldlng table will be prowded for them. |

“c. Disabled residents will be provided with recreational actlwtles that are

“equwalent to those afforded to other resrdents

Pod- Residents with Disabilities - - ' : - Page3
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FEMALE PERSONAL HYGIENE

_All female residents on the pod will be issued a small trash can and can liner

for their room, when they are on their menstrual cycle.(Limit one (1) trash

~ can per room) Trash can shall be removed when menstrual cycle is over. -

Female residents will be issued small sealable dlsposal bags for thelr
menstrual cycle supplles

- The female resident will dlspose of their tampon or pad into the sealable

bag and place in their trash can. No other trash is to be dlsposed in trash
can.

‘At the end of the shift, (day shift and swing shlft) females will discreetly be

allowed to dump their small trash can, (tymg the plastic bag and receiving
another one} into the regular garbage can. :

‘Note; If afemale i is not on her menstrual cycle, she W|II not be aIlowed a
- trashcanin room : :

Pod- Female Hygiene . L : Page 1



: ECOLAB LAB CLEANING CADDY
m o ' Operating Procedures

Step 1 - CHARGING

_ Ensure caddy is charged On dashboard panel I|ft receptacle cap and insert
‘charger plug. Plug into wall outlet. While charging a green light will illuminate.
The battery power gauge will begin to cascade 20 seconds after charging initiated.
‘Maximum charging cycle is apprommately 12 hours. (Note: it is not necessary to
unplug the charger once a full charge is reached The hour meter on the battery
charger gauge only records when pump is on. At a full charge, the battery level
“indicator on the charger will remain solid ON, (not upward cascading) ’

‘ |ndependent of whether the main power switch is on/off. When majn.power
switch is-off and the charger not plugged in, the battery gauge dlsplay shall'be
black )

Step 2—- FILLING , . ' — SR :
'~ Rémove the large black fill port cap on the side of caddy and fill w1th cold
water (80 degrees maX|mum) to 2- 3 |nches below the f|ll port (13. 5 gallons)

O Secure cap

Step 3- CLEANING SOLUTIOI\L/PRODUCT S - : - ‘
1. Atback of caddy, open the crease bar from product bag area by pulllng
the rlght side bar out and swmg it back.
Unscrew clean-clip caps from mounts.-
Slide appropriate solution bag mto labeled locatlon
Insert and tighten cap. , ‘
Repeat for remaining two bags.

VoW

Step 4- PRIMING
1. Turn caddy on and look for red power lrght
2. Turn selector knob to rinse
" 3. Unwind operator hose to reach mop sink. _
4. Point spray gun into mop sink ahd pull trigger until constant stream.

O

Pod- ECOLAB Cleaning Cart S , Page 1
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CLEANING PROCEDURES.

Pre-opeérations:
Begin by removrng charger and leaving it at chargmg station. Check cleaning

- solution and water levels. Empty/drain wet vacuum recovery tank if needed.

(Grey drain hose located near water fill cap. Draln at mop smk )
Cleaning: :
1. Pickup any debris from roors and surfaces to be cleaned
2. Turn caddy on. : ' '
3. Turn selector knab to desired cIeamng solution.
4; Spray fixtures, worklng top to bottom, (T0||ets urlnals counters, slnks N
- faucets, partitions-and wall tiles.) - ‘ ~ R '
5. WARNING: DO NOT SPRAY ELECT RICAL OUTLETS OR SENSITIVE
.- SURFACES. (E.g. Drywall, wood, dispensers, etc.). ' o
6. Allow cleaning solution to remain for contact time. (5 15 mlnutes)

" _RINSING FIXTURES AND FLOOR CLEANING:

1. Set seIector knob to rinse- and purge the I|ne of eX|st|ng cleanlng
product. (spray floor) - . : :
Rinse cleanmg solution from fixtures to the floor Squeegee solutlon
from countertops as necessary C :
Turn knob to floor cleaner and prime the operator hose
Apply floor cleaner to desired area. ' :
Deck brush the floor to loosen soil.
Remove cleaning solution from floor by squeegeemg to floor draln and
use wet.vacuum attachment.
" WET VACUUM OPERATION: :
WARNING: DO NOT VACUUM DRY OR.SOLID MATERIALS.
1. Move cleaning caddy away from lmmedlate cleaning area. (Approx 10 12
feet)
2. Attach the large grey vacuum hose (Iocated at front of caddy) to the Iong
vacuum wand.: : :
Connect and test GFCI Plug on the extension cord into a standard outlet.
Turn on the vacuum at the small rocker switch on top of the vacuum head.
5. Vacuum the solution off the floor. Start new caddy and work outward to
prevent tracking solution onto dry areas. NOTE: When complete, turn
vacuum wand upright for 5 seconds to drain all liquids into holding tank.

ok w

B w
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6. Turn off vacuum.

END OF DAY STORAGE
1. Flush lines with water by selectmg rinse and purging I|ne for 10-15 seconds

2. Drain wet vacuum recovery tank into mop.sink by removing smaII drain
hose on side of caddy Pull hose downward to drain.
3. When drained, rinse out the wet vacuum recovery tank by removmg the
vacuum: head and rinsing with water or appropriate cleaning product
4. Place caddy in storage and recharge battery

'YOU MUST HAVE A MASTER’S DEGREE TO OPERATE THIS CADDY.

Pod- ECOLAB Cleaning Cart . : Page 3
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GRAVEYARD SHIFT

1. DO.NOT OPEN A RESIDENT’S DOOR ALONE ON THE GRAVEYARD SHIFT.

. Always call for assistance if you need to open a resident’s door.
. If aresident is requesting something on the graveyard Shlft unless it is

an emergency, refer to day shift.

. If aresident needs toilet paper, a usable amount can be Slld underneath

the resident’s door; day shift can issue a roll in the mornlng

. If a resident has an accident, (wets the bed, started period) and needs to

- shower, call for an additional staff.
. If a resident is in an emergency situation, (fight with roommate ‘etc. ) call_ '

for backup and do not open the door alone.

. If backup is needed in another part of the facility; it may reqU|re an .

officer to leave one of the Pod’s. If this happens, the remaining Pod .
offlcer shall roam back and forth between both Pod’s, and perform the
Room safety Checks on. both Pod’s until the situation is resolved and
the Offlcer can return to the Pod

Pod- Graveyard . : Page 1
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GROW Program Procedures and Guidelines Regarding Locatlon and Resident
Classifications/Statuses ‘

Section 1: Area Security Classifications

Section 2: Obtaining FurlOugh Paperwork‘
Section 3: Resident Movement to.and from GROW

Sectlon 4 Showers/Clothlng exchanges

* SeCtibn 1: Area SecuriJLCIassifications

_ A Interlor Garden (Located North. of the 900 pod |n5|de main perlmeter)

ThlS area is generally accessrble to all resrdents prowded no safety/securlty -_ o

-concerhs are present Facility standards for staff/reSIdent ratio are to remain in
- effect. MSR’s Ad-Sep, SR are all permitted prowded proper stafflng ratios are

', ma|nta|ned Furlough paperwork is NOT required to utilize this area: A Core

) Trained JDO w1II always be present when res1dents arein the Interior Garden

B: Chicken Care: (Short: Term) Food Scrap Bucket Dellvery/Egg Gathermg

. Accompamed by JDO

Resident(s) who are notclassified as A statds (awaiting arraignment), or
MSR/ Ad- Sep Status may accompany a Core Trained JDO to the West Garden for
the purposes of emptymg food scrap buckets (“Chicken buckets”) and gathering

eggs from the chicken coops. This task should be completed dally ReS|dents who

have earned the facrllty job of ch|cken care shouId be the primary workers for this
ass1gnment

C: West Garden- Furlough for Ongomg Work/ Prolects (AII areas Located west '

of the Inner FaC|I|ty Perlmeter)

' The West Garden for work of a longer duration/larger projects (more than
just emptying chicken buckets and gathering eggs) is available only to residents

GROW Program ' ‘ - Page 1
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with furlough paperwork which is signed by the resident’s Probation Officer and
initialed by the Facility Director. No residents with C status (placement), A status
(awaiting arralgnment) or any residents with MSR, Ad-Sep Statuses are permitted

" in the West Garden.

~ The 'r'eside'nt(s)_ must have court ordered discretion to furlough (B* or D*
status) to utilize this area. The furlough paper work must indicate whether the
resident shall be supervised by a core trained JDO or if the resident can be
furloughed to a GROW Program service provider. While working in the West
Garden, the gate between the fire'egress lane and West Garden shall-be locked.

- C: Staff Parking Lot/StraWberry’Garde'n'

| The Staff Parking Lot/Strawberry Garden is availa ble only. to residents with

furlough paperwork which is 5|gned by the Resident’s Probatlon Offlcer and

initialed by the Facrllty Director. No Cstatus (placement), A status (awaltmg

: arralgnment), or any resrdents with MSR or Ad- Sep Statuses are permltted m the.
‘Strawberry Garden The Resrdent(s) must have court ordered dlscretlon to
furlough (B* or D* status) to,utthze this area. ReSIdents programing in this area

“MUST be ar:companied by a ¢_ore trained JDO. T_he' Fu_rlough pa perwork must
indicate that the Resident may work in the StraWberry garden and must be signed -

"by‘the Resident’s Probatidn.Officer and initialed by the Facility Direcror.

Section 2: Obtalnmg Furlough Paperwork

Furlough Paperwork will initially be filled ouit by the re5|dent s Probatlon
Offlcer The Probatlon Offlcer will ensure that the re5|dent has court ordered
dlscretlon to furlough. The Probation Offlcer shall indicate if the resident is able

to work |nthe Strawberry Garden under JDO s_uperv15|on; the Wes,t Garden under '.

JDO supervision and/or the West Garden under GROW service provider
supervision. The Probation Officer will then submit the furlough paperwork to
the JRF for Director approval. Furlough paperwork without the Facility Director’s
initials is NOT valid. Once the furlough paperwork has been initialed by the

GROW Program . Page 2
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- Director it will be stored on the resident’s respective living pod in the orange

GROW folder.

Section 3 Resident MoVement to and from'G}ROW Program =

A: Movement to and from Interior Garden .

Pr|or to resident(s) belng moved to the |nter|or gardena JDO shall perform
a perlmeter check ensuring both gates are secured and any tools. are secured in,
the garden shed. The JDO should also be Iook|ng for other hazards such as loose

- boards, nalls/screws etc. Once the area is secured the JDO may move the

re5|dent(s) to the Interior Garden adherlng to fac|I|ty movement

_'pollcy/procedure When returning from the Interior Garden the reSIdent(s) shall ,
. be pat down searched pr|or to returnlng to the hvmg areas. '

B Movement to and from the Staff Parklng Lot/Strawberry Garden

Pr|or to residents belng moved to the Strawberry Garden’ alJDO shall
perform a securlty sweep of the area insuring the area is approprlate for
programming. The vehicle gate must be worklng (cIosmg) and any extraordina ry
hazards must be identified and removed before residents may program in the
strawberry garden (runnlng unsecured vehlcles dellvery trucks unIoadlng, etc.. .)
The JDO shall also ensure there are no sight and sound violations such as adult
workers from JCWP. Once the area has been deemed appropriate for
programmlng the JDO will locate the furlough paperwork on the pod and check to
make sure that the Strawberry Garden is speclflcally listed and that the facility
director has initialed the furlough sheet. Attached to the furlough paperwork
will be a “Resident Temporary Release” sheet which the JDO will fill out prior to

the resident leaving the facility., A log note in green will be made showing the

resident being released to a GROW furlough. Once clearing the movement with |
control a JDO will escort the residents out of the building adhering to facility
movement procedures. When returning to the facility from the strawberry
garden the residents will be pat down searched prior to entering the facility.

GROW Program Page 3



o Gatherlng

'POST ORDERS - POD

. Following facility movement procedures the JDO will then escort the residents

back to the pod. The log book will be updated in red ink to show the residents
returning from furlough and the Resident Temporary Release sheet will be
completed ‘

c Movement to and from the West Garden
Prior to Residents being_‘mov.ed to the West Garden a JDO shall performa
perimeter check ensuring that all exits are secure and that no hazards exist on the

~ West Garden (unsecured gardenlng tools are common and do not proh|b|t

residents from worklng in the west garden). Exits that must be secure include
the Main fire gate between the JRF and the old facility, the 4 entrances/eX|ts to

" 'the old juvenrle hall and the gate next to the JCWP offlce

* Chicken Care: (Short Term)'F.ood Scrap Biicket Delivery/Egg

After performlng the securlty check on the West Garden and cIearmg the -
movement with control a JDO may be accompanled by a resident and proceed to.
the West Garden areato empty the chlcken buckets and gather eggs The
resident(s) should always remain near the JDO, under officer supervision.

West Garden- FurlOugh for Ongo'ingWork[PrOjec'ts: (All areas
Located west of the Inner Facility Perimeter) - ‘

After performing the Security check on'the West Garden the JDO will locate .
the furlough paperwork on the pod and check to make sure that the West Garden
is spec1f|caIIy listed and that the facrllty d|rector has initialed the furIough sheet. .

| Attached to the furlough paperwork will be a Re5|dent Temporary Release sheet

which the JDO will fill out prior to the resident leaving the facrllty A log note in
green wrlI be made showmg the resident bemg released to a GROW furlough.
Once clearing the movement with control a JDO will escort the residents out of
the building (even if the furlough is to a GROW service provider) adhering to

-~ facility movement procedures. When returning to the facility from the west

garden the residents will be escorted into the west sally by a JDO and pat down

GROW Program : e Page 4
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m : searched prior to entering the facility. Following facility movement procedures
the residents will be returned to the pod. The JDO will then complete the
Resident Temporary Release form and update the log book in red ink to show the
residents returning from a furlough. ' '

Section 4: showers/Clothing exchanges

: R_esidenfs returning from GROW‘activitieé‘wi" often have so'i'ledA |
clothing/shoes and may be in need of a shower. Residents with heavily soiled
clothing or shoes shall be given clean clothing to change into. Showers are not
always necessary-bﬁt staff shbuld use good discretion, favoring health and good

+ hygiene. . L o ‘ - o

)

- GROW Program : Page 5
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BEGINNING OF SHIFT
Staff shall report to the|r a55|gned post prepared to work by the start of the shlft

1. The staff member being relleved of their post shaII brief the oncomlng
officers on the population and location of any residents off the pod prlor to
leaving. ' '

**A POPULATION VERIFICATION MUST BE COMPLETED BY THE -
ONCOMING STAFF AND REPORTED TO CENTRAL CONTROL WITHIN THE
. FIRST TWO MINUTES OF THE START OF THE SHIFT THIS IS ACCOMPLISHED
'BYDOING A ROOM SAFETY CHECK. ** |
_A.' Information will only address i lssues that are related to the immediate -
" safety and secunty of the facrlrty, staff or residents. AII other
_ information may be obtained from the log notes. ' :
_ B 'Wlthln 30 minutes of assumlng a post the staff will be br|efed by a
C\ - o ’ superwsor/OIC concerning any mformatlon necessary for the.proper .
runnlng of the assigned- post and any lnformatron needed to coordmate
activities with the other pods.. . ' L
2. Pod Observation Round. ( Reference PoI|c1es 5. 1 2 and 5.1. 3) -
A. Immediately-assuming the pod,-the pod offlcers will conductan
- observation round of the pod:.
a. Whlle conducting the observation round, the pod officer wrll
a) Verify the number of residents present by conductlng a
headcount . :
b). Enter the count mto the pod log book
c) Report the count to Control via radio.
d) Look for any damage not reported by the preV|ous pod ofﬁcer
e) Check the equrpment in the janitor closets to ensure it is intact
and compare them against the inventory list kept in the
inventory binder. to ensure all items are accounted for.-
_ f) Check to ensure doors to recreation yard and adjacent rooms
(vf are secure. ‘

- (]
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m R g) Complete the Pod Control Station Inventory, located at the
----- S ' station on a clipboard. -
3. Staff will have 10 minutes to complete all paperwork and duties required to_’
begin operating the pod This will take teamwork and plannmg

O

T

)

Pod -Beginning of Shift ‘ : Page 2
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ROLE OF THE OFFICER IN THE POD

. When there-are two or more officers assigned to the pod, one officer will

be near or behind the desk while the other officer shaII be amongst the
residents, observmg and superVIsmg resident actIV|t|es The schedule will
designate which respon5|b|l|ty the officers are assngned desk or roor
officer. .

. The primary role of the pod officer is to: manage the resident’s behavnor,

through dlrect supervision, to ensure the pod is safe, secure.and orderly
The officer W|II remain in the pod with the re5|dents throughout h|s/her
shift and interact with them continuously to: - . '

A. Communlcate and relnforce expectatlons for posmve behaV|or

B. Provide mcentlves for pOSItlve behavior. S

C. Appropriately hold mdnvrdual residents accountable for negatlve :
behavior. o .

Become. fam|||ar with and address re5|dent behaVIors and needs
Serve as the primary source of information for residents.

Serve as a positive role model for residents.

Detect and address negatlve behawor/attltudes in thelr early stages
. Keep re5|dents occupied. ‘

Tommp

. The officer will interact with reSIdents based on the assumptlon that they

can behave ratlonally ,

A. The o_ff' icer’s primary goal when mteractmg with residents is to build
and maintain rapport by fostering a reputatlon of bemg falr honest
and professional. Whenever a resident is acting out or is in crisis, the
officers are expected to interact with the resident, to the extent that it
is productive and non-escalating, to learn what the underlying issues
are and assist the res:dent in working through them in an acceptable
manner.

Pod Officer Role o : : ' Page 1
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The pod officer may sit down with residents to play a game as long as:

a. It does not conflict with safety or security.

b. It does not affect the completion of aSSIgned tasks.

c. Itis a benefit for the résident and supports the officer i in establlshlng _
and maintaining rapport with the residents.

d. It is communicated with your peers, so they understand their
‘responsibility during this time.

4. Guidelines for staff interactions with resndents

A.

Staff is expected to be clear and flrm but with a carlng demeanor, when

setting boundaries with residents regardlng their behaV|or as well as

-following through WIth prescrlbed consequences and foIIow up -

conversatlon

. Staff will conSIstently assrst resrdents in understandlng the expected

behavror .
Staff will heIp reS|dents fmd solutions to the|r issues whether in crisis or
not. " L |
Staff Will‘ent0urage and aIIow residents to 'rna'ke choices while' m‘aking
sure they know the possible consequences, both positive and. negatlve (
before they make decisions. .
. Impart to residents that. the more |nformat|on a person has, the
better the decisions than can be made.

. -Staff will treat residents in a caring and respectful manner and expect to

be treated in the same manner. _ , . ,
. If residents believe staff cares for them as |nd|V|duals they are more
likely to respond in a positive manner.

.. Staff will respond to negative behavior in a calm, objective, matter of

fact manner.

. Every attempt will be made by staff to redirect a resident’s

inappropriate behavior. |

. Staff will positively remforce and recognlze desrred behavior at every
‘opportunity.

Pod Officer Role . : ' . Page?2
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. Expectations are to be reasonable and consistent with the phllosophy

and goals of this Rehabilitation Facility.

Staff's comments should be of a caring nature and focus on speC|f|c
behavior being addressed.

‘Belittling statements or'words and comments of a personal nature
toward residents are unacceptable and will not be tolerated
Desired behavior should be reinforced at every oppOrtUnity.

. Praise may be appropriate in front of the group.

When confronting a resident, staff shaII do.so away from others unIess it
is an exigent circumstance.

O.- Staff should not embarrass the resrdent

P.

Q.

Staff shall not use group dlscrplme or general admoniticns.

-Staff should prowde opportunltles for success and achlevements that |

. support positive movement

. The secondary roIe of aII offlcers is to assist the resldents in p05|t|ve _

change. This will be accompllshed by working cIoser W|th the resident’s

| Probation Offlcer, targeting the crlmlnogenlc needs and |n|t|ate open ‘

targeted conversatlon and faCIlltate Evidence Based Programs

. The officer is the authority i in the pod and does not share authorlty wrth

resrdents

The officer is the prlmary decision maker on matters concermng res:dent
and pod actlwtles and does not routmely defer these decisions to the '

superwsor

A .
Pod Officer Role A : Page 3
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ROOM SAFETY CHECKS

1. Conducting the room safety checks

a. Throughout the shift, the pod officer will conduct room safety checks on the pod
whenever any residents are secured in their rooms.

