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START OF SHIFT 

1. If you are assigned to Control, you wilJ report to the control room ready to .. 

assume responsibility for the post at your designated time, refer to policy 

5.1.1. 

2. The Control officer being relieved will provide a short summation of the 

status of the facility to the oncomi.ng Control officer .. 

3. Shift Briefing with supervisor: 

A. The oncoming control officer will be briefed by the on-duty sup/OIC 

B.· The control office.rand sup/dlC will review the daily schedule of 

activities and verify that all resources are available and assigned 

properly. 
. ' . . 

4. · Security System Check . 

~A:. The control officer will run a chec.k on the security system and verify 

. that all systems'.are operational. . 

1) Details Will be provided as soon.as. we know more' about the system.' ' 

5. Population Verification · 

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. All clear for programming (Day and Swing) 
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END OF SHIFT 

1. 30 minutes pri9r to the end of shift the control offic~r will begin the end of 

shift process. 

·A. The control officer will verify that all logs and tracking sheets are up to·· 

date. 

1) Facility Log 

a. Master Population 

b. All log n_otes 

c. Shift summary 

2) Pod population tracking sheets . 

a. Population verified with pod officers 

b. Popul?1tion and location of residents released to control 

(a) On site 

(i) Medicai 

(ii) · .•· Visiting 

(iii) ,·,Booking . · 

(iv) Kitchen 

(b) Off-site 

(i)' Court 

(ii) Medical 

(iii) Day Furlough 

(iv) Other 

B. Finalize the shift briefing sheet. 

1.) E-mail to Probation Juvenile all, and the on sight Medical personnel. 

C. Provide supervisor/CIC end of shift briefing 

D. Provide oncoming control .officer shift briefing. 
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CONTROL/POD POPULATION TRACKING 

1. Pod Population Tracking · • 

A~ Control will track the total population on the pods. 

1) Total population is the actual number of_ residents assighetj to a pod 

without consideration for their physical location. . . 

a. Population wiH be adjusted when _a resident is bookE'.d onto or 

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) Changes to the total population on the pod due to bookings_ 

or:releases will be tracked on the· pod tracking sheet and in 

the master:fa~ility count log: : · . 

B. Control will track the physical population on the pods. 

1) Th~ physical count is derived from the t~tal pod population_ less the 

residents released off the pod to control.' .· . . . 

a .. Control will adjustthe physical count on the pod tracking sheet as 

residents are moved. on and off the pods. 

b. While a resident is released to control, their physical location will 

be .. updated as needed. 
. . 

c. The pod staff are not r~sponsible for tracking residents that ~ave 

been released to con"trol. 

d. When residents are returned to their pod, control will adjust the 
. . 

pod tracking sheet and verify the new population with the pod 

staff. 
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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 
the facility 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 qliick · · 
reference of where all_ the residents are Jocated, or are being housed within the 
facility. 
In the event of an evacuation, t~e Central Control Officer will use this form to 
verify the wh_ereabouts of all the residents insuring that everyone is evacuated 
from the building, and quickly determine if someone is attempting to escape the 
facility during an emergency. 

How to use the Tracking Form 

. · 1. At the beginning ofeach sh if~ the JOO Assigned to central Contra.I will write 
their na~me intc;> the appropdate s.lot for their. shift. . . . 

2. After everyone does their Population verificaticm, the Control Oft'.icer will 
·note the b_eginnin~ populatio_ns in the appropri~te spot for each Pod. You • 
will repeat this at the end of your shift, and note, the ending population 
accordingly. · 

3. During the course of your shift, you will note all movement as follows: 
a. Name of resident being escorted off the Pod 
b. The Pod they are exiting, (only when being escorted off their 

. . . 
assigned Pod). 

c. The time they are exiting 
d. The dest.ination of the resident, IE: Medical~ Laundry, Kitchen, co.urt 

etc. 
i. If the resident is being released, 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 

in red, an·d the population adjusted accordingly. 
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 documentation 
requirements still apply for that log book. 
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f. When the resident returns to the Pod, the time they retµrned will be . 
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 Movemen~ Tracking Form 

Date: ________ -.,... Control Officer (Graveyard):----------

·control Officer (Day):·_. ______ _ Control Officer (Swing):--------

Be~inning/Ending pop Graveyard: 800 pop.:-'-. _ 900 pop:-. -'-. Total pop:· __ /_. _ 

. Day: . 800 pop:_. ·_1_. _ · 900 pop:~-· Total pop:_·_.-_!_. _ 

· · . ~wing: 800 pop:_ ... __ I_ 900 pop:-.. -· '-·. Total pop:-. _/ __ 

Name . . POD Time.·· Location· : POD POP 

(also use this box forre~~e or booked) 
BOP 
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Control Administrative Duties 

1. Master' Calendar 

A. Control will coordinate· with the managementteam to keep the .master 

calendar up to date and a.ccurate. 

a. All requests to add or delete items from ~he calendar must meet the 

preapproved criteria or have Supervisor approval. 

B. Offense Report Log 

a .. see Procedures for maintaining Offense report Lo~ 

C. Folder upkeep and maintenance 

D. JALAN (Graveyard) 

. a. Court paperwork 

b. Processing of all bookings and r.elea.ses 

c. Updating current residents 

1) Status changes 

.E. Approv.ed visitor list 

a. Updated daily 

1) All changes to the approved visiting list must come from 

Probation Officers or.management. 

F. Visiting list (After hours) 

a. The Ma.ster approved visitor list will be stored on the H:drive in the 

SCJRF folder under "Control.". 
. . 

1) Clerical will be responsible for updating the list daily. 

b. The visitor signup sheet will be stored on the H:drive in the SCJRF 

folder under "Control.11 

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 receptionist will take calls from 

parents for the visiting list. 
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3) After normal business hours the Control Officer will take calls 

·from parents for the visiting list. · 
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Master Calendar 

PURPOSE: 
Due to the physical layout of the SORF.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: 

• Transport (Steel) 

• Training (Dark Maroon) 

• Visiting (Orange) 

• Special Visit (R(:?d) 

• Court (Black) 
• Medical Appointment (bark Blue) 

• Scheduled maintenance:{Yellow) 

• Programmi.ng .(Green) . 
• 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 fadlity will 

be able to view the 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. This 
document will be used by the day shift ancf swing shift control officers and 
supervisors to schedule and assign resources and personnel durjng the shift. 

Control- Master Calendar Pagel 
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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 talenda_r on a regular 
basis and assure that each shift has the required personnel to meet each 
shift. 

Control- Master Calendar Page2 
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· CLASSIFICATION 

Goals of classification are to ensure the appropriate housing and programming of 
111inors, maintain thf'. security of the fac.ility, and provide for the safety and s~curity 
of staff and minors. Classification shall never be used as a tool for punishment or 
discipline. The classification system should provide suitable levels of security· for 
each minor and impose the least restrictive conditions that are -practical with 
consideration for the facility ·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. Cla~sification factors shall include, but.- are not limited to: age, sex, 
maturity,. sophistication, emotional stability, program needs, legal status, public 
safety ··considerations, and medical/mental ·health needs. Consideration.· shall also 
be given to input from other soirrces such as completed assessments; available ·· 
records, parents~ victi1.J.1S, police, and Probation.Officers. 

Classification reviews~ h1chiding: consideration forJhe levei of needed supel"Vision . 
arid. the minor's beh~vior, . shall be rev:ieweci weekly by . the Division Dfrector . 
andlor. Supervisors. _Additionally, individual classification. revi~ws may·, be 
requ~sted at any time cifcumstances warrap~. . . · 

Room assignments are· affected by a number ·of factors ineludirig sophistication, 
serious . vs. less serious .offenders, violenc~ prone offenders, . sex offenders, and 
differences in sex, age, size. and matudty. 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 making room and 
roommat~ assignments. · · 

ReviewiRemoval of special Classification status: 
A. The Division Director and/or Supervisors will review all minors' 
classification. status weekly, considering recomniendations from staff. 