1)

Random room checks of the resrdent rooms will be made taklng care to.avoid

~ creating predlctable patterns while conductmg room checks (but at least within

2)
3)

every 15 minutes) when any resident is secured in a room.
The time of the check starts as soon asa resident is secured the|r room.
You will use the computer, or a time piece that keeps the accurate time for

*keeping track of your room checks, DO-NOT USE THE TOUCH SCREEN-CLOCK. -

4),

5)

One staff shall conduct the room cheCks while residents are out of their rooms,

A leavmg one staff to superwse the residents in the dayroom. In the event that you '
_are worklng a one staff pod the staff shall ut|I|ze a.booking float whenever '

possible while conductlng room checks. If a float is not available, take care not to
turn-your back on the re5|dents any longer than- necessary to facilitate a proper
room ‘check.

Do not allow yourself to get distracted by reSIdents while conductlng room.
checks. If a resident wants to ‘speak to you, finish the check, and go back to the

'reSIdent unless it is an emergency.

b. When conductmg a Room Safety Check during waklng hours, the Pod Offrcer wrll

1)

2)

Look in the room window while standing in front of the room door, and observe
the re5|dent for movement and/or speak to h|m/her DO NOT DO ROOM
CHECKS FROM DAYROOM FLOOR!

- a) NOTE: Look for things that seem but of pldce, things that appear odd
furtive movement, thmgs that don’t belong, clothing tied together or
fashioned in noose. Be watchful for thmgs that could indicate suicidal
behavior. :

If the resident does not respond or the pod officer can’t see movement, the pod

- officer will: -

~ a) Notify the second pod officer that he/she will be opening the door so the

officer can keep watch in case assistance is required.

Pod -Room Safety Checks o : . - Pagel
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b) Open the room door and speak to the resident

c) Ifthereis still no reéponse, enter the room to check the resident’s well-
being.

d) If the resident is non-responsive, initiate emergency response procedures.

‘When conducting aroom safety check during sleeping hours, the pod officer will
view the resident long enough to make sure he/she is breathlng and that the
resident is VISIble '

1) The pod officer may use his/her |ssued flashlight to see into the room lf needed,
orif deemed absolutely necessary may turn on the room light.

2) If aresident can’t be seen, or the pod officer can’t tell if he/she is breathmg, the
pod officer will knock on the room door to get the resident’s attention.

3) If the resident doesn’t respond, the pod_ofﬁcer will contact central control via
_radio and-request a second officer for‘assistance. '

- 4) Central control wnll assrgn a second ofﬁcer to go to the pod

" 5) Once the second officer has arnved the pod officer will ask h|m to stand by-at
the: room door ashe enters the room to check the resndent s well- belng

- 6) Iif the resndent is non- responsnve the pod offlcer wnll mltlate emergency response .
procedures '

- 7) if the resident is gone from the room, the pod ofﬁcer W|II lmmedlately notlfy the
supervisor via radio and initiate emergency response

- 2. 'DocumentingaRo‘om Safety checks: -

a. The staff conducting the room safety check must write their name, and the
_ time ‘the check was conducted in INK (no pencﬂ) in the Room Check Log Book _
located on the Pods, and in Booking for every check.
b. The person doing the check will complete the check then write the tlme the
chieck was completed. ' _ . : '
" ¢. When there are no residents in their rooms, or the residents return to their
rooms, write in, - : : '
T.T. (Top Tier) DISABLED/ ENABLED, B.T. (Bottom Tier) DISABLED/ ENABLED
or ALL DISABLED/ENABLED.

Pod -Room Safety Checks ‘ _ ' : ~Page 2
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()

3. Documenting Late Checks
a. When a room safety check is late, it must be documented in the Room Check Log
Book as follows: . \ '
- 1) That persohresponsible for tHe'Iafe check will ndtify a'SUpervisor/OIC immédiétely
that there was a late.check. ‘ '
2) The staff responsible for the check will write in the check as it was doné, showing

the accurate time between the checks. DO NOT WRITE IN A TIME FOR A CHECK
THAT WAS NOT DONE! ‘ ' ’

3) The Supervisor/OIC will audit the check, and investigate the validity of the reason
why the check was late. After this, the Supervisor will sign their hame next tothe
late check in the Roovm Check Log Book in red ink, signifying the (;heck was audited.

S

- Pod -Room Safety Checks B . : : Page 3
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~ JANITOR CLOSET

General Information:
A. Janitor closets are located in each pod.
“B. l'tems-stored inthe janitor cIoset'incIUde:

1. Cleaning supplies (Iocated on a cart that can be moved to rooms on the
first Ievel)

2. Hygiene supplles (toothbrushes, toothbrush covers, toothpaste soap, -
- shampoo, femlnlne hygiene products etc.) = '

T0|Iet paper

Vacuum*

. Brooms _
Steam cIeaner W|th wands -
Mop buckets and mops | '

Replacement clothmg |tems for resrdents " |

©W PN U h.w

Games will be stored on a cart in storage room All sports equrpment
will be on recreatron yards '

~ C. The pod offlcer will control all resident access to the janitor closet and will
 supervisor residents (standing'inthe door way) if they are getting supplies
from the closet. Under no circumstances shall a resident be in the closet
without direct superwsmn at all times.

D. Pod workers will be assigned to clean the larger areas of the pod, however,
all re5|dents will be expected to clean their own rooms as well as contrlbute
to pod clean-ups when-asked.

Pod - Janitor Closet/Procedures : . Page1l
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1 Janitor Closet Storage, Supplles, and Equrpment B

a. The pod offlcer will conduct an |nventory of the closet each day and
compare the mventory against the inventory list posted in the closet.

a) Ifsupplies are low, Place a note in the Graveyard basket in the
Control Room.. |

b) Exception: If the supplles are needed |mmed|ately (e g. no toilet
paper) the pod will offlcer ask the. float offlcer Vla radlo to bring |
the- supphes to the pod. ' ’ o

1) If eqmpment is broken the pod offlcer will complete a requestfor
- repair or replacement The form is called a replacement form and |t
- willbe forwarded to the superwsor in charge of said equment

2) Ifan equlpmentk.ltems is mlss(ng or.if parts are mlssmg, the pod .
officer will notify the supervisor and search the pod. )
a) If unable to locate the item(s), the supervisor or OIC will
- determine the next course of action.

b Residents needlng supplies will ask the pod offlcer for the items.

1) The pod offlcer will get the |tems from the Janltor closet as.soon as
practlcal (The Resl_dents are not allowed in ‘the closet wlthout proper
superwsmn) - :

2) If the resident requestlng the supplles is a55|gned asa pod worker
who needs to get mop buckets and cleanlng supplies out and set up,
the'pod officer will stand- by at the janitor closet and supervise the
activity as the pod worker assembles the-items.

3) Any time a resident is in supply closet closet, the pod officer shall ‘
- provide direct supervision at all times. If the resident needs to access

Pod - Janitor Closet/Procedures . o ' Page 2
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(W : the locked area behlnd the gate, the officer shaII be'in direct line of
e ‘ sight when the resident is in that area. '

- **UNDER NO CIRCUMSTANCES IS THE JANITOR CLOSET DOORTO
BE UNSECURE WHEN AN OFFICER IS NOT PRESENT IN THE DOOR
WAY**

. Pod - Janitor Closet/Procedures . ' Page 3
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OFFICER STATION SECURITY

'4 1 Residents may approach the offlcer station W|th permlssmn to speak W|th
- the officerat the desk | ‘
2. Pod rules specify that residents are only allowed to come to the Officer '
station when the officer is present, and shall not be allowed to enter the
. boundary denoted by a different tile color that surrounds the control
_ station for any reason. . ' .
3. When the pod officer steps away from the officer’s station, he/she shall
A, Lock the touch screen controls by touching the user |n|t|al icon Iocated
. in the upper right.hand corner of the screen. .
‘B.. Ensure there are no items on the desk excépt non-confidential paper
- . products. All other ltems shall be Iocked in drawers (make sure the Log ,
" - - Books are closed at all times except when maklng log notes)
, - 'C. Lockthe drawers. - - ' ~
O - - D. When the pod officer returns to the officer statlon he/she may turn on '
" touch screen: controls { Refer to securlty electromcs Touch Screen e
| Procedures) '

Pod - Officer’s Station Security L Pagel
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RELEASING RESIDENTS FROM THEIR ROOMS AND RETURNING THEM
| " TO THEIR ROOMS

~ 1..When residents are allowed out of their rooms, the pod officer will _
remotely unlock the doors from the pod touch screen controls or open the
doors using a key. _ . : o
A. Residents wishing to come out of thelr rooms wrll press the mtercom
button in the room and speak wrth the pod offrcer _
. If the room door is opened from the pod touch screen controls
1.. The second offlcer will: o o
_ . a. Stand near the room belng opened greet the resrdent wnth a hello
. S and use the opportumty to scan or check the room condition.
- S ~ b. Direct resident to close’ h|s/her door. (Staff W|ll make sure the .
O A ~ dooris secure) : ‘ . .
- C. Room doors will be locked at all times unless an offlcer is present
or the resident is enterlng or leaving the room.
2. The pod officer at the touch screen control W|ll verify the room door
shows closed. _
3. Residents that wish to return to their room will ask the offlcer to
allow them back into their room ‘ .
2 Second Tier Movement
" A. When lettmg most or all resrdent out of their rooms
1. The pod officer at the pod control station will begin wrth the second
tier, letting residents out one at a time.
2. The second pod officer will stand on the tier when the residents are
being let out of their rooms.’
a. Only one room will be opened at a time.
b. As the residents from each room reach the stairs, the pod officer
Q : at the touch screen controls will open the next room, repeating

Pod - Releasing residents from rooms . Page 1
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the process until all residents on the second tier have come
downstairs. (only one Resident on the stairs at a time)
3. When returning most or all residents to their rooms, the process is
reversed, and the pod officer ends with the second tier rooms.’
 A. Exception: When an individual resident asks to return to his/her

room to use the restroom, retrieve an item, or any other
legitimate reason, the pod officer “on the floor” watches the
resident until he/she enters his/her room.

L . . .
Pod - Releasing residents from rooms : : Page 2
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RESIDENT HYGIENE

1. Room Hygiene
. A. When the resident is booked in, the Booking officer will issue him/hera -
hyglene kit as part of the Booking process. “
a. The hygiene kit includes a toothbrush and toothbrush cover,
toothpaste and a comb. _
b. The kit will be labeled with the re5|dent s name or room number.
c. The kit will be placed in the hygiene storage container which is
located in the janitor closet on the same tier as the resident’ s.
, | a55|gned room and instruct the resident on whenit is used.
~d. Issue the resident a bar of soap and toﬂet paper to be stored in thelr 4
_ room. - ' . . _ ‘
. e, -lssue the re5|dent a towel for thelr room.
B Replacmg |tems in hyglene kits:. . ; .
a. Wlth the exceptlon of soap bars and feminine hyglene products,
. residents must prowde the empty, worn out or. broken hygiene ltems .
to the offlcer when requesting the replacement ' ’
b. Level hyglene products- if a resident uses all of hls/her high level
hygiene product it Wlll be replaced wnth facmty supplied product
until they * purchase with thelr pomts the high level product the
following week.
C Scheduled hyglene times
. After Breakfast
1) The pod offlcer will retrlever the hyg|ene kit storage contamer
and when residents begin to return to their rooms, the offlcer
shall hand out the kits as residents reach thelr room.
2) All Hygiene kits shall be retrieved within 30 minutes of hyglene
time starting.
3)' The officer will conduct a visual |nventory of the items to
ensure all items are in the kit.

Pod - Resident Hygiene - . Page 1
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i. If the kit is complete, the officer wrll place the hyglene kit in
' the storage container.
ii. Ifthekitisincomplete, the officer will direct the resident to
‘ return to his/her room for the item(s).
iii.  Deodorant shall remain on the hygiene cart at all times.
. When residents request the use of the deodorant, staff will
~ hand out the spray deodoraht, then return it to the hygiene
| cart. ‘
iv. The hyglene cart will remain |ocked in the janltors closet
‘unless i in use, at which time a JDO will prowde direct
supervision of the hygiene cart. -

2. -ShoWer Hygi_erre

- - Prior to allowing any residents in a shower, an officer shall search the - -
. »Showers to make sure a resident or. contraband is not in the shower.

-~ A. The pod offlcer wrll _
~ a. Prior to the start of showers, the officer or a resrdent {with d|rect ,
supervision) shall place the shower cart near the staff station by the

» drlnklng fountain.

b. The cart shall be stocked wrth shower rolls, hygrene products The
officer shall provrde direct superwsron ‘when a resrdent retrieves
hygiene products and a shower roll making sure the minor is rellevmg |
the appropriate shower roll and hygiene product.

" 1. The resident shall not be allowed to dnspense hyglene products or’
‘hand out shower roles to other residents. _

c. Decide on which genderis. gomg to shower first, place either the
male or females in their rooms leaving only . one gender in the
dayroom .

d. Putthe hygiene storage cart near the offlcer s statlon Have shower
rolls out and ready for the residents. ' '

Pod - Resident Hygiene . : Page 2
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e. When requested by the resident, dispense soap and shampoo in
small cups. (Only if the shower dispensers are not stocked).

f. Note- Officer of same gender as those taking showers will be
escorting residents to 2™ tier for showers, performing room checks
and in charge of the entire shower process. (Example: males taking
showers- female officer will be positioned at officer’s desk until
showers completed and vice versa for females taking showers) .

g. Escort two residents to the 2“d tier after retrieving the|r hygiene kits

~and place them in the shower. (Maklng sure they are settled” in the
shower before leaving top tier).

h. Come downstarrs assign three resrdents to take a shower in the

- bottom tier showers .

i..-Keepa close eye on the resndents in the 2nd tler showers and attempt
to be there when they are done in. the shower to escort them

L downstalrs (Also preventmg the two mlnors commg out of the .
shower at the same time and perhaps engaglng in horseplay on the .
2" tier). ' ‘ .

. Repeat process until showers are done A
k. Monitor the number of residents taking showers at any one tlme
(YOU SHOULD ALWAYS KNOW WHO |S IN THE SHOWER)
L Towels
a. Towels will be issued to residents when they arrlve on the pod
unless already supplied durmg the booking process (Along W|th
- bedding, hygiene Kkits, toilet paper and bar soap)
" b. Towels will be brought out from their room for showers and taken
: back to their room after showers.
c. Clean towels will be provided on pants/shorts exchange day
(Wednesday and Sundays)
A. Return of dlrty clothing.
a. The resident shall: '
1. _Turn all clothing “right-side” out.
2. Show the officer each piece of clothing prior to depositing it in
the right dirty laundry baskets.

Pod - Resident Hygiene : : , Page 3



¢
b .
p I
hS L. A .
SRV -

POST ORDERS - POD

b. Officershall:
' 1. Make sure each piece of clothing is returned and accounted
for. If the resident is short clothing, the officer shall instruct
" the resident to return to the shower and retrieve the missing

items. If the resident does not have the missing item, staff shall
investigate, including searching the resident’s room, and if
appropriate, hold the resident accountable o

2. Make sure all cIothlng is turned “right-side” out_and placed in
_the right laundry basket.” | : .

3. When showers are completed the showers W|II be cIeaned of
all debrls ' ' '

~ 3. Shaving Hygiene - '
A Superwsor shall: , _ o ,
- a. Retneve a specific amount of razors from the Supply Room
b. Hand the offlcer workmg the staff station the razors they need and
, inistruct the officer to write the amount of razor’s he/she. recelved in
the pod “Razor Log.” ‘ 3 ‘

c. - Once shaving is completed the Superwsor WI|| retrieve all unused
razors from the pod officer and instruct the officer to write the ,
amount returned to the supervisor in the log book comparing it to
the receiving number. Used razors are placed in the sharps container
located in the medical clinic. S

d.. MAKE SURE ALL RAZORS WERE RETURNED ACCOUNTING FOR BOTH

. USED AND UNUSED. MAKE SURE USED RAZORS ARE DISPOSED OF
IN THE MEDICAL CLINIC’S SHARPS CONTAINER
B. Staff shall: . :

a. Provide dlrect superwsnon at aII times when a resudent isin

- possession of a razor; not allowing distractions.

b. Retrieve the razor and razor cover prior to leaving the resident’s
room; making sure all parts are there. | |

C. Shaving Procedures
Pod - Resident Hygiene = - . Page4
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Residents wishing or needing to shave will notify the pod offlcer at

‘the beginning of the shift that they wish to shave.
. The pod officer, when time allows, will get a disposable razor from

the supervisor/OIC, and will escort the resident to their room on the
pod. . | N
The pod officer will provnde direct supervrsron for the entire tlme the
resident is in possession of a razor. '
When the reS|dent is done using the razor the pod offlcer will coIIect
the razor and examine it for all pieces:. The pod off|cer will dlspose of
razors accordlng to above procedure

4. Hair Care Hyglene .
A. Atleast every 30 days resndents may request and receive ha|rcuts

a.

When a resrdent wants to request a'haircut, he/she erI fill out a

| ’request/contact form, requestmg a ha|rcut

The pod offlcer will route the form to the superVIsor in charge of
haircuts'who will place them on a list. . ‘
The designated- haircut day will be- scheduled once a Ilst is complled
Haircuts will be done in the medical exam room.

. The officer providing haircuts is responsible to make sure the exam

room is thoroughly cleaned immediately after haircuts are _
completed, i.e. all surfaces cleaned with disinfectant, floor swept and
mopped. '
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m : : MEAL SERVICE

1. Meal Service Preparation:

A.. Prior to the arrival of food in the pod, the pod officer will assign the pod
workers to clean the tables and ensure the k|tchenette |s clean and
| prepared for the food. - ’
B. The cook will push the cart containing the food milk, to the pod. -
"C. Central control will ensure that the pod offlcer is ready for the cart and
“unlock the pod door. ‘
D. If the resldents are in the dayroom when the food cart is brought onto
the pod, the pod officer will tell them to be seated at a table to be silent.
E. If the resrdents are locked in the|r rooms when the food cart is brought
- onto the pod, the pod officers will begln brmgmg them into the day
: v-room and seatmg them at the tabIes " |
. _ ~a. Ifa resrdent chooses not to come: out for the meal, a pod offlcer will: .
(") ': L ,'i- - Check to see why by speaklng to the resident
o . .. ii. - Ensure the meal refusal is properly Iogged e
o iii.  Follow up as needed if the resident is sick of if. other meals
" have been refused.
b If there are re5|dents in the pod wrth classification IeveIs that do not
~allow them to mix with other residents, the pod officer will [eave
“them in their rooms and take their meals to them in their rooms.
2. Servmg Meals ' o '
A The cook or pod offlcer will observe and supervise ‘the serving line.
B. The pod officer or cook will call._re5|dents by table to come take a tray
and the food will be served to them by ROP or cooks.
‘a. Residents are given a minimum of‘20 minutes to eat their mealonce
the last tray is served. '
C. The cook will:
a. Tell the pod officer when meal service is compléte.
. b. Prepare to leave the pod with the food cart, serving utensils, and any :
') meal supplies that were not used.
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c. Use the intercom or radio to ask control to unlock pod door
d. Leaves the pod.

3. After Meals Are Done
A. The pod officer observing the meal service w1ll

o

a. Tell'each table group, one at.a time, to get up from the table and go
- to the garbage to dump their trays, sporks and milk cartons.
b. Observe the process to ensure the re5|dent throws away the spork, -
~ and milk carton. |
C.. -A_When collectmg trays from resndents who ate m thelr rooms, the pod |
~ officer shall: : ‘ »
o 1) Ensure that they collect a spork and milk carton from each minor. - |
- 2) Inspect the surfaces of the room to ensure no vandallsm graff|t| .
or filth has been deposlted ,
i o re5|dents have thrown. food or defaced surfaces the pod
o officer directs them to clean the|r rooms and initiates the ,
- discipline process. They do not leave room unt|I complete

. The reSIdents will return to thelr table or the pod offlcer will send them
~ to their rooms o o .

Pod offlcers will return minors to thelr rooms pursuant to Section 5 4 4

after providing them with thelr hyglene kits pursuant to the hyglene

post orders
If ROP residents were used to serve the meal the pod officer will’
supervise them while they W|pe down the tables, sweep and mop the
floors, and roll the garbage can (ty|ng bag) and sit it near the pod entry
door. 4
. Inthe absence of ROP re5|dents, the pod workers will be superV|sed
~while they perform the clean- -up duties. '

‘When clean -upis complete the pod officer will notify the float offlcer

via radio that the garbage is ready to be taken from the pod..
The float officer will arrive at the pod and collect the kart and Garbage.

G. Central control will open the door, and the float officer will plck up the

garbage and dirty trays and take them to the kitchen.

4. Snacks
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(’“*} A. Just prior to closing the kitchen for the night, the cook will:
e a. Call central control to verify the number of residents for each pod
~ and any residents in'booking.
B. At approximately 1900 hours, the roat offlcer will dellver the snacks
from the kitchen. , S o
a. The residents will get their snack as they are called, and |mmed|ately :
| return to wherethey were prior tq receiving their snack. , o
b. Residents may not take snacks to theirr rooms, with the exception of
residents who are separ'ated for cIassification or Medical reasons. In |
either case, the pod officer will bring the snack to the resident and
- retrieve the trash when they are done, L
¢. Forthese resldents pod ofﬁcers W|Il colIect the snack and ensure
that the room surfaces are cIean as noted in the meal mstructlons
. above .
C.. When they have f|n|shed thelr snacks resldents W|lI throw the|r trash..
away. -
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RESIDENT ACCESS TO TELEPHONE

1. The telephone system will be pre-programmed with the number(s) they are
allowed to call. The informatioh will be entered during the resident’s initial
cIassrf|cat|on ‘ ‘ |

~a. Al resrdents will be allowed to make one call per week.
b. Dependlng on their level on the pornts/level program will determme
- how many addltlonal phone calls they will be allowed to make..
2. Maklng phone calls _
. a. The pod offlcer will act|vate the telephones and announce that the
phones are available for use. , . A
~b. The resident asks the pod officer for perm|55|on to use the phone
1) The pod officer will mon|tor the re5|dents randomly as they enter
. their p|n numbers to make the call-to ver|fy they are usmg the|r
‘ assigned pin. g L : ' .
‘ c. The reSIdent d|als the phone number and |dent|f|es h|m/herself as the
caller. _ y o . § i
d. The phone system |dent|f|es the caller to the caIIed party by name and '
-also plays a recorded message saying it is a collect call from a Juvemle
| rehab|l|tat|on facrllty ' ‘
~e. The caller may accept or reject the call.
f. Once accepted the phone system recording adV|ses both the resrdent _
and the called party that the calls are recorded
1) The phone system is pre- programmed so |t does not record calls to
attorney , ‘ ‘ _
2) Re5|dents who wish to call clergy members conf|dent|ally must
‘ submlt a request to the Program Superwsor asking the numberto be
programmed as a non-recorded number.
g. Hearing Impaired residents- refer to policy for procedures

Pod - Resident Telephone Use, Mail and Library : Page 1
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h. Emergency phone call authorization. .

1) If a resident believes he/she needs an emergency phone call, he/she -
will tell the pod officer the reason the call is needed, and the number
to be called. ' ' ' '

- 2) The pod officer will assess the request, and if he/she believes itis -
legitimate emergency will: , .
s Set up the phone so the resident can make the call
e Document the call in the pod log.

* RESIDENT ACCESS TO MAIL

. ,AII reSIdents will be provnded access to tr|-fold wrltmg paper ,
. Statlonary and envelopes will be avallable to hlgher IeveI reS|dents, tobe

purchased with thelr points. v .
a. During program time, the re5|dents WI" be allowed to wrlte Ietters
¢ JRF paid postage: o
a. One (1) lettera week (every seven days) to'a frlend or relatlve
b. One (1) letter daily to parent or legal guardian’

. Residents will turn in completed letters to the pod officer.
. The pod ofﬁeer will place outgoing mail in the appropriate basket.
" a. The graveyard podofficer will scan-and log all outgoing mail.

b. The graveyard float will pick up from the pods, the scanned ma|I and
take it to the outgomg mail basket.

.. Delivery of mail to pods:

a. Swing shift float will deliver the daily mail to the pods.

b. The pod officer will pIace the mall in the approprlate basket until swmg
shift mail pass time.

c. Thepod officer will:
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(\\} : e Open all mail in front of the resudent one at a time, checking for
' ' contraband. | | ‘
e If contraband (illegal) is found, refé_r to Policy 5.4.10
e |f contraband (legal) is found, refer to Policy 5.4.10
e Notification of refused or confiscated mail, refer to Policy 5.4.10
o |[f 'mail meets sta ndards, the officer will give the resident his/hxe‘r
‘mail.

RESIDENT LIBRARY -

(> . ‘ 1 Each pod Wl|| have in thelr closet a cart W|th Ilbrary books. ,
Bt a. Durlng program tlme, the pod officer Wl|| pull out the Ilbrary cart and let -
the residents get books ‘ | '
e The number of books allowed per reSIdent is determmed by what
level they are on, on the pomts/level program. |
2. Books will be rotated amongst the pods on a weekly basis. (TBD) -
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RESIDENT GRIEVANCES

. Residents will have the opportunlty to complete a grievance form

confidentially during perlods of time where they have access to pencils
during normal program t|me and place the grlevance in the Communlcatlon

A.

Box located on the pod.
If the resident chooses not to fill one out confldentlally, they may

approach.an officer at any time and ask for a pencil to fill out a
grievance, which will be available without having to ask staff for one.

a. The officer shall furnish the pencil to the resident with minimal delay.
b.. The officer may delay providing these items to a resident who is out

of control or exhlbltlng behavrors that lead the offlcer to be
concerned that |t is unsafe to furnish a penc|| to the resrdent In the_se
-~ cases, staff shall furnlsh these items as soon as the resrdent has
- calmed down . : ' '
Should the re5|dent ask the officer may attempt to resolve an |ssue h
prior to prowdlng the. resrdent the grievance form and pencrl
a. Officers are not to.ask why or.what the resident wants to grieve
unless the resident voluntarily initiates such discussion. .
b. -The officer can ask if they can assist in the resolution. -
The resident may request staff assistance in filling out the grlevance
The Resident can request a staff of their chose to handle the Grievance.
The resident will then place the grievance in the locked Communication |

Box. -

. The supervisor on duty shall empty the Communlcatlon Box at least once
* per shift. '
. The supervisor will enter the |nformat|on into the Grlevance Log and assign

ita log number. :
. The supervisor will review the grlevance to determine which staffing level is

appropriate to begin the resolution process.

Pod - Resident Grievances C | Page 1
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5. Upon recelpt of the grievance, the aSS|gned offlcer will attempt to resolve it
. with the resident. -
A. Discuss the grievance with the resident mvolved
B. The officer records his/her flndlngs on the form.
C. The resident will indicate on the form whether they agree WIth the .
officer’s findings and sign the grievance. '
a. " If the resident disagrees, the grievance will be forwarded to the next
“available, uninvolved supervisor/OIC. If the resident disagrees with
this superwsor s conclusions, the resident may appeal to the dlrector.
 b. If the resident indicates they agree wrth the fmdmgs the grlevance
process will be complete. _
D. Upon completlon of the grievance process the ofﬁcer/supervrsor W|I|
put the completed grrevance form in the graveyard basket
" Refer to Pollcy 59 ' '

Pod - Resident Grievances - Page2
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RESIDENT ORIENTATION TO POD OPERATIONS

1. When the booking offlcer brlngs a new re5|dent to the pod, the pod offlcer
will: '
A. Accept the paperwork from the bookmg offlcer
. B. Read the information sheet on the resident:

a. Name

b. CIassrflcatlon Ievel ,

c.. Any concerns (behaVIoraI medlcal dlsabllrty) that would affectthe
-room assrgnment ” '

C. Assign a room, takmg the resrdent s cIassmcatlon Ievel and any concerns

into account, and enter the room a55|gnment on the locator and in the
control station system.

. Take the new resident to h|s/her room and complete a room lnspectlon

form, notmg any missing items and damage. .

a. Ifthe room is dlrty when they arrive at the room the pod officer will
assign the resident to a cIean room and aSSIgn ‘another residentto
clean the room. If the room is a shared room, ‘the pod officer will tell
the current resident to clean the room and Will'provide cleaning -

| supplies. | | |

. Signthe form and ask the re5|dent to S|gn as well conflrmmg the room

condition.

. Ask the re5|dent to make the|r bed

a. The offlcer may assign a resident to assist the new reSIdent to teach
the proper way to make a bed.

. Take the resident to a table in the dayroom and provide a pod overview,

that includes:

a. Going over the resident handbook section that include pod
information.

b. Information on how room should look.

. Explain how clothing should be worn.

Pod - Resident Orientation to Pod Operations » Page 1
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Identifying where the schedules for the pod are posted. -

How to apply for non-mandatory programming

Behavioral expectations in the pod.

The process for requests (medical, mental health, forms, PO)

How to use the intercom and when it is appropriate. y
The requirement to keep the room doors locked at all times unless
moving through them, how to request entry to _hls/ her room and not
entering the room of any other resident.

j- Movement rules wnthm the pod to mclude |
1) Only residents assngned to the upper tler are allowed on the stalrs

TSm0 o

or upper tier. . :
2) When moving up and down the stalrs resndents must be spaced at _
~ least 6 stairs apart. :
3) When Ieavmg his/her room or returnlng to the room,, the door
_ . mustbe cIosed and locked after leaving and entermg ‘
| o 4) Re5|dents must raise their hands for perm|55|on to get up and.
O o move around the dayroom. _
o - 5) Wheni movmg around the dayroom resndents must be respectful
of others moving in the dayroom o
6) Residents will not go behlnd the offlcer s statlon or stand on the
desk t|Ie ' 4
k. Ask the resident if he/she has any questions and have the resident
sign the orlentatlon form acknowledgmg the orlentatlon was
received and understood.
I Take the resident to his/her room and allow them to set up the | room’
according to expectatlons set forth in the orientation. ,
m. File the signed room lnspectlon form'in the blnder at the officer’s

station.

O

m
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- -POD HOUSEKEEPING

1. Daily Housekeeplng
A. Each morning and evening, the pod offrcer shall

d.

b.

[©

|- |°-

Provide direct superVIsron as the pod workers set up brooms and
dust pans for resident use.
Go to each room and instruct the resldents to sweep debris from

" their rooms out of their door.

Direct pod workers to sweep the room debrls from the t|er and

“dayroom floors.
. Provide cleaning supplies to cIean room toilets and sinks.
Assign the pod workers to wrpe down the tables, sweep and mop

~ floors, (Mop in the evening, unless otherwise needed) clean the
~kitchenette, clean the staff restroom, prepare the trash to be’ taken

from the pod, and clean: the showers

1 Da|Iy c|ean|ng of the showers at the first opportunlty after vx :

I~

showers but no later than 2100 hours. . - :

Lt shall consist of spraymg surface drsmfectant on all surfaces and

rinsing with clean water. ’ o o
Check-resident’s roomsto ensure they are neat and clean (bed i |s

‘made properly-see photograph and items-are stored as requrred

unless they are being used), and check the dayroom to ensure the
assigned residents have completed their tasks satlsfactorlly

2 ‘Weekly Cleaning
 A. Each Saturday, in addition to the daily cIeanmg, the day shift pod offlcer

shall:

a. Provide direct supervision as the pod workers setup the cIeaning '

supplies. ,

b. Provide cleaning supplles to the residents in each room so they can
clean the rest of their room (floor, sink, toilet, etc.)

c. Assign the pod workers to clean the classroom, program room, and
medical screening room.

Pod - Pod Housekeeping - 4 : Page 1
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d. DIRECT SUPERVISION-shaIIlbe provided by officers residents are
cleaning in closets, classrooms, medical, bathrooms, etc. '
3. Pod Inspection ,
. A. Once each week, the Saturday day shift supervisor will conduct an -
inspection tour of the facility, including the pods. .

‘a. The supervisor will inspect the dayroom, all resident rooms, and
other ancillary pod rooms making sure they meet the minimum
expected standards.

1) Inspection : forms will be completed for each pod scored
2) Residents in pods that meet the cleanliness standard will be '
rewarded through the pomt/level system '
3) Resrdents in pods that-do not: meet the standard will be d|rected
by the pod offlcer to contlnue cIeanmg : ' _
'L4) Inspectlon forms for pods not ‘meeting the standard W|II be ¢ glven |
to the}s_wmg shlft.super\nsor for re- mspectron.that evening. -

Pod - Pod Housekeeping : : - Page 2
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POD HOUSEKEEPING

MINIMUM EXPECTED STANDARDS

1 Resident Rooms

" A. When not in room: Photograph example posted

. Bed made: - '

Belonglngs neatly in their cubby
Sink and toilet free of grime
.. Floor free of trash .
. Walls and ceiling free of sp|t spit wads, snot etc
| B. Saturday Cleanup :

~a. Windows and mirrors free of marks and streaks

m o0 T o

b. All surfaces cleaned with surface disinfectant
C. Floor mopped making sure all .grime is o'ut of cor_.ners ,
_ d Bed made properly—see photograph
2. ;Dayroom (to be completed nightly) -
:A. 'Tables all surfaces (legs top, seats underslde of top) cleaned with
N .surface disinfectant and free of dlrt and grime '
‘B. Railing: all surfaces cleaned with dlsmfectant and free off dlrt and grime
'C. Couches: all surfaces cleaned with disinfectant and free off dirt and -
_grime -
D. Stairs: swept and mopped free off d|rt and gnme
E. Floor
a. Thoroughly swept maklng sure the resident sweeps under all tables,
- couches, serving station, stairs; and Iower and upper walkway
‘b. Alldirt and grime removed from corners, stalrs around table legs,
around ra|I|ngs, and servmg statlon legs
c. Thoroughly mop floor with surface cleaner and rinse by re- moppmg |
 with clean plain water ,
F. Windows cleaned free of dirt, flnger prints and streak marks
G. Food serving station: all surfaces cleaned with disinfectant and free off
dirt and grime
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(”‘\» 3. Showers
' A. Daily: Floor and walls cleaned with surface cleaner and all trash
removed

B. Saturday Cleanup: All surfaces are to be cleaned with a scrub brush and
~disinfectant-making sure all surfaces and grout lines are free of dirt, "
grime, mold/mildew and stains
- 4. Classrooms (Saturdays onfy-)
A. Garbage cans emptled
- B. Student desks cleaned with surface cIeaner
C. Floor vacuumed
D. Windows cleaned free of dirt, fmger prmts and streak marks
5. 'Program room (nghtly) (Photograph example provude)
A. Al surfaces cleaned with disinfectant -
~ B Wlndows cleaned free.of dirt, fmger prlnts and streak marks :
G FIoor vacuumed makmg sure all dlrt is removed from the corners
. ~ 'D. TVcartisin the closet (Only offlcers enter the cIoset)
( i E. Tablesare placed correctIy SR
o ‘6. Mop Closets ~ =~ S s
~ A. Nightly: ‘ c
a. All surfaces clean free of dlrt and grlme
All supplles orderly '
Hygiene and shower carts secured in the caged area when not in use', |
Floor swept and free of dirt ‘
Sink clean and free of dirt and grlme
-Mop heads removed and laundered

N

Mop bucket rinsed free of dirt and grlme :
B. Saturday Cleanup ' y
' a. All surfaces to be cleaned Wlth surface cIeaner free of dirt, grlme
stains . : .

b. All corners cleaned free of dirt and grime

C. ‘M‘op bucket rinsed free of dirt and grime ,
L d. Floor to be cleaned with surface cleaner and a scrub brush free of

4 dirt, grime, stains

Pod - Pod Housekeeping . - ' - ' Page 4



()

POST ORDERS - POD

e. Screen door secured -

7. Officer Station

A. Every Shift
. All surfaces cleaned Wlth surface dlsmfectant free of dirt and grlme

R b. Drawers clean.and neat clear of junk and personal‘items

- ¢. Carpet vacuumed thoroughly
d. ‘Al binders neatly in place
e. All cubbies clean and free of junk
B. First Saturday of the month dayshlft
a. Sameas above plus: Carpet to be shampooed
1. Ablanketis to be placed on the carpet until dry

. Medlcal Screening Room
-~ A. nghtly

a. All surfaces cIeaned W|th surface ant| bacterlal (ln the cabmet)
" b. Trash emptled |

: }.c,. Floor swept .
~d. Paper towels. stdcked,

'B Saturday Cleanup

" a. Same as nlghtly plus ~
1. floor swept and mopped making sure all dirt and gnme is out of
the corners -
2. Window clean ad free of flnger prmts and streaks ,

. Staff bathroom
A. Nightly

“a. All surfaces c‘[eahed
b. Paper products stocked
c. Trash emptied -

‘B. Saturday cleanup

a. Same as nightly plus _ A
1. FIoorscrubbed with surface disinfectant an_d scrub brush

2. Toilet scrubbed inside and out free of dirt and gfime and other
contaminants
3. Mirror cleaned
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CLOTHING AND BEDDING

1. Clothing and Bedding
~ A. Residents are initially issued one complete set of clothing, bed‘ding and a
| towel at booking. ,

B. At least once each week, resldents will exchange the|r bed sheets and
pillowcase, twice a week they will exchange their outer clothingand
towel and once each day they will exchange their undergarments,' T-

~shirts and socks. Work, climactic conditions and. illness may necessitate a -
more frequent exchange as needed. | A T

C. The first Saturday of every month resldents will exchange their
blankets. o ' - '

-D. When residents are turning in their soi[ed bedding and cIdthing, officers
shall make sure they are returnlng all art|cIes and they are free of |
damage '

2. Scheduled Exchanges . L
~ A. Each day the day/swing shlft pod offlcers W|II asslgn pod workers to -
make shower rolls for the next day:
a. The pod offlcer will: o
1) Go to the storage closet with the list of resldent sizes and get the
clothlng/lmens for the shower rolls. (t-shirt, socks, and

undergarments) 7, R

2) Ifitis TUESDAY/SUNDAY resldent pants or shorts, towel, and a
sweatshlrt will also be included in the roll if apllcable
3)-Supervise the pod._workers as they make the shower rolvls.

i. - The clothing is rolled up in a t-shirt-a piece of masking tape
is wrapped around the roll, and the size of the roll or the
resident’s name is written on the tape.

4) The officer overseelng the showers will bring the shower cartand
.~ bins for the soiled laundry out to an area near the staff station
next to the drinking fountain.
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5) As each resident:

6)

i
2
B Other laundry items W||I be exchanged tW|ce each week by the day Shlft
pod officer. S
a. On-Saturday mormng, durmg facrllty cleanup, the day shift pod

" Comes out of their room, they will be instructed to bring

their towel for their shower.
On their way to the shower, will retrieve thelr roll after -

 receiving permission from the. officer overseelngthe cart.

Completes their shower

. Will bring their soiled clothing out to the Iaundry baskets.

Prior to dropping them in the appropriate baskets, they are
| to make sure the cIothlng is “right-side” out'plaCe his/her ,
dirty cIothmg and undergarments in the soiled Iaundry A
baskets They will then take’ the|r towel to their room and
hang it up. '
:Offlcers shall::

‘Make sure aII |tems are returned
Free of damage ‘ ‘
Turned right-side out. o
Placed in the right laundry basket.

officer will direct re5|dents to pIace thelr sheets and plIIowcases in

the soiled laundry cart.

1. Pr|or to doing so, the offlcer shall make sure the pI”OW cases and

sheets are free of damage
"b. On Sundays the day shift pod offlcer will direct reSIdents to place
their sweatshlrts in the soiled laundry cart. (This only applles during

colder months when sweatshirts have been issued)
1 Prior to doing S0, the officer shall make sure they are turned
“right-side” oout and free of damage

C. After any laundry exchange is completed:
a. The pod officer will call the float officer and ask that he/she come to
. the pod to pick up the soiled laundry cart along with the Laundry

person and escort them to the laundry room.