· Additionally, individual classification 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 iri a minor's classification status wilt be made in the umt 
logbook, on the locator, and in the minor's file on the face sheet. 
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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 
special classification status, that status sP,ould be assigned to the 
minor upon new booking, pending review. 

·~ : . 
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CLASSIFICATION CODES 

Administrative Separation - (~D-SEP=iN RED INK) 

There are two (i) levels of Admini.stratlve Separa.tion. 

A. The first level is Administrative Separation (1) · 

1. This "Ad-Sep" is for residents that cannot be around othe·r residents. 

This resident is typically a "victim" and fears for his/her safety. They 

· are not on Ad-Sep for serious behavioral issues: One (l) Officer may 

open this resident's 'door and be prese"nt for. any movement or 

programming.· 
. -

B. · The. second level is Ad.ministrative Separation (2). · 

· 2. This "Ad-Se.p" is the highest 1.evel· ofa security i~~ue int-he facility. A 
resident is pl_aced on Ad-Sep (i) for serious charges or serious b~havior. 
·issues. Two (2) Officers MUST be present to open this resident's door 

or anytime he/she is out of their room. 

· Daily documentation is .required to remain on status. · 

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

T~is is one step dow.n from Ad-Sep_~ A ~esident is placed on this status f~r 

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 have limited contact with 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. 
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Suicide Risk - ( • ••- IN RED INK)) 

Residents classified as Suicide Risk status need to be watched closely for 

·. suicidal ideation or gestures • 

. XXXRed- (XXX-.IN RED INK) Room Alone 

Residents classified as XXX are to be housed alone. They may never have a 

roommate. This classification is usually due to .charges.or VAi results. 

NTT Red - (NTT- IN RED INK) . No Top Tier 
. . 

Residents who are on certain statuses will not be housed on the top tier of 
. . .· . .- . 

the pod~ Those status~s' include, but ar~ not iimited to: Maxim_um Secu_rity R.isk, 
. . . 

Suicide Risk and _Admi_nistrative Separation. Security ~i_sk reside_nts may be · 

plac;ed on the to·p tier .ONLY with Manag~ment approvat 

, Exception: Femal~s.will be placed on·the top tier. 

Residents who are going 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, Propation Officer or JOO 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; 

suicidal ideations, security risk behavior, coming down from drugs/alcohol, etc. 

Gang Affiliation - (GA- IN BLUE INK) 
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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 

ORAi 

· GENERAL INFORMATION 

The Detention Risk Assessment Instrument (DRAI} is a point-based assessment tool that 

will generate a recommendation for "release", "detention altern~tive program eligible",. or 
~'secure detention" when a· minor is present.ed fo·r booking. . . 

A. Why complete a ORAi? 

1. The use of an obje.ctive point- based assessment tool to determine placement is 

considered. a natio~al best practice~ 

. 2 .. A st_ructured assessm~nt ~ool will provide.rnore.consistent.inforrn.ation gathering 

···and recommendations than a more informal interview proces~. · · · 

3. l.nformation from th~·DRAI will be stored in~- database which pro~ides for effective 

, ",record keeping and .access to data for a_nah/sis. 