Pod - Clothing and Bedding ' : Page 2 i
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(’““\: b. The float officer will come to the pod, pick up the cart-and take it to
et the laundry room. (Pod workers may be able to assist, depending on
level and classification): , 4 -
c. The laundry will be washed and dried and returned to the pod for
folding by the residents. - = ‘ ‘

()

Pod - Clothing and Bedding : Page 3
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RESIDENT MOVEMENT FROM POD TO VISITING

1. The pod ofﬂcer will tell the re5|dent(s) with vrsrtors to assemble at the pod
~entry door. f | s
2. If the resident does NOT want a visit:
A. The pod officer will notify the visiting officer of the refusal
B. The visiting officer will tell the visitor the resident has decllned the visit.
3. If the resident does want a visit: _
A The pod officer will tell the re5|dents to
a. Dress approprlater _ '
b Use restroom since they wrll not be allowed to return to the pod to
 use restroom and there are no restrooms in vrsmng
' 'B.':The pod officer WIII , ' .' _
" a. Review the basic wsrtmg ruIes and expectatlons W|th the reSIdent
~ where necessary , . e
b. Advisé control that the resrdents with wsrts are assembled and ready
to move.
C. The float officer will go to the pod and call central control via radio to
request entry to the pod. , ,
D. Central control will verify with the pod officer that the float officeris
there to move the residents to visiting, and opens the door. '
-E. The pod officer will escort the residents to the pod door, hand them off
~ tothe float officer, and will document their location. '
F. The float officer will escort the residents to the visiting area and assrst
the wsmng officer with seating the resrdents .
G. The residents will be searched after visiting prior to returning to the
pod.
a. Athorough pat down search will be the standard search.
b. If contraband is suspected or found, a strip search is to be conducted,
per policy. |

Pod - Resident Movement from Pod to Visiting : Page 1
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i. Authorization to strip search is needed.
ii. Special Incident Report shall be initiated.

Pod - Resident Movement from Pod to Visiting

‘Page 2
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DAILY SCHEDULES

Refer to Post Orders Begmnmg Of Sh|ft

1. Day Shlft Mondav through Frldav

A. 0600- 0615 Shift Briefing and Unit Inventories

B.

- R == I_",GS‘:H"_rﬂ U‘O

0615 - 0715 - Beds made, room clean-up/ Showers/ Hyglene (for the
summer months; June July, August) at minimum showers wnll
conducted in the evening time as the schedule allows |

0715 — 0745 — Breakfast .

. 0745 — 0800~ Hyglene/Breakfast Clean -up
' 0750 0800 - Have reS|dents out ready for school

0800- 1015 — First Period
1015 1030 Break

. 1030 1120 Second Perlod

1120 - 1150 Lunch '

‘1150 — 1200 — Hygiene, Lunch clean -up
."1200— 1330 - Third Period

1330 - 1400 Residents to rooms/ Log Books/Shlft Debrleflng

2. Swing shift schedule Monday through Friday

A
B.

TOmMMmMoOOO

1400-1430 - Down time in room (staff shift change) E
1430-1645 - Case planvprogramming/ f‘ree‘programming/ LME (see -
weekly vendor list for case plan programming schedule). - )
1645-1700 - Residents to thelr rooms for d|nner prep.

.- 1700- 1730 Dinner.

1730-1800 - Hygiene, pod clean up
1800-1930 - Continued programming and LME

. 1930 - Level One bedtime S .
. 2000 - Level Two bedtime (showers during the months of June, July, B

August)

Pod - Daily Schedules . ' : S - Page 1
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.. 2000-2100 - Level Three programming/ pod cleanup/ Level three

showers

. 2100 - Level Three bedtime

2100-2200 - Ad-Sep, MSR, SpeCIal Program free programmlng if
applicable -

3. Da J Shlft Saturdav

A.
B.
. Rooms/Showers

T o m !""‘U‘.ﬁ

Cn o
o ..

0600 - 0615 - Shlft Brleflng and Unit lnventorles , .
0615 — 0715 - Pull linen/ Prepare Carts for Cleanmg/lnspect

0715- 0745 Breakfast

.:0745 0800 Hyglene/BreakfastCIean -up*

0800 - 1120~ Pod/room cleanlng .

.1120 1150 tunch
. 1150 - 1200 Hyglene 3
. 1200 1330 - Pod cleanup continues untll complete/ free programmlng

1135 - 1200 Hyglene/Lunch Clean-up ,
1200 - 1330 Complete aII cIeanlng/put away supplles

1215-1415 First visiting se'55|on4

1330 - 1400 — Residents to'ro'oms/ Loghooks/ Shift Debriefing (change) _

-4, Swmg Shlft Saturdi\l

A.
B.

C.
D.

e SO ——— .

1400 1430 Down tlme in rooms, shlft change
1430-1645 - Case pIan programmmg/ free programmmg/ LME (see
‘weekly vendor list for case plan programming schedule).

1445-1645 Second visiting session

1645-1700 - Residents to their rooms for dinner prep
1700-1730 — Dinner

Pod - Daily Schedules . : : : _ Page2 -
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1730-1800 — Hygiene and Pod cleanup

- 1800-1930 — Continued free programming and LME

. 1930 - Level One bedtime

. 2000 — Level Two bedtime

. 2000-2100 — Level Three programming/ pod cleanup/ Level three
- showers | '

. 2100 — Level Three bedtlme

2100 - 2200 - Ad-Sep, MSR Specral Program free programmmg lf

_' apphcable

5. DavShlft Sundav

m'.-n.rﬁ,c‘:.h"w>

. 0600 0615 Shlft Briefing and Unlt Inventorles
0615 0715 - Beds Made/ Rooms Swept/Showers
_"0715 0745 Breakfast

0745 — 0800 - Hyg|ene/Breakfast Clean- -up-
0800 — 1120 Program — (Church 0830- 0930) LME
1120 - 1150 - Lunch L ’ :

. 1150~1200 ~ Re5|dents down to cleanup/Hyglene (

1215 1415 First VISItIng sessmn
1200-1330- Programmmg

. 1330- 1400 Re5|dentsto Rooms/Log Books/Shlft Debrlefmg

6. SwmgShlft Sunday -

A.
B.

o mmo o0

1400 — 1430 — Shift change |
1430 — 1645 - Case plan programmmg/ free programmmg/ LME (see

weekly vendor list for case plan programming schedule).

1645— 1700 — Residents in rooms for dinner prep
1700 — 1730 — Dinner

1730 - 1800 - Pod cleanup and hyg|ene _

1800 — 1930 — Continued free programming and LME

. 1930 — Level One bedtime

Pod - Daily Schedules | _ : - Page 3 -
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. 2000 — Level Two bedtime

2000 - 2100 - Level Three programming/ pod cleanup/ Level three
showers
2100 - 2200 Ad- Sep, MSR, SpECIal Program free programmmg if

applicable

7. Day Shlft Holiday Schedule

A

.m'.o}n ®

m

.0600- 0630 — Shift Brlefmg and Umt lnventorles

0630 - 0705 — Beds Made/Rooms Swept/ Showers .

0705 - 0735 Breakfast

0735 0800 —- Hyglene/Breakfast Clean up

_ 0800 1105 —Program

a. TBA-via written’ calendar
1105 1135 Lunch

G. 1135-— 1200 — Hyglene/Lunch Clean up
.-1200 - - 1345 - —Program
‘a. TBA- via written calendar

1345 1400 — Re5|dents to Rooms/Log Books/ Shlft Debrleflng

8. Swing Shlft

A.
B.
C.

1400 - 1415 Shift Brlefmg and Unit lnventorles
1415 - 1430 — Pod Expectations ‘
14301700 —Program _

a. TBA -via written calendar

D. 1700 — 1730 — Dinner
.E. 1735 1800 — Hyglene/Dmner Clean -up -
F. 1800 — 2000 —Program" :

H.

- a. TBA —every week via written calendar
. 2000 — 2130 — High Level Program/ Bedtimes

a. TBA —via written calendar
Sunday Evening will be high level “Rewards Movie”

Pod - Daily Schedules - . : - o Page 4
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o -.9. Outside Vendors , _
~ A. There will be several ways to accommodate outside vendors: Church,
- Planned Parenthood, YFC, NA, AA, etc.

" a. Have vendor in program room on pod. (Dependmg on POP)

" 'b.. Have vendor hold.group in visiting (when you might need to combine -~
- residents from both pods) Float will observe group

' c Have vendor split time between pods. ;

B. All of these Wl|| depend on pod populatlon vendor and other activities
~ that mlght be going on. TBD at a Iater date by program su perV|sor

- 10 Program Calendars ;
“ac A program calendar will be posted in the dayroom |
b. Every areaon the above calendars that states Program will need to -
- be specrflcally broken down to: all the activities that will be done.
c..'Pod ofﬁcers will follow the calendar and actlvrtres W|thout varlatlon

C} o o B “bar any emergenues , _ : )
ol Cod The program superV|sor will determlne WhICh pod uses. the covered
o :_yard or the big yard. Probably rotate their use. S
- -e. The program supervisor will also be responsrble for the schedullng of .

the outside vendors

Pod - Daily Schedules : : : : : Page 5
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DAY SHIFT
0600
0600-0605

0605-0715
0715-0745
0745-0800

1015-1030
1030-1120
1120-1150
1150-1200

1200-1330°

1330-1400

Swing Shift

1400

1400-1415° °

1415-1515: .
1515-1525
1525-1625 -

1625-1645
1645-1655

1655-1700
1700-1740 -

1740-1800
1800-1830
1830-1900

1900-1930

1930

1930-2030

2030
2030-2130

2130

2130-2200

POD SCHEDULE
SCHOOL DAYS

Page Residents for wake up
Population verified and reported to control
Read Logs, SIR’s, Cites

.. Showers-Room cleanup

Breakfast served on Pod

. Clean up and resident hygiene
0800-1015 -

School
School Break

- School

Lunch served on Pod
Clean up and re5|dent hygiene
School

‘Resrdents down, Logs Inventory, Check List, Shlft Change '

Page Residents to prepare to program’ '
Populatlon verified and reported to control B

'Read Logs, SIR’s, Cites
‘Split Program: LME and Qulet Writing i.e. Journals, Wrrtlng, Homework

_Switch groups , ‘
- Split Program: LME: and Quiet ertlngl e. Journals ertlng, Homework _
- Staff Expectation, Social interaction :

Break (Residents to their rooms)

Residents out for d|nner

Dinner served on Pod

Clean up and resident hygiene

Split Program: LME and Games

Split Program: LME and Games-Level 1 Phone Calls
QW (Writing, Drawing, Homework) Snack / Meds
Level 1 down for the evening

Games, TV, Phone Calls Level 2 &3

Level 2 down for the evening

" Cleanup, Laundry, Free time (ertlng, Readlng, Phone CaIIs)

Level 3 down for the evening
Logs, Inventory, Check List, Shift Change

—>, 1800-2000 - CBO i.e. Christian Science, AA, NA, etc.
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DAY SHIFT
‘0600 ‘

0600-0605

'0605-0715

0715-0745
0745-0800
0800-0810

-0810-0830 -

0830-0930

0930-0945

0945-1015

1015-1100 -

1100-1115
1115-1120
1120-1150

1150-1205

1205-1215

" 1215-1245
- 1245-1300

1300-1330

© 1330-1400

Swing Shift
1400

1400-1415

1415-1515
1515-1525
1525-1625
1625-1645
1645-1655

- 1655-1700

1700-1740
1740-1800
1800-1830
1830-1900
1900-1930-
1930

1930-2030
2030

2030-2130

2130
' 2130-2200

POD SCHEDULE
'SUNDAY

Page Residents for wake up

Population verified and reported to control
Read Logs, SIR’s, Cites

Showers-Room cleanup

~ Breakfast Served on Pod

Clean up and resident hygiene

Residents Out of Rooms

Open discussion with staff (Current Events)

Split: Religious Services/LME

Break (Bathroom calls, water) :
Games, Writing, Social interaction, level | phone calls
TV, Writing, Phone Calls level I} & 1 ‘
Break (Bathroom calls, water)

- Residents out for Meal

Lunch served on Pod
Clean up and resident hygiene
Resndents Out for Programmlng

- LME
. Break (Bathroom calls water)
LME (for those who want), TV, ertmg, Readlng .
Resudents down Logs, Inventory, Check List, Shlft Change :

Page ReS|dents to prepare to program
Population verified and reported to control
Read Logs, SIR’s, Cites '

" -Split Program: LME and Quiet Wntlng i.e. Journals, Wr|t|ng, Homework

Switch groups. ‘ .
Split Program: LME and Quiet Wr|t|ng i.e. Journals, Wr|t|ng, Homework
Staff Expectation, Social interaction ‘

Break (Residents to their rooms)

Residents out for dinner .

Dinner served on Pod

Clean up and resident hygiene

Split Program: LME and Games '

Split Program: LME and Games-Level 1 Phone Calls .

QW (Writing, Drawing, Homework) Snack / Meds

Level 1 down for the evening

Games, TV, Phone Calls Level 2 &3 .

~ Level 2 down for the evening

Cleanup, Laundry, Free time (Writing, Reading, Phone Calls)
Level 3 down for the evening
Logs, Inventory, Check List, Shift Change

—> 0830-0930 — Religious Services
—> 1800-2000 - CBO i.e. Christian Science, AA, NA, etc.
—> 1215-1415 & 1445-1645 Visitation
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DAY SHIFT
0600

0600-0605

' 0605-0715
0715-0745
'0745-0800
.0800-0930

0930-1030

1030-1100
©1100-1120

1120-1150

© 1150-1200.
1215-1245 -
1245-1300°
" 1300-1330 -
"~ 1330-1400.

1400
14001415
.1415-1515
1515-1525

1525-1625

'1625-1645
*1645-1655 -
- 1655-1700
1700-1740

1740-1800

- 18001830

1830-1900

©1900-1930

1930

1930-2030 .

2030

© 2030-2130
2130

2130-2200

POD SCHEDULE
SATURDAY

Page Residents for wake up

Population verified and reported to control

Read Logs, SIR’s, Cites

Showers-Prepare for Pod Cleanup

Breakfast served on Pod

Clean up and resident hygiene

Room Cleanup : :

Pod Cleanup (dayroom showers staff bathroom staﬁ statlon)‘

~ Clean Program and school rooms

Residents out for Meal, Open discussion with staff
Lunch served on Pod"

‘Clean up and resident hygiene

LME (Start of 1%t VlSltatlon)

* Break (Residents to their rooms) - ‘
. Games, Social interaction, Level | phone calls

ReS|dents down, Logs lnventory, Check List, Shlft Change

" Page Resudents to prepare to program

Population verified and reported to control
Read Logs, SIR’s, Cites : ' N
Split Program LME and O.unet Wntlng i.e. Journals, ertlng, Homework o
Switch'groups
Split Program: LME and Qwet Wntlng i.e Journals ertlng, Homework

Staff Expectation, Social interaction : '

Break (Residents to their rooms)

Residents out for dinner

Dinner served on Pod

~ Clean up and resident hygiene

Split Program: LME and Games- -
Split Program: LME and Games-Level 1 Phone Calls
QW (Writing, Drawing, Homework) Snack / Meds o

~ Level 1 down for the evening

Games, TV, Phone.CallsLevel 2 &3

_Level 2 down for the evening.

Cleanup, Laundry;, Free time (ertlng, Readlng, Phone Calls)
Level 3 down for the evening
Logs, inventory, Check List, Shift Change

—> 1800-2000 - CBO i.e. Christian Science, AA, NA, etc.

‘——> 1830-2030 - Saturday Movie: Level 2 & 3s
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DAY SHIFT
0600
0600-0605

0605-0715

1 '0715-0745

0745-0800
0800-0810
0810-0830
0830-0930

0930-0945 .

0945-1015

. 1015-1100

1100-1115

1115-1120
- 1120-1150

1150-1205
1205-1215

. . 12151245

. 1245-1300

- 1300-1330
' 1330-1400

. -Swing Shift

1400

' 1400-1415

- 1415-1515

1515-1525

"1525-1625°
1625-1645,
~ 1645-1655
'1655-1700
1700-1740 -

1740-1800
1800-1830

1830-1900

1900-1930
1930 -
1930-2030
2030
2030-2130

- 2130

2130-2200

* POD SCHEDULE
Non-SCHOOL DAYS

Page Residents for wake up

Population verified and reported to control
Read Logs, SIR’s, Cites

Showers-Room cleanup . ..

Breakfast Served on Pod

Clean up and resident hygiene

-Residents Out of Rooms -

Open discussion with staff (Current Events)
Games, social interaction
Break (Bathroom calls, water)

"Writing; Social interaction, level | phone caIIs

TV, Phone Calls level 2 & 3

* Break (Bathroom calls; water)
Residents out for Meal ‘

Lunch served on Pod

Clean up and resident hyglene
Residents Out for Programmlng '
LME

Break (Bathroom calls, water)
Games, Writing, Reading

Resrdents down Logs, lnventory, Check List, Shift Change

Page Resrdents to prepare to program
Population verified and reported to control
Read Logs, SIR’s, Cites

Split Program; LME and Quiet ertmg i.e. Journals,. ertmg, Homework

Switch groups

Split Program: LME and Quiet Writing i.e. Journals, Wntlng, Homework

Staff Expectatlon Social interaction
Break (Residents to their rooms)
Residents out for dinner

Dinner served on Pod .
Clean up and resident hygiene =~

. -Split Program: LME and Games
~ Split Program: LME and Games-Level 1 Phone Calls -

QW (Writing, Drawmg, Homework) Snack / Meds
Level 1 down for the evening

Games, TV, Phone Calls Level 2 &3

Level 2 down for the evening

Cleanup, Laundry, Free time (Writing, Readlng, Phone Calls)
" Level 3 down for the evening - .
. Logs, Inventory, Check List, Shift Change

—> 1800-2000 — CBO i.e. Christian Science, AA, NA, etc.
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(2

Resident Orientation Program

‘During the booking process, the resident will be provided an orientation booklet and will sign in

the appropriate area stating that they have received the booklet. It is the resident’s -

. responsibility to read and understand the material in the booklet. Staff should check in with the
resident durmg the first several days they are here, to ensure that the reSIdent understands the
daily routine of the facmty and answer any questlons he/she may have.

Pod - Resident Orientation Program : Pagel -
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RESIDENT MOVEMENT FROM POD TO NORTH COURT YARD

1. .The pod officer Wl” contact control vra the radio and ask if the North Court
* Yard is secure and available for use. '
2. The pod officer will tell the re5|dent(s) who W||i be partICIpatlng in out5|de
- recreation.

3. The pod offlcer will instruct the reSIdents two at a time, to assemble at the
pod/court door . on the ramp in a single file I|ne facing forward hands :
behind their back, and silent | o

4. The pod offlcer will:
B a. Revrew the basic rules and expectations wrth the resrdent where
C necessary ' - | : :
.. b. Ensure that resrdents are dressed approprlately
o c. Advise control that they are ready to take re5|dents to the North _
. Court Yard for recreation and they are assembled and ready to move
A The first pod offlcer will posmon h|m/herself at the pod door to the

~ North Court Yard in a manner where it is safe. _

B. The second pod officer will posrtion him/herself in a manner where all
residents can be seen and it is safe.

.C. The pod officer will contact central control via the radio and inform
them they are ready to exit the pod to the North Court Yard.

D. Central control will then release the door and the first pod officer will : |
open the door and exit onto the North Court Yard, ‘positioning |
him/herself where all minors can be observed entering the North Court
Yard, B | . | |
a. A resident can be used to hoId open the door open.

b. The residents will exit the pod onto the North Court Yard with the
- second pod officer following the residents. -
E. The first pod officer will line up the residents on the Court

- Pod - Resident Movement from Pod to North Court Yard : Page1
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F. Once the residents are on the court yard, the pod officer(s) will perform
~ a count of the residents and officers and notify central control the
amount of minors and officers on the court yard. -
G. If there are 10 or less residents, participating in recreation, the same
- procedure will be followed, except.the following: = _
a. The minors participating in recreation will lineup.on the ramp, while
~ the remaining reSidehts are seated at the tables quietly. B
b. The second pod offlcer will not exit the pod, but position
hlmself/herself where he/she can seeall residents. \
H. The reverse procedure will be conducted when returnmg to the pods '
from the court yard ‘ ' ’

Pod - Resident Movement from Pod to North Court Yard . : : Page 2



O

‘POST ORDERS - POD

RESIDENT MOVEMENT FROM POD TO EAST COURT YARD

.‘ The pod offlcer wrll contact control vra the radio and ask if the East Court |
Yard is secure and available for use. ‘ '

. Request a float to assist with movement to the East Court Yard.