B. Which minors receive a· ORAi assessment? . : · 

1. A ORAi assessment is to be completed on all minors presented by law enforcement 

and Probation for booking. Except the following: 

a. Court o~dered ~ommitments. 
b'. Courtesy holds · · 

.c: ·cite and release arrests · 

d .. Probation violations {777 WI} 

e. · Warrant Arrests 

C. How the ORAi works 

1. Points are assigned to each element of th~ tool and the cumulative total is the score.• 

Recommendations are made based on tlie 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 Pagel 
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D. ORAi categories 

1. Manda~ory Det~ntion 

2. Presenting or Filed Offense 

3. Prior Offense Histo~y 

4. Aggravatjng Factors 

5. Mitigating Factors 

E. Procedure f9r Detention Screening 

1. SPO/SJDO can.determine detention .. SPO and Division Director can release resident . 

. 2. Resident.is presented at booking 

3. Juvenile Detention Officer (JDO) completes and signs DRAI as Screener 

· 4. · Supervising Probation Officer. {SPO) reviews the DRAI assessment score (including · · 

' any overrides), and detention recommendations. 

5. SPO then signs the DRAI, making the final detention determination: 

6. Detention/release ·decisions are made based on the·DRAI score 

. 7. · If. the ORAi score. is. 7'or. less and an SPO i_s not on shi~, the sup_ervisor orOICwill call 
. . . . . . . . 

. the Juvenile Hall.Director to·review the DRAI assessment score (induding any 
. . '· . '· . '• .. 

: .. · ·, overrides), and detention recommend~tion. The Division Dir~ctor makes the final : · 

decision. 
. ' ' . 

-R .ORAi information will.be entered into the appropriate JALAN ~·aseby clerical staff. ·,", 

9. 'A .copy of the Probable cause will be stapled to the DRAI form~· 
. ' 

10. When DRAI form is completely filled ou.t, it is sent to clerical ~taff~ 

. 11. When cle.rical staff has entered_ information, form wi!I be sent back to grav~yard 

· basket, to be filed in resident's file. 

F. Overrides 

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

recommendation inappropriate. In s1.;1ch situations, the Screener·may "override" the 

assessmenttool, providing clear rationale for the decision. Overrides should be used . 
. . 

only on occasions when the information available is not already covered in the DRAI 

assessment itself. 

2. Overrides may be.used in favor of release or detention and recommendations may. 

be made for "release/' "eligible for alternative to secure detentkm" or "secure · 

detention." The. least restrictive p!acement recommend_ation should always b_e 

made while providing for the safety of the youth and the community. A clear · 

rationale and specjfic details must be provided to overridingtl:le recommendation 

and may include the following: 

a. Patterns of escalating behavior 
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Criminal history in another jurisdiction 

Victim/witness fear for their safety 

Incorrigible, failure to appear risk 

Severity pf charge/offense unc;Iear 

Parent/guardian cannot be located 

Resident ·refuses to return home · · 

Parent/guardian refuses to take custody of resident 

Threat to pu.blic/community safety 

Victim resides in home 

Safety of resident 

· G. Interpreting DRAI Scores · 

1. SECURE DETENTION = > 11 points: Resident will li~ely be detained in Juvenile Hall . . 

pending a detention hearing .. At the det~ntion hearing, a reco_mmenda~ion for 

·continued detention is also likely; 

2. Eligible for Alternative to Secure Dete.ntion = 8-io points: Mi~or will Ilkeiy be 

· detain.ed in Juvenil.e Hall pe~ding a ·detei:iti~n he.a~ing. At the d.etention hearing; a 

· reco~mendation may be ~ade by the· assigned .Probation: Officer to r~Iease the: 

·residelit on a detention alternative pro,gram. 

3. Release=< 7 p~i~ts: Resident should:be released withoufrestr,ictionsto 
parent/legal guardian. · · 

Float - Detention Risk Assessment Instrument - D RAI Page3 
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DRAl's THE EASY WAY 

· 1. h1take Juvenile Detention Officer completes minor's profile . 

a. Fill in all blanks (Name, DOB, Address, etc.) 

2. ORAi 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 section)· 

4. Pres~nting or Filed Offense (check one) 

a. YotJ have now created section points which are totaled and carried·over · 

to.the next s.ection of questio.ns. 

· b. Go into.JALAN and see if you g~t a ''hit" on the re~ident ora file, yoLJ will· 

go to Number" 5 -Prc:>ceedings/File Update, on th~· ril~in screen 

"5. Prior Offense ~istory .. 

a; If resident is in system, you will l_ook into every file,. this way you will 

be able ~o determine if they have any sustain.ed 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 numb.er of sustained offenses, because this 

will determine how many points for this section.) 

6. Aggravating Factors 

·a. The. first two st.atements can be obtained fro·m the p.robable cause .· 

declaration. 

b. The r.est of the aggrav.ating factors must b~ obtained from a 

conversation you have with the resident and parents. 

1. What kind of drugs and alcohol do you us·e? How much? How often? 

2. Tell me about school? Do you attend? Have pr<?blems? 

3. Tell me about your relations.hip with your parents? 

4. Do you run away from home? How often? 

Float - Detention Risk Assessment Instrument - D RAI Page4 
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5. Tell me about your gang affiliation? 

These questions should be open-ended, 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) · 

** 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. Thi~ section will be answered from conversation from parent/guardian 

and from JALAN history. · 
. ' . . ' - . 

Example: Identify yours~lf an·d let parent/g_uardii;in know that their child is_ in · 

· custody and there are some questio"~s you would like t~ ask them: 

i) 

ii) 

iii) 

iv) 

v) 

Ca~_youtell me aboutyour relationship with your child? 
' . . . . ' . 

Cari you tell me aboutyour child's school habits? 

C~n·you tell me abo~tyour child's drugs/alcohol use? 

Canydu tell me aboufyour child's runaway history? 

Does your child have a counselor or mentor for any reason 

outside the family? · 

vi) How long _have you lived at current address? 

vii) How long has child lived with-you? 

viii) · Does your family attend church or any other religious 

organizatjon? 

You are asking them question and creating a dialog to best answer the statements 

on the DRAI form. Pay special attention to any discrepancy between the resident 

and parent statements. At thi's 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 ttie parent fearful of their own safety, in 

regards to their child? 

Float.- Detention Risk Assessment Instrument - D RAJ 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. ****Notify a SPO/Director for approval of your 

· decision. 

8. Screener Override 

· ANYTIME you decide to override the point score of the DRAI, you must justify it 

and write the explanation for yo.ur decision in the box.below the reason for 

screening override you checked. · 
;" 

Examples: 

·Resident scores· a 5, eligible for DRAI release, however, the parent won't~come to 

· pick him/her up because they are afra'id of them ·and fear fo·r the fr safety.·. 
' ' C.) · .. ·(Resident came in on a 647(f) and battery on. mom, no priors, no probatiOn. Mom 

-- .·wants resident to.c.alm down and sober up before she will pick up.) OK to .override 

.until morning. 

0 

Parents and resident alf arrested on a home raid. Parents went to jail, resident 
- - . . . . 

booked on possession of marijuana'. Scored low on DRAI, however, might want to 

override until a Probation Officer can fi-nd someone to release to since parents in 

jail. 

9. Screener Recommendation 

a. Get your total score and check appropriate box. 

10.Screener Name and Tide 

a. Sign your name and title 

Float- Detention RiskAssessmE?nt Instrument- DRAI Page6 
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NOTE: 

When the JRF DRAl's a youth (non-Ward), they 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 a11d arrange 
for another appointm-ent time, that's perfectly acceptable ... just document that 

appointmen~ or:i the citation and scan it and send to that PO in additim~ to the 

intake Supervisor, also make a case note in the case management system. 

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

1. Laundry 

a. ·The float will coordinate with Pod officers to use eligible high level 
residents to help with the· laundry. 

b. RESIDENTS SHALL NOT BE LEFT UNATTENDED IN THE LAUNDRY ROOM. . . 

c. The laundry will be picked up fro·m the pods; washed and dried and 

. returned to the pods before the· high level residents go to bed. (High · 

levelresiderits·will be responsible for folding the laundry and· making 
shower rolls for the next day.) 
. . . 