. ‘The pod officer will teII the re5|dent(s) who WI" be part|c1pat|ng in out5|de

' recreation. ’

. The pod officer will instruct the residents, two at a time, to assemble at the
‘pod entry door in a slngle flle I|ne facmg forward hands behind thelr back, -

and silent

5. The. pod offrcer Wl"

a. Rewew the baslc rules and expectatlons with the re5|dent where
© necessary. ,
- ~b. Ensure that re5|dents are dressed approprlately . :
c. Advise control that they are ready to take residents to the East Court .
- Yard for recreation’and they are assembled and ready to move. '
A. The float officer will open the East sally port door, hoId it openand -
“notify central control that he/she is ready for movement.

~ B. Central control will verify with the pod officer that the float officer is

- there to move the residents to the East Court Yard andopens the door. -
C. The Float will monitor the movement into the corridor from the pod
- door and corridor always watchlng the minors.

" D. The pod offlcers will escort the residents tothe pod door posltlonlng

him/her near the back of the I|ne to assure visibility of all residents.

E. ‘The pod officer will contact central control and request the pod door to

be opened.
F. One of the pod officers will open the door while the other is positioned
where he/she can see the entire group of residents..

Pod - Resident Movement from Pod to East-Court Yard = Page 1
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. The residents will exit the pod and walk toward the east sally portin a

single file line, looking straight forward with their hands positioned
behind their back.

. As the first minor reaches the sally port door, he/she will take over and
~ hold the door open for the float officer. The float officer will moveto.

the second sally port door and ask central control to open the door (an

“override will need to take place). The officer will hold the door openas

the residents are exiting onto the east recreation yard.
The float offlcer will instruct the residents to line up on the court where
told.

. Once the residents and the officers are on the court yard, the pod
' offlcer(s) will perform a count of the re5|dents and staff and notlfy
~ central control the amount of minors and. offrcers on the court yard.

The pod offlcer(s) will give expectatlons and |nform what recreatlonal

~ activities will commence , . N
. The reverse procedure will be. conducted when returnmg to the pods

from the court yard

Pod - Résident Movement from Pod to East Court Yard Page 2



POST ORDERS - FLOAT/POD /SUPERVISOR

- TIMELINES

***Notify Division Director***

Restraints: Hard Restraints and The Wrap

When using restraints, there are specific timelines that must be followed.

1.

Every resident in restraints must be under continous direct visual

supervision. , _
.. CFMG will be notified within one (1) hour of placement in restralnts

The on-call provider must come to the facility and provide-a medical
assessment within two (2) hours of the resident being placed in restraints.

- The resident must be medically cleared throughan on site'face-to face .-

L assessment by Health Services staff and approved for remaining in phy5|cal

.
<
[E——

restraints. This on S|te ‘clearance must take place every three 3) hours

;thereafter, to determme appropriateness of continued use. of restraints. .
. As soon as posslble but within four (4) hours of placement in restraints, the_

resident must be evaluated on site by'a licensed mental health professional
to assess whether the resident needs |mmed|ate and/or long term mental .

health treatment. - ‘
"Hydration (water) offered every half hour, and documented.

Sanitiation (bathroom) offered every hour and documented. |
At a minimum the resident’s behavior and any staff interventions shall be

- documented at least every 15 minutes.

Range of motion exercises of aIternatlng extremities a minimum of ten (10)
minutes every two (2) hours. - ‘

10.Restraints. checked for tightness once (1) every 15 minutes.

()

m
Float/Pod/Supervisor - Timelines . ‘ : : Pagel -
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Safety Room:

If a resident is placed in the safety room, the following timelines must be
followed: . ' ' - "

. Safety gown . , ;

Continuous direct visual supervision (safety door may be closed)

. 'Behavior documented every 15 minutes . I

'Water every two (2) hours
Provisions for meals at approprlate times
Evaluated by a supervisor/OIC a minimum of every four (4) hours.
Medical staff shall be notified no longer than one (1) hour of a resident
belng pIaced in the safety room. ' ‘ ‘ '

Mo s e e

" 8. The resident must be medlcally cleared for contlnued safety room -

pIacement every 24 hours : :
9. Mental health evaluatlon must occur Wlthln 24 hours of placement ina
safety room ’ ’ ' ' ’ "

ocC Pepper Spray

If a resident is sprayed with OC PEPPER SPRAY the followmg tlmelmes must be
followed for decontamination: -

1. All resrdents sprayed with OC must be referredto medical personnel as
soon as possible and if medical personnel are not on srte the on- caII
“medical prowder erI be called wrthm one (1) hour. :
- 2. Resident will be aIIowed to qush face and eyes with cool water ora shower
of cool water. _
3. Direct supervision for one (1) hour from time of exposure.
4. All contaminated items (clothing, bedding, etc.) will be removed and
laundered.

Float/Pod/Supervisor - Timelines : - : Page 2
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RESIDENTS WITH DISABILITIES
(ADA)

It is the policy of Shasta County Juvenile Rehabilitation Facility to adhere .to the
Americans with Disabilities Act (ADA) by equipping the facmty to adequately
house resrdents with d|sab|I|t|es

1. ROOM ASSIGNMENTS AND CLASSIFICATION _
a. Residents restricted to a wheelchalr will be housed in the ADA room on
~ the assrgned housmg pod. , “ ,
b. The ADA room must be vacated in the event that a dlsabled resrdent is
admltted to the pod and a. re5|dent who does not require an ADA room |
s occupying the room. ' : ‘ : ‘ A
c. _, Resndents with any phyS|caI condltlon that would hmder the|r ablllty to . |
ouse the stalrway W|II be housed on the first tier.

2 WHEELCHAIRS
a. Wheelchair ramps erI be used whenever escortlng a resndent restncted
" to a wheelchair to various areas of the facmty
b. Wheelchairs W||I be searched prror to being allowed on the housing pod
c. Residents may keep their wheelchair in their room with them aslong as’
 they do not misuse or create a security issue with them.
1) If the resident i |s not allowed to keep h|s/her wheelchalr in the|r
room the followmg WI” occur:
e JDO’s must assist the resrdent into their bed if needed
e A plastic whistle will be provrded to the resrdent to alert staff
- of hydratlon or bathroom needs.

o |[f the resident has to use the bathroom, thelr wheelchair W|II
be returned to them and staff shall assist the resident into the
chair, if needed. After bathroom use, the wheelchair will be
removed.

Pod- Residents with Disabilities . ' ' : - Page1l
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e If resident is an extreme safety and security risk, staff will do
five minute room checks or one- on- one direct supervision.
e Whenever the resident is let out of their room for
programmlng, his/her wheelchalr will be returned to them for
. use. T o
d. Wheelchairs will be searched in addition to the re5|dent at the
conclusion of any Court/Visitation, transport, etc.
e. No o_ther residents shall use the wheelchair.

3. SHOWER AND HYGIENE ,
‘a. Resndents restrlcted toa wheelchalr will use the ADA shower.
“b. Inthe event thata resrdent is not. able to bathe or shave him or herself:
1) The JDO will assist the disabled resndent shower and shave ‘
a) The JDO will get the d|sabled shower chair and properly place |t
: _‘|nto the shower. o . e o
b) A bath robe or modesty blanket will be used when taklng a
disabled resident to the shower and ‘returning them to their room.
"c) Male Resident: the resident will be placed in the shower, on the
shower chair, wearlng a pair of boxer underwear. If the resident
asks for assnstance a male JDO will assist the resrdent with his
shower Once the shower i is done, the resident wrll be allowed to
go to his room and change into clean cloth|ng
d) 'Female Resident: the resident will be placed in the shower on the
shower chair, wearlng a sports bra and underwear. If the resident
-~ asks for assrstance a female DO W|ll assist the reS|dent with- her
shower. Once the shower is done the re5|dent will be allowed to
go to her room and change into clean clothlng
2) If a disabled resnde_nt wants to shave, the same sex JDO will assist
them in shaving ‘ . ,
c. Disabled residents will be responsible for the orderliness of their rooms -
to the best of their ability. ' -

. Pod- Residents with Disabilities ' ' : Page 2
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(\1 . d. Residents in wheelchairs will be afforded ample time durlng showers to
' “complete the shower process.

4. EDUCATION,RECREATION AND MEAL SERVICE:

a. ‘In'the event that a disabled resident is not able to accessthe day room
tables while in their wheelchair, a folding table will be provided for them
to use for dayroom activities such as eating meals, playing board games

“and writing letters.
b. Inthe event thata disabled resndent is not able to access a desk in the
_classroom, a folding table will be prowded for them.

c. Disabled residents will be provided with recreational actlwtles that are

equrvalent to those afforded to other reSIdents

Pod- Residents with Disabilities _ : Page 3
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FEMALE PERSONAL HYGIENE

> Female residents will be issued small, sealable disposal bags for their
menstrual cycle supplies.

> The female resident will dispose of their tampon or pad into the sealable

bag and place it next to their toilet.

> Atthe end of the shift, (day shift and swmg shlft) females will dlscreetly be .

allowed to dispose of their used products, into the trash can. (The Red
biohazard can does not need to be used for these materials)

Pod- Female Hygiene

Page 1
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ECOLAB LAB CLEANING CADDY
- Operating Procedures

Step 1 — CHARGING
Ensure caddy is charged On dashboard paneI lift receptacIe cap and insert

~ charger pIug Plug into wall outlet. While charging a green light will illuminate.

The battery power gauge will begin to cascade 20 seconds after charging initiated.

~ Maximum charging cycle is approximately 12 hours. (Note: it is not necessary to

unplug the charger once a full charge is reached. The hour meter on the battery

- charger gauge only records when pump is on. At a full charge the battery level

indicator on the charger W|II remain solid ON (not upward cascadlng)
mdependent of whether the main power switch is on/off. When main power
switch is off and the charger not plugged in, the battery gauge display shall be-
black. ) . . o

-. Step 2 - FILLING

_ Remiove the Iarge black fill port cap on the Slde of caddy and fill Wlth cold

“water (80 degrees maximum) to 2-3 inches below the fill port (13.5 gaIIons)

Secure cap.

- Step 3- CLEANING SOLUTIONS/PRODUCTS

1. At back of caddy, open the crease barfrom product bag area by puIImg
the right side bar out and swing it back.

Unscrew clean- ~clip caps from mounts.

Slide appropriate squtlon bag into labeled locatlon

Insert and tighten cap. -

Repeat for remaining two bags.

kR W

Step4- PRIMING -
1. Turn caddy-on and look for red power I|ght
2. Turn selector knob to rinse -
3. 'Unwind operator hose to reach mop sink. -
4. Point spray gun into mop sink and pull trigger until constant stream.

- _____________
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CLEANING PROCEDURES

Pre-operations: .
Begin by removing charger and Ieavmg it at charging station. Check cleaning
solution and water levels. Empty/drain wet vacuum recovery tank if needed.

~ (Grey drain hose located near water fill cap Drain at mop. sink.)

Cleanmg .
1. Pick up any debris from floors and surfaces to be CIeaned.
2. Turn caddyon. ' '
3. Turn selector knob to desired cleanlng solutlon
4. Spray fixtures, working top to bottom. (Toilets, urinals, counters smks .
faucets, partitions and.wall tiles.) ‘ - -
5. WARNING: DO NOT SPRAY ELECTRICAL OUTLETS OR SENSITIVE
' SURFACES. (E.g. Drywall, wood, ‘dispensers, etc.) - ‘
6. Allow cleaning solution to remain for contact tlme (5 15 mmutes)
RlNSlNG FlXTURES AND. FLOOR CLEANING
1. Set selector knob to rinse and purge the l|ne of exrstmg cleanmg
product (spray floor) T - o
. Rinse cleaning solution from fixtures to' the floor Squeegee solutlon
from countertops as necessary S
Turn knob to floor cleaner and prime the operator hose
Apply floor cleaner to desired area. :
Deck brush the floor to loosen sorl
Remove cleaning solutlon from floor by squeegeemg to floor drainand
use wet vacuum attachment.
WET VACUUM OPERATION:

N

o u W

, WARNING DO NOT VACUUM DRY OR SOLID MATERIALS.

1. Move cleaning caddy away from |mmed|ate cleaning area (Approx 10-12
feet) . :

2. Attach the large grey vacuum hose (located at front of caddy) to the long

- vacuum wand.

Connect and test GFCI Plug on the extension cord into a standard outlet.

Turn on the vacuum at the small rocker switch on top of the vacuum head.

5. Vacuum the solution off the floor. Start new caddy and work outward to
prevent tracking solution onto dry areas. NOTE: When complete, turn
vacuum wand upright for 5 seconds to drain all liquids into holding tank.

PE“

Pod- ECOLAB Cleaning Cart o : Page 2
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6. Turn off vacuum.

END OF DAY STORAGE:
1. Flush lines with water by selectmg rinse and purging line for 10-15 seconds.

2. Drain wet vacuum recovery tank into mop sink by removing small drain
. hose on side of caddy. Pull hose downward to drain.
‘3. When drained, rinse out the wet vacuum recovery tank by removmg the
- vacuum head and rinsing with water or approprlate cleaning product
‘4. Place caddy in storage and recharge battery :

' YOU MUST HAVE A MASTER’S DiEGREE TO OPERATE THIS CADDY.

Pod- ECOLAB Cleaning Cart , | ~ Page3
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GRAVEYARD SHIFT

1. DONOTOPENA RESIDENT’S DOOR ALONE ON THE GRAVEYARD SHIFT.

~+ A. Always call for assistance if you need to open a resident’s door.
B. If aresidentiis requesting something on the graveyard shlft unless itis
an emergency, refer to day shift. : .
C. If a resident needs toilet paper, a usable amount can be slid underneath
the resrdent s door; day shift can issue a roll in the morning. ’
D. Ifa resident has an accident, (wets the bed started perlod) and needs to
shower call for an addltlonal staff. : ‘
~.E. if aresidentis.in an emergency s1tuat|on (flght wrth roommate etc ) call’
- for backup and do not open the door alone. '
F. If backup is.needed in another part of the facility; it may requrre an.
officer to leave one of the Pod’s. If this happens, the remaining Pod

‘_ officer shall roam back and forth between both Pod’s, and perform the -

Room safety Checks on both Pod’s until the srtuatlon is resoIved and
the Officer can return to the Pod ' :

Pod- Graveyard 4 ' : 4 : Page 1
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GROW Program Procedures and Guidelines Regardmg Location and Resident
Classifications/Statuses ‘

Section 1: Area Security Classifications

- Section 2: Obtaining Furlough Paperwork - =~

Sectlon 3: Resident Movement to.and from GROW

Section 4: Showers/Clothlng exchanges

Section 1: Area S_ec_;uritv,Classifications.‘ |
A: Interior Garden (Located North of the 900 pod |n5|de main perlmeter)

ThlS area is generally aCCESSIble to aII reSIdents provnded no safety/securlty -

~ concerns are present FaCIllty standards for staff/reSIdent ratio are toremainin -
effect. ;I\{ISR’s, Ad- Sep, SR are all permitted provided proper staffing ratios are
‘maintained. Furlough paperwork is NOT required to utilize this area. A Core
‘Trained JDO W|II always be present when residents are in the Interlor Garden

B: Chicken Care (Short Term) Food Scrap Bucket Dellvery/Egg Gathermg

. Accompanled by JDO

Resident(s) who are not classified as A status (awaiting arraignment), or
MSR/ Ad—Sep Status may acco'm_pany a Core Trained_JDO to the West'Garden for
the purposes of emptying food scrap buckets (“Chicken buckets”) and gathering
eggs from the chicken co.o'ps This task should be completed daily Residents who‘
have earned the facility job of chicken care should be the prlmary workers for this
a55|gnment '

C: West Garden- Furlough for Ongomg Work/ Projects (All areas Located west '

‘of the Inner Facility Perimeter)

The West Garden for work of a longer duration/larger projects (more than
just emptying chicken buckets and gathering eggs) is available only to residents

GROW Program . Page 1
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- with furlough paperwork which is signed by the resident’s Probation Officer and

initialed by the Facility Director. No residents with C status (placement), A status

“(awaiting arraignment), or any residents Wlth MSR, Ad-Sep Statuses are permitted

in the West Garden.

The resident(s) must have court ordered discretion to furlough (B* or D*

: status) to utilize this area. The furlough paper work must: |nd|cate whetherthe .

resident shall be supervised by a core trained JDO or if the resident can be
furloughed to a GROW Program service provider. While working in the West
Garden, the gate between the fire egress lane and West Garden shall be locked.

C: Staff Parkmg Lot/Strawberry Garden

The Staff Parking Lot/Strawberry Garden is avallable only to reS|dents wrth
furlough paperwork which is slgned by the Re5|dent s Probation Officer and

" initialed by the FaC|l|ty Director. No C status (placement) A status (awaltlng
arraignment), or. any residents with MSR or Ad:Sep Statuses are. permltted inthe - *

Strawberry Garden. The ReS|dent(s) must have court ordered dlscretlon to .
furlough (B* or D* status) to utilize this area.. ReSIdents programmg in th|s area AR
MUST be accompanied by a core trained JDO. The Furlough paperwor__k must
indicate that the Resident may work in the strawberry garden and must be signed.
by the Resident’s Probation Ci)fficer and initialed by the Facility Director.

Section 2: Obtaining Furlough Paper_work

'Furlough Paperwork willinitially be filled out by the resident’s Probation
Offlcer The Probatlon Offlcer will ensure that the res|dent has court ordered

' dlscretlon to furlough. The Probation Officer shall indicate if the resident i is able
“to work in the Strawberry Garden under DO supervision, the West Garden under

JDO supervision and/or the West Garden under GROW. service provider
supervision. The Probation Officer will then submit the furlough paperwork to

the JRF for Director approval. Furlough paperwork without the Facility Director’s
initials is NOT valid. Once the furlough paperwork has been initialed by the

GROW Program o - Page 2
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Director it will be stored on the resrdent s respective. Irvmg pod in the orange
GROW folder. ' -

Section 3: Resident Movement to and from GROW Program ..

A: Movement to and from Interior Garden

~ Prior to resident(s) being moved to the interior garden a JDO shall perform
a perimeter check ensuring both gates are secured and any tools are secured in
the garden shed. The JDO should also be looking for other hazards such as loose

~ boards, nalls/screws etc. Once the area is secured the IDO may move the
. resndent(s) to the Interior Garden adherlng to facmty movement
pollcy/procedure When returning from the Interior Garden the resrdent(s) shaII
. be pat down-searched prlor to returnlng to the I|V|ng areas.’

B Movement to and from the Staff Parklng Lot/Strawberry Garden

Prlor to resrdents belng moved to the Strawberry Garden aJDO shall
perform a security sweep of the area msurmg the areais approprlate for '
programming. The vehicle gate must be worklng (closing) and any extraordlnary
hazards must be identified and removed before residents may programinthe
strawberry garden (running unsecured vehlcles, dellvery trucks unloadlng, etc.. )

The IDO shaII also ensure there are no sight and sound violations such as adult

workers from JCWP. Once the area has been c_leemed approprlat_e for

~ programming the JDO will locate the furlough paperwork on the pod and check to -
| make sure that the Strawberry Garden i is speCIflcaIIy Ilsted and that the facmty :
~director has initialed the furlough sheet. Attached to the furlough paperwork

will be a-“Resident Temporary Release” sheet which the JDO will fill out prior to

the reSIdent leaving the facility. Alognotein green will be made showing the

resident being released to a GROW furlough Once clearing the movement with
control a JDO will escort the residents out of the building adhering to facility
movement procedures. When returning to the facility from the strawberry
garden the residents will be pat down searched prior to entering the facility.

*GROW Program : : : Page3
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Following facility movement procedures the JDO will then escort the residents

" back to the pod. The log book will be updated in red ink to show the residents

returning from furlough and the ReSIdent Temporary Release sheet will be
completed. '

- C: Movement to and from the West Garden ’

~ Prior to Resrdents being moved to the West Garden a JDO shall perform a
perimeter check ensuring that all exits are secure and that no hazards exist on the

- West Garden (unsecured gardening tools are common and do not prohibit

residents from working in the west garden) Exits that must be secure include

N the Main flre gate between the JRF and the old facrllty, the 4 entrances/exnts to

the old Juvemle hall and the gate next to the JCWP offlce

Chlcken Care: (Short Term) Food SCJ Bucket Dellveryj 4g_g

After performing the securlty check on the West Garden and clearlng the .
movement with controla JDO may be a_ccompamed by a resident and proceed to -
the West Garden area to empty the chicken buckets and gather. eggs. The
resident(s) should always remain near the JDO, under officer supervision. -

‘West Garden- Furlough for Ongoing Work/Projects (All areas
Located west of the Inner Facility Perimeter) ‘

'After performing t"he security check on the West Gardehl the JDO will locat‘e'
the furlough paperwork on the pod and check to make sure that the West Garden

is speufrcally llsted and that the facility dlrector has |n|t|aled the furlough sheet

Attached to the furlough paperwork W|ll be a “Resident Temporary Release sheet
Wthh the JDO will fill out prior to the resident leaving the facility. A log note in

* green will be made showmg the re5|dent belng released to a GROW furlough.

Once clearing the movement with control a JDO will escort the residents out of
the building (even if the furlough is to a GROW service provider) adhering to
facility movement proceédures. When returning to the facility from the west
garden the residents will be escorted into the west sally by a JDO and pat down

GROW Program : . : : Page 4
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searched prior to entering the facility. Following facility movement procedures
‘the residents will be returned to the pod. The JDO will then complete the
Resident Temporary Release form and update the log book in red ink to show the

“residents returning from a furlough.

Sectlon 4: Showers/CIothmg exchanges

Residents returning from GROW act|V|t|es will often have soiled
clothing/shoes and may be in need of a shower. Residents with heavily sonled

_clothing or shoes shaII be given clean clothing to change into. Showers are not

always necessary but staff should use good dlscretlon favormg health and good

' hyglene

| GROW Program - ‘ Page 5
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BRIEFINGS

. 1 Day Shift Brlefmgs
A. The day shift superwsor/OlC will meet Wlth their team of
officers no later than 30 minutes past the beginning of shift.
a. The superwsor/OlC will:
1. Brief with Control
- 2. Brief with the float(s)
- 3. Brief with both pod offlcers
| 4. Brief with medlcal staff . .
' B. 'The day sh|ft superVIsor/OIC will brlef agaln with the|r staff
- ~ prior to the shift ending. L ' L
Q " C. When the swmg shift superwsor/OIC arnves they will be |
| briefed by the ‘day shift supervusor/OIC ‘
D. The swing shift supervisor/OIC will meet with their team of
officers no later than 30 minutes past the beglnnlng of shlft
a. The supervisor/OIC W|II | '
1. Brief with Control
2. Brief with the float(s)
3. Brief with both pod officers
4. Brief with medical staff :
E. The swing shift supervisor/OIC will brief & agam Wlth thelr staff
prior to the shift endmg

Briefings , , Pagel
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F. When the graveyard supérvisor/OlC arrives, they will be ~
briefed by the swing shift superVIsor/OIC
G. The graveyard superVIsor/OIC will meet with their team of
officers no later than 30 mmutes past the begmnmg of shlft
~a. The supervnsor/OIC will:
1. Brief with Control
2. Brief with the float(s)
3. Brief with both pod officers
. 4. Brlef with medical staff :
H. The graveyard supervnsor/OlC will brlef agam wnth thelr staff
~ prior to the shift endlng ' ‘
L When the-day shlft superwsor/OIC arrlves they W|II be brlefed
: by the graveyard superwsor/OIC '

Briefings 4 . ‘ | Page 2
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STAFFING

. Itis the supervisor/OIC’s responsibility to ensure the facmty maintains, at
" ‘least, the minimum stafflng requirements. '
. All employees calling in sick must speak to the supervisor/OIC.

a. The supervisor/OIC will document all employees calling in sick in the
“Call Log” located at central control. , o

b. The supervnsor/OlC will find coverage for the shlft an officer called in.
sick for, keeping in mind CORE training issues.

. Itis the supervisor/OIC’s responsibility of relieving unfit staff of duty.

a. Any staff reporting for, oron dUty, who is found unfit for duty becauSe
of emotional instability or physical disability shall be sent home. .

' b Prior to sendlng an-officer home the superwsor/OIC Wl|| call the DlVlSlon o

Dlrector

. The supervisor/OIC W|ll resolve employee confllcts SN
. The supervisor/0IC W|II deal with personnel issues lnvolvmg their shlft

‘a. Calllng the Division Dlrector is approprlate in this S|tuat|on

Staffing _ Page 1
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INTAKES AND RELEASES

a 1 The supervrsor/OIC will review all booklngs
- A. DRAI- ‘review score and authorize release.

_a. Ifnota SPO, the supervisor/OIC will caII the Division Dlrector |
for authorization to release, based on the DRAI score.

. Medical - if a resident is brought in with ‘medical i |ssues the

superVIsor/OIC will notlfy medical staff or in their absence
request medlcal clearance prior to baoking. ‘

. Probable Cause- review the completed probable cause

: statement to ma ke sure
- a. Bookable charges . N . :
" b. AII the elements of the crlme are stated in the narrat|ve

c. Date and time of arrest and booklng

. Review all PREA forms

a. VAl . A
b. Sexual Abuse Orientatiqn ‘

. Sign the Detain and Release Criteria

Intake and Releases : : : - Pagel
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DRAI Instructions

. DRAIs are conducted for new charges only. They are not conducted for
- -youth presented only on 777 WI, warrants, court-ordered bookings
courtesy holds, cite and releases, transfer ins from other county facilities,
or JDAP/furlough fallures

. While it may seem obvious, try to fill in every blank on the top portlon of
the DRAI form. : :

. The next two sections are self-explanatory.

. Prior offense history. At this part you look up the minor’s name in JALAN .
~ (Section 5 - Proceedlngs / File Update). Then, review every case for- A
- ;SUSTAINED Mlsdemeanors or Felonles If it's a JAC case or SARB don teven -

con5|der it for this sectlon ' S

. Aggravating and Mitigating factors — This is like a script. Ask questions
almost in the exact order the factors are Ilsted The first two aggravating -
factors will be answered: by the probable cause declaration / arresting
agency. The first five mitigating factors are just facts to be checked in
JALAN. Pay special attention to any dlscrepancy between the minor-and
parent statements for the remaining factors. If decent rapport is
established then the drug, school and gang questions will be close to the
truth from the minor. The parent will know about the school but might be
clueless / lying about the gang or drug and alcohol issues. The only other

" area of concern is whether the parent will take responsibility for their child.
This where you need to pay attention to the overall story, rather thanthe
specific question, “Do you believe your child is beyond your control?” This
is where some parents will attempt to shirk their respon5|b|I|ty by making o
'lmplaUSIble statements. You will likely recognize their lack of merit.

Page 1
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INCIDENT RESPONSE

~ The supervisor/OIC will respond to all emergency situations. He/she will
be expected to respond and coordinate all activities during theincident. -

1. INCIDENTS
2. MEDICAL EMERGENCIES
- 3. SPECIALINCIDENTREPOR’_I’S

C\ INCIDENTS:

Incrdent covers a varlety of actlons Facnhty fire, lrate parent staff
shortage, staff i issues, etc. The superwsor/OlC is expected to respond to these
incidents and make the appropriate decisions. If you are a supervisor or selected
to be OIC, it is imperative that you read, know and understand all of the
emergency procedures. Remember, all the staff are Iooking at you for answers _
and leadership. Learn the thlngs you need to know and know where to look up -
the thmgs you do not know. ' ‘ '

C
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(“‘“\ - MEDICAL EMERGENCIES:

If there is a medical emergency with a resident or a staff member, the
. supervisor/OIC will take control of the situation. The supervisor will assess the
situation and make the decisions to; 1) Call the on-call medical provider, 2) Call
911, 3') Give the resident a tums or Tylenol, '4) Initiate fi‘rst’-’aid/CPR or5)Doa
combination of the above. ' ‘ '

| It is imperative to know the policy and procedures involving medical
. emergencies. It could be the difference of life or death. When in doubt, CALLTHE
ON-CALL MEDICAL PROVIDER!!! -

-----
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WRITING AN OFFENSE REPORT

Reports are written to document an incident or make a record of fact. There are
many reasons to write an offense report. - The officer may need to document the
elements of a new law violation for the purpose of filing criminal charges,
document the collection and chain of custody of evidence or found items, or to
temporarily place a minor into the protective custody of CFS. Whatever the
purpose of the report, the author must insure that the document clearly
communicates the facts, is readable, and accurately describes the events and
circumstances. When completing the offense report you must::

1. Use the approved report format.
2. Document the relevant facts of the crlme or |nC|dent
' a. Date and T|me
b. "People present -
C. .:_Locatlon of the |nc1dent
d. Nature of the mudent
e., Descrlptlon of the incident.
Detailed description. _ |
,ii. Include all elements of alleged offense.
iii. Aggravating or mltlgatmg factors (lf any).
f. Intérviews
i. Who you |nterV|ewed
ii. Who was present during the interview
iii. Date, time and location of the interview
iv. Miranda information
| 1. Time you gave advisement
2. What they specificélly said/did to indicate they waived -
or invoked the right.
v. What you asked
- vi. What they said

Supervisor/0IC- Writing an Offense Report. o Page 1
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g. Evidence
~i. Description of item
ii. Where it was found
i. Who seized it (should always be case officer)
" “iv. Chain of custody '
h. Photos Taken"
' i. Description of the photo.
ii. Who took the photo
iii. How it was saved tobe stored a as eV|dence

~ Disposition of Case

iv. Closed . |
1. Done with the mvestlgatlon Ready to be forwa rded to - - |

the PO/DA for revrew ‘

5 v Pendmg - o o
1 Needs addltlonal |nvestlgat|on

Supplemental Report -

A supplemental report is a. method of documenting facts that aren’t included‘in

the original offense report. There are many reasons why a supplemental report
might be necessa ry.

¢ Follow up mvestlgatlon after the orlglnal report is completed
o le: Documenting the nature and serlousness of i |njur|es after medical
treatment is obtained.
e Document facts obtained by other officers.
o What occurs outside of the view of the primary officer.
o- What assisting officers did or viewed that must be documented.
e Document evrdence coIIected followmg the completron of the orlgmal

report

Supervisor/OIC- Writing an Offense Report ' . Page 2
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The supplemental report carries the same case number as the original report,

“however it is designated as a supplemental report near the case number and

tracked by the date the supplemental report is authored.

_' Miranda

Miranda warning protects a person’s Fifth Amendment right against ; self—
mcrlmmatlon and Slxth Amendment right to counsel.

Right to counseli is not trlggered by the suspect’s custodlal status, but whether the

‘ : suspect has been charged with the offense about WhICh you want to mterrogate
' them ”Charged" means a. prosecutor has filed a criminal complalnt ora grand
. jury returns an indictment. Once they are charged, they cannot be interviewed

without their counsel present (or approval) pursuant to Massiah v United States
(1964). This, however does not prevent an offrcer from’ mterrogatmg the suspect
about other uncharged crimes.

Supervisor/0IC- Writing an Offense Report : Page 3
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FORM MAINTENANCE AND SIGN-OFFS

During your shift incidents can happen that will require you to review the
incident, talk with the resident, or some other kind of action. Some actions
require the supervisor/OIC to review and sign door sheets or documents.

1. Due Process:

When a resident commits a major rule violation, staff will complete a Special
incident Report (SIR) and fill out the first page of the Due Process form in its
entirety. This staff will also make copies of the SIR and provide it to the resident
and notify the resident that someone will be- speaklng with them shortIy
regarding their rlght to due process ‘ ~

After these steps are completed, the supervisor/OIC on duty will:

a. Make sure the incident is documented in the folder on the SIR and Due '

Process log , : o S
" Including the re5|dents name VIoIatlon staff hame, and if the due process

is needed : : :

b. Read the SIR in its entlrety

c. Inthe “Reviewer Concluslon(s)/Correctlve Actlon(s) section of the SIR, write
their conclusron and state whether the recommended consequences are
. appropriate. '

d. Sign and date the SIR

Regardlng Due Process the supervisor will:

a. Assign the due process to a staff member they |dent|fy as capable of
overriding a superVIsors/OIC’s decision. If there isnota staff capable of
domg so then Do ' -

. If the division director is available, ask if he can complete 1t
b. Or have the oncoming supervisor/OIC complete it. ’

The o'ncoming supervisor/OIC or assigned staff will:
a. Complete the back side of the due process form in its entirety, including

the findings section
b. Choose another staff not ihvolved in the incident to assist that resident in

understanding the process and to express the resident’s views

Supervisor/0IC - Form maintenance and Sign-offs o Page 1
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c. Have the resident give their statement of the incident. They can write it, or.
staff can write in for them on the back of the Due Process form. They can
refuse to give a statement

The party who completes the Due Process will:

a. Fill out the superV|sor/OIC’S finding of Facts/Drscussron of EV|dence Relied
Upon section on the back side of the Due Process form

b. Sign and date the form

c. Fill out the completion section in the SIR book

If the resident wants to appeal to the division director:

a. The supervrsor/OlC will c|rcIe yes” on the back side of the Due Process
form - , .
b. Place the formin the SIR book

.. Notify the director via ema|I the due process is wa|t|ng for the|r review.

2. Room Confmement

" Whena resrdent is placed on room confmement it requ1res supervrsor/OlC

approval. The resident may only be placed in his/her room for up to four (4)
hours, and onIy for their safety, the safety of other resldents or staff. If the -
resident requires further-.confinement time, medical must be notified to -
determine if it is safe for continu'ed. time in their room. If medical clears the

‘resident for continued confinement time, this must be approved by the.

Director, or their designee, and documented on a supplemental report. .

A. Citation: ‘ ‘
An officer may write a citation on a resident and recommend program loss.
The supervisor/OIC will read the citation and decide if the consequences
are appropriate for the resident’s actions. The supervisor/OlC'may also
speak with the resident to hear their side of the situation. The
supervisor/OIC will sign the citation and agree or disagree with the officer’s
recommended consequences.
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(“‘\ B. Special Incident Report:
b An officer may write a Special Incident Report on a residentand
' recommend program loss, room confinement. The supervisor/OIC will read
the SIR and determine if the consequences are appropriate for the
- resident’s"actions. If so, Due Process must be initiated. -

3. Suicide Watch
If a resident is on SUICIde Watch he/she must have an Observatlon sheet
taped to h|s/her door. It is the responslblllty of the superwsor/OIC to check
~ in with the re5|dent have a conversation (if possible) with the resident and
write a review on the door sheet. This should be done several times durlng
_your, shift but mandatory a m|n|mum of twice per shift.

4, Admmlstratlve Separatlon _ : : : _
Ifa re5|dent is.on AD-SEP, he/she must have an observatlon sheet taped to .
: h|s/her door. It is the responslblllty of the supervnsor/OIC to check in with
( } o the resident, have a conversation (if possible) with the resident and write a
" review on the door sheet. This should be done several times during your
" shift but mandatory a minimum of once per shlft '

- 5. Grievances:
Grievances are to be addressed as soon as possnble by the supervnsor/OIC
on duty. (See Grievance Policy and Procedures) '
6. Communication Box ‘
Supervisors/OIC must check the communlcatlon boxes on each pod at Ieast

once during their shift.
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New Hire Critique’s

New hire Critiques are designed to provide feedback to the new hire and the
Management team during their first 6 months, or up to 26 additional
observational reports on the job following their satisfactory completion of the

-Shasta County Juvenile Rehabilitation Facility Evaluation and Training Program, or
- FTEP. The FTEP lasts approximately 88 hours, but can be extended for additional -

training or remediation as deemed necessary by the FTEP SuperVIsor and Division

| Director. The daily observational reports, DOR, are used to identify areas that

he/she needs to improve on and more importantly, what he/she is doing well on.
The DOR’s should be objective and honest, but professlonal Upon completlon of
the shift, the Facility Training Officer (FTO) providing the -DOR~ will go over the
DOR with the new officer so that-he/she has a clear understandlng of the areas

where |mprovement is needed

. The -DOR- is rated ona set of S standards Below Standard Meets Standard o
" “Exceeds Standard Fails to respond to training (NRT), and Remedlatlon (RT). These

are defined in the New Hire Orientation file that is given to each new hire on their
first day of service. : »

Ifanew hire fails to meet minimum standards, they will be give"n an opportUnity 3

for remediation. Remediation shall last as long as deemed necessary by the FTEP
Supervisor and Division Director. If the new hire is unable to meet the minimum
standard, they will be given an opportunlty for remediation. If the new hlre fails

to respond to remediation, they may be term|nated from service..

New hire cr’itiques are very subjective and shouId be taken serioust New officers -
need a lot of coachlng and mentoring and unless they have previous institutional
experience, they will need a lot of coaching during the|r flrst few months on the
job and continuous relnforcement

DOR'’s will be completed on a daily basis by assigned FTO’s and turned into the
FTEP Supervisor who will retain them for training purposes

Page 1
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PUBLIC INTERACTION

The Supervisor/OIC will be expected to maintain professional public interaction.
He/she shall be polite and supportive of the Probation Department and all
employees under all circumstances.

There are a number of circumstances that arise when a supervisor/OIC is asked to
intervene.

1) Irate parents on the phone dem-anding to talk toa supervisor/OIC
a. The superwsor/OlC will find out from the JDO what the problem is. The
supervisor will then try to resolve the conflict, as polltely as possible. If it
~cannot be’ resolved at this level, refer them to the D|V|s|on Director,
: durlng the’ next workmg hours : : : "
2) visiting . I

n . a. On occasron the superV|sor rs caIIed to talk W|th a parent or another
(\ } . visitor that has been denied a visit. ' ‘

. f they are notan approved visitor: Explaln pollter the V|SIt|ng pohcy
and refer them to the probation officer, if appropriate.

2. If they are suspected of being under the influence of drugs or
alcohol: If the supervisor/OIC agrees that the visitor is likely under
the influence, the visit will be denied and the supervisor/OIC will
~ determine if-Redding PD needs to respond or if the parent needs to -

be detained for the safety of the community.

a) The visiting officer will make an effort for the|r well-being by

- offering to make a ‘telephone call for them to arrange a ride
and/or encouraging the visitor to take safe transportation.
b Warrants:

. If the visitor has a low-level mlsdemeanor warrant the visiting officer -
will tell him/her that the warrant must be taken care of during the next
week but that the visit will be allowed that day and a note will be made
of the conversation.

('z
et

R —
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(A\ - 2. If the warrant is for a more serious misdemeanor or felony, the visiting
‘ officer will contact the supervisor for the direction. The supervisor/OIC
will call SHASCOM and inform them of a parent with a warrant.

3) Law Enforcement: .
| | a. .‘Occasio‘na_lly L/E will bring in a resident that heeds to be
‘medically cleared. (And medical staff are not here) The .
.supervisor will politely explain our medic_él pblicy to the:
Officer. Sometimes the Officer gets angry, supervisor’s shall
| maintain a profes‘siohal_., polite attitude and explain again
“we” will not accept custody of the resident until medically
cleared. Even if the officer gets rude, remain calm and try
and explain the policy one more time... - |

~ Supervisor/0IC - Public Interaction Page 2
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(\ . : WORKER’S COMP PAPERWORK

If an employee hurts themselves at work and reports it to you (SUPERVISOR OR
OIC), you must fill out the appropriate paperwork '

In the supervisor’s office is a white binder labeled “The Workers Compensation
Process.” In that binder is all the paperwork needed for an injured employee.
Also, in central control there ‘will be several “packets” of the complete paperwork
for OIC Officers. |

Instructions:

1. Have employee sign Department Claim Log
2. If employee declines medlcal treatment:
a. Have employee f|ll out and srgn the Declmatlon of Medlcal Treatment

Form

b. Supervrsor wrll fill out Supervrsor s lnc1dent Report

C \) - 3. If the employee wants (non- emergency) medical treatment, you will give
- them a claim packet. (Together with the employee complete the Clalm
Form (DWC-1) _ ' '
a. Employee sectron All questions must be answered by the employee

onIy

b. Employer section: You do not need to f|l| out questions 14 or 15..

C. Bottom of page, have the employee sign and date.

d. Send original to D|V|$|on Director (Ed Mlller) who will send form to
Admin ASAP. )

4. Completmg SuperVIsor s Incident Report
a. Th|s form must be completed within 7 days of recelvmg |nformat|on of
: an |njury or lnCIdent (MUST BE COMPLETED BEFORE YOU LEAVE SHIFT

PER DIRECTOR) v

‘b. The purpose of the Supervisor’s Incident Report Form is to get the
specific facts; Who, What, Why, Where, When and How."

Supervisor/0IC- Worker’s Comp Paperwork | - Page 1
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c. Investigate the injury or incident, even if employee declines medical
“treatment. ' ‘ "

Focus on how the i injury or incident occurred.
. Location of Incident:
‘Description of the injury/body part injured.

Injury source

Description of incident ‘

Investigate and comment on source of i |njury

1) Unsafe Act

. 2) Preventive Action(s)
j. Lost Time certification from Supervrsor/OIC

1) Name of clinic, phys|C|an or hospital

k. -Supervisory Signature
l. ‘Witness Statement .

"1) Get the W|tness statement onalli lnjury or mcrdent reports

Sm ™o oo

EXPOSURE

An exposure occurs when blood or other potentlally infectious mater|aI (of
another animal or person) enters the body through a break in the skin or through
the mucous membrane (eyes, ears, nose, and mouth).

ALL exposure to Blood Borne Pathogens (blood or other potentially infectious
materials) must be reported to the supervisor, and the employee must be seen at
Redding Occupational Medical Center (ROMC) within 24 Hours of exposure.

Once the paperwork is fllled out turn all appllcable paperwork in to the Dlrector

for review.

Supervisor/0IC- Worker’s Comp Paperwork | oo _ Page 2
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9

ADMINISTERING MEDICATION
The Supervisor/OIC shall pass out medication in the following way:

% Go to medical and get the medication cart.
Go to the pod medical room, prepare the cart.
Have a pitcher of water on the medical cart.
Have small drmklng cups on the medical cart.
Place cart in doorway of medical room -
“Ask pod staff for a resident that receives medication, one at a time. {either
by radio or by close direct communication) ,
X3 Verlfy the medication with the ID Bracelet of the resident. .
¢ Obtain the resident’s medlcatlon from the cart and place it in the resrdent s
hand ' : -
» Have the re5|dent place their medlcatlon mto their mouth ,
Have the reS|dent ‘swish” the water in the|r mouth and swaIIow thelr
e medication and water.
-C“") ¢ Have resident open their mouth, to wsually look for the medlcatlon
- - .*%¢ Have the resident “blow” into the air.

o o
oo ofe o

b

hX

S

*

Should an Officer find medlcatlon ina re5|dent s mouth after they have claimed to. ‘

have taken it or observe a resident “spit” something into their hand or garbage
they will talk with the resident about the incident. An InC|dent Report shall be
written descrlbmg the medlcatlon incident.

Supervisor/OIC- Medication ' . ~ Pagetl
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FOREIGN NATIONALS BINDER

Located at the Bookmg Desk is the Foreign Nationals Binder. This blnder has
instructions and the necessary forms to fill out in the event we get a resident that
is a Foreign Natlonal

It will be the supervisor s/OIC's responslblhty to notlfy the consulate If a re5|dent
proves to be a Foreign National, | '

There are'strict guidelines and time constraints on reporti'ng
BASIC INSTRUCT IONS FOR REPORTING FOREIGN NATIONALS

1) Were they born'in the Uu.s.?
A. Yes - Bookthem.
" B.No = Goto#2
2) Do they have a green card?
. A.Yes . Goto#3 - | ‘ ,
B. No -. Contact Immlgratlon and Customs Enforcement (ICE)
http://www.ice.gov : : :
3) Is their country of origin on the “Mandatory. Notlflcat|on List” s‘ee:
http: //travelh state.gov. /Iaw/consular/consular 5125 html
A. Yes - |
i. “Inform them they can communlcate with the Consulate and yo you
must notify consulate of arrest/detentlon
i. Fax the nearest Consulate for that country, regardless of the
minor’s request, without delay '
iii. Log the contact attempt: date, time, number, etc. if no fax is
o available, call person to person.
B. No Goto#4 :
4) Do they want to contact their Consulate?

A. Yes - ~
‘ i. Locate consulate contact lnformatlon and allow them to contact |
consulate without delay. Note: the consulate must be allowed to
communicate with nationals in detention prowdmg them with
, legal representation.
B. No~

i. Proceed with normal booking.

S i
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NOTES:

Do not inform consulate of detainee’s refugee or asylum status. If the
consular officer insists on information that the resident does not want
disclosed, staff shall advise the SuperVIsor/OlC The Department of State
must be contacted 202-647-4415.

" Detainee may communicate with consular officer and may request consular

access at any time (whether previously declined or not).
Consular officers may have access to detamee regardless lf detainee

- requests it.

You may have to search the mternet to find the closest consulate contact

information..

- Staff shall make a note of the completed not|f|cat|on on the face sheet in-
“the reSIdent 3 f|le Staff shall also retain the Consulate Notlflcatlon Form _
- and fax conf|rmat|on in the f|le, Wthh will also be scanned into Fllebound

Supervisor/OIC - Foreign Nationals Binder ' Page 2
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PREA RESPONSIBILITIES

PREA RESPONSIBILITIES OF THE SUPERVISOR/OIC

Supervisor/0OIC- PREA Responsibilities
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N

" AREAS OF RESPONSIBILITY -

The Director will assign every supervisor a specific list of responsibilities. This list
will be kept in this binder and updated by the Director. ‘

~ Ifa superVIsor is gone for an extended perlod of tlme an actlng superwsor may bef R
. appomted to take hls/her place The actlng superwsor shaII assume aII dutles on
the I|st of the supervnsor he/she is. replacmg

@
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Daily Responsibilities

1. Shlft Briefings
a. Make sure all pods and control are updated from the previous shift
2. Perimeter checks
a. Make sure perlmeter checks are completed
3. Checkto see if there are pending SIR’s, grlevances due process.
4. Assist float/booking - ' ‘
a. Officer’s breaks
"b.  Bookings

. 5. Make unannounced “rounds” to the pods at least once per shift (PREA

requ:rements)

- 6. Check communlcatlon boxes on each pod

a. Route iterns from commumcatlon box to approprlate places’
b. Address grievances ‘ ’

A Check to see if any re5|dents are on AD SEP or sumde watch

a. Slgn door sheets- Check t|mel|nes
8. Check with Control

a. Review. daily calendar
9. Saturday |

a.- Inspect pods for cleanliness (Pod cleanlng sheet)

b. Make sure all of building gets cleaned

c. Assist with visiting -
10.Sunday- -

a. Assist with visiting ,

b. Be available for potentlal problems durlng VISltlng
11. Swing Shlft/Weekends : .

a. Pass out medication when nurse is off-duty
12.Graveyard _

a. Review required tapes? .
13.Check with kitchen staff and medical

a. Check to see if they have any issues or concerns
14.Sign off all cites and SIR’s

. Supervisor/0IC - Daily Responsibilities : Page 1
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DIRECTOR NOTIFICATION
The Director of Shasta County Rehabilitation Facility shall be notified when:

1) A resrdent is placed on Surcnde Watch and/or ina Safety Gown. (CALL)
2) A resident is O.C. Sprayed (EMAIL) -
~3) Aresident is restrained (WRAP or hard restralnts) (CALL) .
4) A-resident is injured and taken to the hospital  (CALL) (Parent/Guardlan _
must be notified once the resident is taken back to the exam room)
5) When a resident scores low enough on the DRAI and there are noSPQ’son
duty to approve release (CALL)
6) Any serious incident: (CALL) . ,
a. Serious resident InCIdent (use of force or questronable use of force)
- b. Serious staff mcrdent (OSHA must be notified if admltted to the
" Hospital) _ ‘
.. Serlous.Faclllty'incident: -
1. Bomb threat - |
_ 2 Fire
3. Facrhty Lockdown

ASSISTANT CHIEF NOTIFICATIONS

The Assistant Chief Probatlon Officer shall be notlfled wnthln 60 mmutes of the
incident when

1. A resi’dent is placed in a Safety Gown (telephone call or text message)
2. Placement in the Safety Cell or Tran5|t|on room for Surcrdal issues
(telephone call or text message)
3. Removal from the gown and/or safety cell (e-mail)
4. Serious and/or questionable use of force incidents (telephone call or text
‘message, by the end of the shift) | S

The above are all mandatory Dlrector and Asmstant Chief Notlf' catlon and shall
be done by the supervisor/OIC.

Supervisor/OIC - Director Notification - Page 1
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| o - SAFETY ROOM

If a resident is placed into the safety room, Title 15 requires:

SUPERVISOR/OIC
1) Prior to placement in the safety room, supervisor/OIC approval or
~ directives from medical personnel
2) If approved the sup,ervisoAr/OIC will:
a. Notify Division Director - | :
b. Notify medical staff (|f they weren’t the ones authorlzmg the safety
room) '
" C. .Evaluate reSIdent every 2 hours and document evaluatlon on
~ Observation Sheet . o
. .Ensure Special InC|dent Report is wrltten o

The safety room shall be used to hold only those reSIdents who present an
immediate dangerto themselves or others, who exhibit behavior which results in-
the destruction of property, or reveals the intent to cause self-inflicted physical
harm. It shall not be used for punishment or diseip'line, or as a substitute for
treatment. ~ ' ‘

Supervisor/OIC- Safety Room ' - : Page 1
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Supervisor/0IC will make sure staff does the following:

1) Provides direct supervision
2) Document every'>15v"m‘inutes§ the resident’s behavior witha note of actual
time on the Observation Sheet
a. Make sure staff writes detailed, specific notes.
i. Staff’s efforts of intervention
ii. Ate or declined meals, water, etc. Specific tlmes
iii. Offerlng of water, toilet, etc.
3) Offer water every 2 hours (paper cup)
. 4) Offer meals and snacks, at appropriate tlmes (dlsposable safe eating ware)
. 5) Offer use of t0|Iet and provide asslstance if necessary
6) erte incident report ' _
" a. Make sure in the mcrdent report to mclude
i. - Detail the events resulting in using the safety room -
i, The attempts to use less restrictive'means of co_ntrol
“iii.  Details and documentation of decisions to continuge and end

‘placement in safety room.

- NOTE:

o Be sure and have good documentation describing the events that led up
- to placement in safety room and while in the safety room.
o Make sure staff writes detailed notes on observation sheet.
¢ Make sure medical staff is notlfled
o Once out of the Safety CeII/TranS|t|on Room, make a copy of the tracklng
sheets and provide it to Medical.

Supervisor/OIC- Safety Room : ' : Page 2
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TIMELINES

**%* Notify Division Director***

Restraints: Hard Restraints and The Wtap '

When using restraints, there are specific timelines that must be followed.

1.

Every resident in restraints must be under continous direct visual

uperwswn :
CFMG will be notified WIthln one (1) hour of" placement in restralnts

. -The on-call provider must come to the facility and provide a medical
‘assessment within two (2) hours of the resndent being placed in restraints.

The resident must be medlcally cleared through an on site face-to-face

. assessment by Health Services staff and approved for remaining in phy5|cal '
restraints. This on site: clearance must take place every three (3) hours
'thereafter to determine approprlateness of continued use of restralnts
. As soon as possible, but within four {4) hours of placement in restraints, the

resident must be evaluated on site by a licensed mental health professional
to assess whether the resident needs immediate and/or Iong term mental

‘health treatnient.

Hydration (water) offered every half hour, and documented.

.. Sanitiation (bathroom) offered every hour and documented.

At a minimum the resident’s behavior and any staff interventions shall be
documented at least every 15 minutes. o
Range of motion exercises of aIternatlng extremities a minimum of ten (10)

 minutes every two (2) hours.

10.Restraints checked for tightness once (1) every. 15 minutes.

m
Float/Pod/Supervisor - Timelines _ _ .- Page 1



}

POST ORDERS - FLOAT/POD /SUPERVISOR

Safety Room:

Iifa re5|dent is placed in the safety room, the following t|meI|nes must be

foIIowed

-.\-‘9’.‘"':“5“'!\’!-‘

Safety gown

Continuous direct visual supervision

Behavior documented every 15 minutes

Water every two (2) hours

Prov15|ons for meals at appropriate tlmes
Evaluated by a superwsor/OIC a minimum of every four (4) hours.

“Medical staff shaII be notified no Ionger than one {1) hou ofa re5|dent .
' belng pIaced in the safety room. . -
. The resident must be medlcally cleared for contmued safety room

placement every 24 hours..
Mental health evaIuatlon must occur W|th|n 24 hours of pIacement ina

safety room

Float/Pod/Supervisor - Timelines - : Page 2
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OC Pepper Spray:

!
‘/3
P

lf a resident is sprayed with OC PEPPER SPRAY, the followmg timelines must be
followed for decontamination: '

~ 1. All residents sprayed with OC must be referred to medical personnel as
- soon as possible and if medical personnel are not on site, the on-call
- medical provider will be notified as soon as safe to do so. ‘ ,
2. ReSIdent will be allowed to flush face and eyes with cool water or a shower
_ of cool water. ' ' . ‘ .
3. Direct supervision for one §1) hou from time of spray incident.
4. All contaminated |tems (clothing, beddmg, etc.) should be removed and
‘ Iaundered '

Float/Pod/Supervisor - Timelines . S Page3 .
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SUPERVISOR/OIC EXPECTATIONS

“As a team and individually embrace the following values:”

#:= Dignity _&_Ré‘spect for our clieﬁts, publtic and empléyees. |
| £ Inteérity to do the righf things for the :right réasons —all of fhe time.
4. Leadership to develop an organizatioﬁ that is sustainable and will attain
nafional prom‘inenCe.- o
Sk R'e_haly)ilitation.,‘is fou’ndéd in a belief that people have the'a_bili;cy to
tr{a:né.form‘info 'Iaw-aj\_vbidi:ng .ihdi\‘./ianls.'A" | ’
( “\-}, . 13 Coﬁtﬁbution of everysnn.é is valuéd and éVéfyoné has the ofoﬁértunity to
| pérfdrm to their hjghe’s"c po_tehtial.
Ak Cohﬁmitmentlto proViding service exce"e_nce to achieve pdsitive outcomes
for healthy families and communities.
£k Colla'boration by workin.g with others to mékimize efforts and achieve
pbsitivé fésulté.
4k Fvidence-based pfacticles and policies as a way of assuring that our best

efforts are leading to desired outcomes.

Supervisor/OIC Expectations Page 1
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It is expected that you will maintain the philosophy and expectations set

-forth in the mission statement of the Juvenile Rehabilitation Facility, both on duty -

and off duty. As management, you are expected to support the team’s decisions,
support the decisions of the Division Director and follow all directives with

motivation.

As management:

You are expected to make decisions that are Ioglcal sound and
within policy.
You are expected to be a teacher, mentor and role modeIs for the

- officer’s under your care and gwde them in the proper direction.
You are expected to act quickly and know what to do in emergency

situations.

You are expected to have clear, effective and carmg communication

with the officers you work with.

You are expected to notice'when an officer is doing well and are

o expected to address an officer when they are not domg well.

<% Part of being a teacher and mentor is to help offlcers when
they are having problems. .

+ Site files are used for “good” notes and “not so good” notes.
(You should be making an. entry AT LEAST bi- monthly on the
staff you supervise.) P

< Lead by example, not by your words.

" You are expected to treat the residents and everyone else with

‘respect and consideration.
You are expected to confront serlous |ssues as they arlse ALWAYS

‘ 'You are expected to know Policy and Procedures

Supervisor/0IC Expectations : : Page 2
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KEY MANAGEMENT

Once per shift, a supervisor/OIC will check the Key Management System
and verify contents.

If an Officer arrives to work without their swipe card, they W|II be sent
home to get it. (tlme permits) '

If an Officer arrives to work without their SWIpe card and there is no'time
to send the Officer home to retrieve it, the supervisor will open the key
locker for them to obtain a set of keys. You will also remind that Officer

that they may not “borrow” another Officer’s card. The supervisor will also

o place a note in the Officer’s site flle regarding not bringing swipe card to

work. Two occurrences of forgettmg your swipe card (should) will be a
performance reminder. .

If you are the OIC-and an Officer forgets h|s/her swipe card you. will open B
the key locker for them and leave a note for that Offlcer $ superwsor ofthe. -
|nc1dent (Also foIIow the dlrectlves above) I ' o

Supervisor/OIC -~ Key Management. C S Page1
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(“\ - Contract County Commits Instructions

Intake

1. Placmg Counties will obtam clearance prior to admrssnon as descrlbed inthe
business rules. ‘
2. Placmg Counties will prowde documentatlon to the JRF, mcludlng
‘A. Name(s), phone number(s), and email address(es) of the case
- carrying probation officer/probation contacts.
B. Documentation that the youth is on formaI probation as a Ward of
the Court, or has been ordered detained. :
1) Ifthisis a Fresh Arrest, the Placmg County shall provnde
enough information to support a probable cause declaration
that shall be completed by a Superwsmg Probation Offlcer or .
the Facility Director. : 5 '
2 2) If this i is a Warrant Arrest a copy of the warrant .
o 3) If thisis a Commltment Arrest, a copy of the Juvenlle Court
(“ B - : Order. :
S .. C. The criminal history of the youth if appllcable
. The eta of the youth’s arrlval atthelJRF.
. The date and time the Placmg County will pick up the youth if
apphcable »
F. Ildentifying information of the youth.
G. Information regarding known medical condltrons mental health -
_ diagnoses, medications and allergies.
" H. If applicable, any of the following:
1) Juvenile Court Orders
2) Consent to medical treatment sighed by the parent/legal
guardian/Juvenile Court Judge.
3) Any dispositional or supplemental reports assouated with the
youth’s current commitment. = '
- 3. The JDO completing the intake shaII
A. Pre-booking
1) Insure that a PC Declaration is completed.
a. Fresh arrest or warrant PC Declaration shall be _
L) ' ‘completed by a Supervising Probation Officer, Facility

m o
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Director, or other officer in the Deputy Probatlon Officer
- Classification.

b. Commit PC Declarations can be completed by the JDO
completing the intake. The JDO shall indicate in the
narrative portion of the PC Declaration “Transfer in for
Long Term Commitment from **** County. Simply put
“Contract Commit” in the charge portion of the PC-
Declaration. | | '

B. Complete the Intake Medical Pre-Screening form
1) If the youth requires a medical clearance, then the
~ transport officer is respons1ble for obtaining that prior to
accepting custody. o
2) . If medical paperwork or medlcatlons accompany the youth,
~.the nurse or on-call medical provider shall be contacted to
‘obtain necessary orders.

C Booklng , 4

o 1) Complete the followmg
Face Sheet : :
The aSS|gned probation offlcer caseload is P0148 :
_Property Sheet
VAI

Detaln/release

Medical Bracelet

Search Form

Medical Consent Form

Chlamydia Screening

Sexual Abuse Orientation

Door Tag | "

Pod Info. Sheet
. Release Form

Resident Orientation

***Note, the DRAI and Live Scan process wnll not be
done for contract county youth.
2) Classify the youth and assign them to the appropnate pod.

OF 3T AT T oM -heee o

. . ) N
Follow the Courtesy Hold instructions, DO NOT initiate a file on these residents

Page 2
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Supervision/Case Management

1. Contract County Youth shall be assngned to Caseload P0O148, which WIll be
' superwsed by the Supervising Probation Officer assrgned to the JRF
2. For the initial case set up, the SPO shall: '

A.

‘Contact the case carrying probatlon officer at the Placmg County to
establish communication, insure contact information is exchanged,
and request additional information as deemed necessary.

Compleéte assessments (PACT, other as deemed necessary) to identify

Criminogenic Needs and other pertinent | information.

Meet with JRF- Medical Staff to insure that medical needs and
medications are in place and covered.

. Gather the information necessary to complete the lnstltutlonal Case

Plan, and then complete |t W|th|n 72 hours of acceptance of the -

- youth.

Meet with SCOE staff to |nsure requrred school mformatlon has been ‘
received, IEP status, and status of reqwrements for

‘graduatlon/educatlonal goals.

3 For case management/mamtenance the SPO shall:

A.

Update the Institutional Case Plan a minimum of every 30 days, or as ‘
needed. '

B. Visit the youth in person, a minimum of once per week and author a

case note regarding the visit.
1) This case note shall include:
a. -Case plan goals and objectlves
. b. Current behavior
c. Family contacts =~ . T
Communicate with the placing counties office of education' when
necessary.
Bi-weekly (Twice Monthly) reports shall be created in JALAN (****)
and emailed/faxed to the case carrying PO. Information shall
include: '
2) The youth'’s progress and participation in programming.
3) Case plan progress
4) Results of weekly SPO contacts

Page 3.
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5) Pertlnent JDO case notes

6) Visits

7) Therapist contacts

8) Citations or SIR’s

9) School progress ,

10) -Changes in classification

11) Any other pertinent information

Medical

1 JRF Medical Staff shall work W|th Contract County to obtain necessary

. .releases and medical history.
2. JRF Medical Staff shall work with the SPO and Contract County to |dent|fy
and receive necessary medications. A ~ :
3. JRF Medical Staff shall obtain-authorization from the pIacmg county prior to
- setting up apporntments for medlcal issues and servnces not covered by the :
" JRF Medical Provider. | '
1) The Contract: County is respon5|ble for prowdlng transportatlon
~ unless the JRF Director authorlzes transport by our staff
4, Medlcal or Psychiatric Hospitalization.". :
1) In cases where the youth must be hosprtallzed pursuant to Sectlon
5150 Wi, or for an emergency requiring Iong-term hospitalization or
surgery, the SPO shall work with the Contract County to:
~a. Provide their staff to augment JRF detention staff.
b. Request that the placing court release the youth to their
parent or guardian . -

Termination from Custody -

1. The JRF Director shall work WIth the Contract County to make approprlate -
custodial arrangements if the need arises.

Page 4
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OIC EXPECTATIONS

A select few Officers have been identified as “Officer in Charge” capable. It is

‘hoped that this list will continue to grow as Officers become more .
knowledgeable, supportive of the overall operatlons of the JRF and have the

desire to be the OIC. '

‘Being in charge of the shift, residents, officers and facility is. a huge
“responsibility. You were chosen to fill this position for a number of reasons.

Management sees the OIC having the following qualitiesf '

Knowledge Base

Leadershlp Skills

Ability to make dec|S|ons that are sound and W|th|n pollcy
. Work Ethlc L |

' Supportlve of the JRF mission and goals

.. Supportive of management L S
Values — doing the right thing for the right reason
Rapport

© N o -!-"‘P-'SP NP

As the OIC, you are expected to follow the guidelines set for the supervisors. (See-
Supervisor expectatlons ) - :

As the OIC, Officers wnll be expected to follow your dlrectlves

| As the OIC, you are expected to confront, handle and report all serious issues,

with the residents or staff. In very serious situations, calling the division director is

appropriate.

Supervisor/0IC- OIC Expectations Page1.
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PURPOSE:

CITIZEN’S COMPLAINTS

To provide a system of receiving, reviewing and investigating citizens’ complaints, =
which protects the public interest as well as the mtegrlty and reputatlon of the
Probation Department and its employees.

'POLICY:

The Shasta County Probation Department hereby establishes th|s pollcy, in
accordance with Section 8325 of the Callfornla Penal Code to establish a |
procedure for receiving, reviewing, and |nvest|gat|ng complaints by members of
the public against personnel of the Probation Department.

-PROCEDURE:'

L Complalnts by members of the pubhc involving the Shasta County L

Probatlon Departments personnel may be made by telephone mall or in
person. :

A.

Verbal complaints should be directed to a Supervising ‘Juvenile

Detention Officer, Supervising Probation Officer or Division Director °
(not to the Officer of the Day), who will attempt to resolve the i issue
or provide the complalnant with a Cltlzens Complaint.

Citizens’ Complaint forms shall be avallable at all Shasta County

- Probation Iocatlons along W|th the C|t|zen Complalnt Procedure

Brochure.

If a complaint is initially made by telephone; a Citizens’ Complaint

form shall be mailed to the complainant. The Citizens’ Complaint .
form must be submitted either in person to any Shasta County

Probation location or by mail to:

Supervisor - Citizen’s Complaints ' . - Page1l
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Shasta County Probation
ATTN: Administration

1525 Court Street. 1% Floor
' Reddlng CA 96001

~ D.  All complaints whether verbal or written shall be reviewed and
' investigated.

Il.  All completed Citizens’ Complaint forms will be referred to the Assistant
~ Chief Probation Officer (ACPO.) If completed forms are submitted out5|de
- -of normal County business hours applicable to the Administration Division
- of Shasta County Probation, the complaint will be referred to the hlghest
- rankmg supervisor on duty in the mvolved drvrsron :

A If the complalnt does not requrre lmmedrate action, the supervrsor_
N ~will advise the complamant that he or. she will be. contacted by
( Yy Jpersonnel from Admlnlstratlon as soon as practlcal '

B. If the complalnt is of such a serlous nature that |mmed|ate action
should be consrdered the supervisor will . contact the Division
Director. ' '

'C.  Pursuant to Section 832.7(b) of the Penal Code, the complainant shall

~ be provided a copy of his or her own statement at the time the

complaint is filed. The complainant is not entitled to any documents

other than his or her own statement unless the .complainant is
entitled to those documents under.some other provision of law.

.  The ACPO will document all complaints by members of the publlc Aninitial
investigation of the complamt will be conducted. Following the initial
investigation, the ACPO may determine the disposition of the complaint or,
if appropriate, the ACPO will assign an internal affairs investigator to
investigate the complaint. As a general rule, investigations of complaints
shall be completed within 90 days following the date the complaint was

Supervisor - Citizen’s Complaints : . Page2
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m -initiated. However, the ACPO has the discretion to extend this time limit.
Following. investigation of the complaint the ACPO shall make a finding
regarding the merits of the complaint.

A.  The possible findings are:

1.

FrivoloUs

The complalnt was either (1) totaIIy and completely wnthout
merit, or (2) made for the soIe purpose of harassmg the peace
officer.

. Unfound.ed

The |nvest|gat|on clearly establlshed that the aIIegatlon is not‘

true..
- Exonerated

. The investigation clearly estébliéhed that the actiOnS of the
‘peace officer that formed the basis- for the complalnt are not

violations of Iaw or department pohcy

Not Sustained

"The investigation’ discloses insufficient evidence to- prove or.

disprove the allegation(s).

"Sustained

The mvestlgatlon discloses that the act complamed of did
occur and constitutes mlsconduct ' o )

IV.  The department will provide written notification to the conﬁplainant of the
disposition of the complaint within 30 days of the disposition. If an address

Supervisor - Citizen’s Complaints . Page 3
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was not provided, an attempt to notify the complainant by telephone will .

A

B.

The finding.

~ be made. The letter will mclude

An explanation of confidentiality restrictions imposed under Section
- 832.7(a) of the Penal Code.

Complalnts and any reports or findings relatmg to the complalnts shall be
retamed and filed as follows ~

A.

Records maintained pursuant to this policy shall be mamtamed in .
accordance with Section 832.5 of the Penal Code and shall be kept
secure at all times with access only by designated personnel. These
- records shall be confidential and shall disclosed in any criminal .or
~ civil proceedlngs except pursuant to Section 832 7(a) of: the Penal

Internal Affairs Files

is determined thet -a- formal internal affairs

V'mvestrgatlon should be conducted concerning a Citizen’s
Complaint, the complaint,. reports and findings shall be
retained and filed as follows: :

Where the complaints are determined to be ”Sustained,”

in whole or’in part, the complaints, reports, and findings
will be retained in the “Substantiated IA File” for at least

~ five years, and copies of the findings will be’ retained.in

the “Substantiated Cltlzen s Complaint file” for at least

| flve years.

- Where the complaints are determined to be

“Sustained,” in whole or in part, copies of the
complaints, reports and findings may also be retained in -
the officer’s departmental and/or official personnel files

Supervisor - Citizen's Complaints , ~ Page4
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m : in connection with performance related documentation
‘ that may be generated as a.result of the finding. Such
performance related documentation includes, but is not
limited to, counseling memoranda, performance
evaluations, and/or formal disciplinary action.

C.. Where the complaints are determined, in their entirety,
to be “Not Sustained,” “Exonerated,” “Unfounded,” or
“Frivolous,” the complaints, reports and findings will be

retained in the ”Unsubstantlated IA File” for at least five B

years, ‘and copies of the findings will be retained in the
“Unsubstantiated Citizen’s. Complalnt flle for at least
five years. . - ' '

2. Citizen)S' Complaint Files .-

" When Citizen’s. Complaints do’ not result in formal Jinternal,
o : -.'affalrs investigations, the complalnts, reports, and flndlngs
(‘) o ' shaII be retalned and filed as foIIows ' :

a. - Where 't'he complalnts ‘are determined to be
~ “Sustained,” in whole or in part, the complaints, reports,
and findings will be retained in the “Substantiated
Citizens’ Complaint File” for at least five years.

~b.  Where the complaints are determined ~to be

' “Sustained,” in whole or in’ part, copies of the

complaints, reports and findings may also be retained in

the officer’s departmental and/or official personnel files.

in connection with performance related documentation

that may be generated as a result of the finding. Such

performance related documentatlon includes, butis not

limited to, counseling memoranda, performance
evaluations, and/or formal disciplinary action.

Supervisor - Citizen’s Complaints A Page 5
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C. Where the complaints are determined, in their entirety,
to be “Not Sustained,” “Exonerated,” “Unfounded,” or
“Frivolous,” the complaints, reports and findings will be
retained .in the “Unsubstantiated Citizen’s Complaint

File” for at least five years.

B.  Nothing in this policy shall be construed to limit any peace officer’s
rights under the Public Safety Officers” Procedural Bill of Rights Act
(California Government Code Section 3300 et seq. ) to the extent that
statute is appllcable

Supervisor - Citizen’s Complaints o 4 Page 6
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VULNERABILITY ASSESSMENT INSTRUMENT

(VAI)

GENERAL INF ORMATION

S

The Vulnerablhty Assessment Instrument (VAI) is a point-based assessment tool
designed to determine whether a resident is vulnerable to victimization and/or sexually
aggressive behavior and is required to be placed on Room Alone (XXX) status.

'A. Why complete a VAI? A
1. The Prison Rape Elimination Act of 2003 (PREA) established a zero tolerance =~
- standard for the incidence of rape in juvenile institutions and makes the pfevention of

rape a top priority.

. The VAl is used to place residents with the probability for victimization or sexually

aggresswe behav10r on Room Alone XxXX) status The intent is to separate victims

- - and aggressors by Pod and/or room. : : - :
. " Information from the:VAI will be stored in-a database wh1ch prov1ded for effectlve
' ~record keeping and access to data for analy51s '

B. Whlch minors receive a VAI" ' o s :
1. The VAI assessment isto be.completed on all minors presented by law enforcement

and probation for booklng who will be housed in the fac111ty

C. How the VAT works: _ _
1. Points are assigned to each element and the cumulative total is the score. When
_determining if a resid_ent should be placed on- Room Alone status, ﬁtst check the

Overall Risk Score for a “High” level (Score of 17 or higher). Ifthe resident has a
“High” risk level they should be placed on Room Alone status. If the overall risk

score does not indicate a “High” risk level, check the risk levels from the

Vulnerability.to Victimization score and the Sexually Aggressive Behavior score. If
either of these were a “ngh” risk level then the resident would be placed on Room
Alone status.

m
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D. VAI Categories:

1.

PPN oY AW N

Experience in Institution
Social Skills

- Perception of Risk

History of Victimization

- Offense Type

Engagement in Vlolent or Sexually Aggresswe BehaV1or

'Age of Resident
Intellectual impairment

Lack of Fit

10 File Review 4
11. Overal\l Risk Score

1.
2. .
© - the VAI to’ determme whether the resident w111 be on Room Alone status

E.‘ Procedure for VAI Screenmg
’ “Resident is presented at booking

Juvenile Detention Officer (JDO) or Superv1smg Probatlon Ofﬁcer (SPO) completes :

A “High” score will resuIt in Room Alone status.

" The Shift Superv1s0r or Officer in Charge (OIC) will review for an ovemde if

necessary

. When the VAI is completely filled out it w111 be placed in the res1dents file.

F. Overrides

1.

In the event you need movement to a lesser or h1gher risk pod or room assignment, the
Supervisor or Division Director will determine movement. Proper documentation must
be stated as to the reason why resident is moved, i.e., behavior, matunty, facility
count, etc. In support of an override please obtain collateral information from file

- review and/or parent/guardian contact.

G. 11166 WI Report

1.

If during the VAI screening process 1t is determined that you need to 1mt1ate an l 1166
report, follow these procedures: ' :

a. Ifthe alleged abuse is sexual in nature, an SIR will be initiated by the
screening staff. The SIR will state simply “during the VAI screening, the
Resident made statements that 1mt1ated an investigative report” no other
details of the alleged abuse should be in the SIR.

b. Notify the Supervisor/OIC on duty that you are initiating an 11166 report and
do as directed.

'Float- PREA - VAL Form ' Page 2
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c. Ask the Resident if the incident was reported and or investigated.
d. Once the initial report is completed, the 11166 report needs to be reported to
and faxed to the following Departments: |
i. Child and Family Services (CFS) of Jurisdiction
ii. The District Attorney’s Office, in County only, fax copy of 11166.
-iii. The Law Enforcement agency of Jurisdiction, IE: SO, PD.

Float- PREA - VAI Form . , : . Page 3
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e
SPECIAL INCIDENT REPORTS

It is the responsibility of the supervisor/OIC to read and correct all incident
reports. - o ' '

0

Supervisor/OIC - Special Incident Reports : : Page 1
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( y Documenting Court Restraints for Residents

The Juvenlle Rehabllltatlon Facility (JRF) Management Team will review and

 assess each youth on at minimum a weekly basis regarding the necessity for
mechanical restraints during transportation outside of the facility. Mechanical
restraints inelude, but are not limited to: handcuffs, belly chains, shackles, or |
other similar items.

A. All Court 'Restraint (CR) cI~assified residents will have this status revieWed
every Wednesday by the JRF Management Team,-and any changes will be
" noted on the Control Locator: The Graveyard Control offlcer will update the
_V ‘resident(s) file that night. , o S
- B. If there afe changes in classlflcatlon e|ther gomg on or comlng off ”CR" »
“ istatus, the Graveyard Supervisor or Offlcer in Charge (OIC) will case note |
Q : th|s in the approprlate file in JALAN. '- ' | _
C. Ifa res|dent is booked. i in, and needs to be transported to court pr|or to or -
~after Wednesday, the on duty OIC or Supervisor will review the resident’s
file history, and make a determination based on his/her history followi'ng _
the guidelines in the JRF Transportation Policy 7.2 section IV. to qualify use
of restraints during transport. 4
D. If it is determined that restraints will be used for transport the resident will
be placed on “CR” status at this time. The Supervisor or OIC will then case
note the reason for this decision in the approprlate file in JALAN C|t|ng the
reason/s why, which are to prevent physical harm to the juvenile or
another person, or due to a substantial risk of flight/escape.

Pagel
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EVALUATIONS

All regular employees shall receive a written performance evaluation on a County
approved form a minimum of once annually. All formal performance evaluations
shall be placed in the employee’s personnel file in Personnel. Employees shall be

given copies of any formal written review of their performance by their supervisor =

or other designated staff. Employees have the right to make comments in writing
concerning any written performance evaluation and supporting documents and
have their comments attached to the relevant evaluation and pIaced in their
personnel flle ‘ o '

.Regular formal and mformal performance evaluatlons and feedback between
ffsupervnsor and employee are essentlal to promotmg effectlve JOb performance
The goal of conductmg evaluations i is to:

1. Improve employee work performance by Iettlng emponees know what is
expected; - ' ‘ ‘
2. Set consrstent and legltlmate work standards .
- 3. ldentlfy and develop employee leadershlp, supervisory, and promOtionaI
potential;
4. Recognize and reward exceptional employee performance;

v

Serve as an accurate reflection of an employee’s performance and offer
constructive criticism to improve performance; '

o

Encourage open communication between supervrsor and employee,

N

Establish and monitor performance goals and objectives;

Identify employee training needs;

. Hold employees responsible for their work; and

10.Increase the effectiveness of supervisors and hold them accountable for the
performance of their employees.

0 o
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Whenever a new supervisor is assigned to a work unit, a new employee begins
work, or an employee changes a job assignment, the supervisor is responsible for
discussing with the employee the expected standards of conduct and
performance by which the employee’s performance will be evaluated.

1. During the course of the evaluation period any minor perform'ance

deficiency should be promptly discussed with the employee.

. If a discussion fails to correct a minor deficiency, a supervisor should advise
- the employee of the need for performance improvement and document

the discussion by way of a counseling memorandum to the employee, or by *

‘other appropriate means. (Employee site files)
. A supervisor should ¢oach-an employee in a manner that addresses any ‘

deficiency by descrlblng, in detail the desired conduct_and/or performance.

" The performance evaluatlon form is used to descrlbe the employee s
performance and summarize and record d|scussmns durlng the evaluatlon perlod
between a supervisor and an employee ‘

1. Because a wrltten performance evaluatlon is part of the process of
contlnual feedback, performance ratings and narratlves shouId never be a

surprlse to an employee.

. Each performance evaIuatlon is to be d|scussed with an emponee privately

ina face-to-face meeting.

. An employee must be glven a copy of h|s/her wrltten performance

evaIuatlon

Performance evaluations shall be completed on-or before the employee’s annual
review date.

e e}
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An employee with an overall rating of “Unacceptable” or “Improvement Needed”
shall not be entitled to a meritincrease until his/her overall rating reaches “Meets
Expected Standards,” or higher:. If an employee is denied a merit increase, his/her
performance evaluation must describe what action he/she must takeina
specified time period for the supervisor to subsequently authorize a merit
increase. ' o ‘

1. A merit increase granted under such circumstances shall not be retroactive.

.An employee may appeal any portlon of h|s or her performance evaluatlon to his |

" . or her department head. If a department head is the supervisor who prepared the
performance evaluation. The appeaI may be made to the County Admlnlstratlve
" Officer. ' ‘

Ifthe performance evaIuatlon s overaII rating is less than "Meets Expected

| Standards," by mutual agreement of the department head and the employee the
- Personnel Director or his or her designee, and a bargaining unit representative
- may participate in the appeal meeting with the department head.
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USE OF THE EMPLOYEE PERFORMANCE EVALUATION FORM

A. A supervisor must complete narrative for each rated perfo'rman'ce category. -
A narrative includes, at a minimum, a short paragraph detalllng how the
ratlng was determined. ‘

1. If a department places greater weight on any individual rating factor in
an‘identified category, the “weighted” box must be checked for the
~individual ratlng factor. . , e
2. All ratings checked as ”Improvement Needed" or ”Unacceptable must
be addressed in a Performance Improvement Plan (PIP) To be effectlve
and in order to approprlately gurde an emponee in'a deficient area of

performance aPIP must set forth; in clear terms, a descr|pt|ons ofthe o

performance problem, the standard of performance the supervisor ’
expects the employee to meet,- and a deadline for achieving that
- standard of performance. A PIP should also describe all training,
assistance and oversight that will be provided to-an employee during the
next evaluation period, and should set t|meI|nes for the employee s next
evaluatlon period. , .
3. A supervisor is strongly encouraged to set goals and objectives foreach
employee within his or her performance evaIuatlon for the next
_evaluation period. Employee success in meeting assigned goals and
objectlves shall be addressed in the next subsequent evaluatlon
~ 4. A supervisor shall glve an emponee his/her overall- performance rating
and shall provide a narrative that describes the employee’s job
performance strengths and deficiencies for that evaluation period. . : B
5. A sopervisor is encouraged to utilize the Employee Development Plan to
. identify training, education, or relevant experience an employee might
~acquire to enhance his/her promotability_ and job satisfaction.
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