2. Pic;:k up -·deliyer mail·to pods 
- . ~ . 

. a. 'Thegraveya.rdfloatwill pick up.the outgoing·maiffrom the pods and· 
' ' 

place itin the basket fp'r outgoing mail.' 

b. The recepti.onist vyill get the mail from the ·past QOX and giv,e·lt to the 

· a.ft¢rnoon float.The f!qat will separate the mail and delive(it to the 
poc:fs. · 

3. Filling pod orders for supplies 
. . . . 

· a.· On graveyard, the float will check with all the pods.and pick up their 

supply requisition forms. The forms will be .filled out by dayshift, swing. 

shift a·nd finalized by graveyard shift. If an emergency, the float will get 

the supplies, however, routine stocking will be done on the graveyard 

shift .. 
4. Relieve pod staff for breaks 

.·a .. Using the break chart, the float will relieve pod officers for breaks . 

. 5.. Graveyard~ stocking 

a. The graveyard float will use the requisition forms and bring supplies to 

the pods for re,..stocking. The pod officer's will put the supplies/clothing 
·away. 
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6. Flags 

a, It is the floats responsibility to take .the flags down during rainy weather . 

. . and store them in a dry place. 

b. ·If is the floa~s resporisibility to hang the.flags when the rain stops. 

7. Escort residents to /from appointments: Attorney, PO, Medical 

NOTE: Without prior authorization from sup/OIC: 

ci; Control may request thatthe float escort residents fro·m their pod to 

~mother place in th.e facility. 

b. The float shall open alldoors via controlto escort all r·esidents to 

another location. 

c. Residents are not to be unattended in the corridor. 

8. Th~ _float will lock the. fobby entrance doors ·at Spin. 

9. Th¢. float will unlock ~l:le lobby doors at-Sam. 

10.GRAVEVARD: 

a. Every night, the LIVESCAN machine must be turned off and powered 

back on. 
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EMPLOYEE SCHEDULED BREAKS 

GENERAL INFORMATION 

It is the Fl.oat's responsibility to provide breaks Jar the Officers· wqrking other 

assignments. Each Officer will be offered two (2), fifteen minute, breaks 

during their shift (8 hour.shifts). The Float will assume duties performe.d by 

the-Officer they are relieving for break. 

The Float will maintain a break schedule to ensure all Officers were-offered 

breaks. 

BREAKS. 

·.A. Breaks._will be provided by. the Float for the following Officers:• .. 
1. Pod·bfficers 

2. Control Officer 

Float- Breaks Page 1 
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RESPONSE CALLS AND STANDARDIZED CODES 

All eme.rgericy calls will be. routed through Central Control. Control Will then 

d.ispatch the float to the location of the incident. 
. . . 

All available floats and supervisors/Ole will be dispatched to emergency backup 

calls. 

To ensure uniformity, Shasta County Rehabilitation Facility will use the . . 
· Standardized Codes,.10 Codes and Alpha Codes .. 

. ***CODE.33*** 

. When you.he~r on the radio,.Code 33, you need _to .stop all non-~mergency radio 

() · traffic until dea red. 
': · .. 

0 
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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 all 

areas, prior to the first vi.sit of the day, and immediately after each 
visiting session i~. concluded, ·as soon as the visiting area is clear of 
residents and visitors. 
1) These areas will include: 

a~ ·contact and no-cpntact visitil'.lg.are~s· . 
· b) Sally pOrts (resident and public) . · 
c) Private visiting room 

· · _ 2) At the end of the .visiting sessiohs each day, the.visiting offic;er wilF ·_ · 
close out ail logs, counts and prepare for the nexfday's use. 

2.' \ti.sito(Check~in· and Scree!liing . . . , , -

a. On scheduled Visiting days, family visitors who have been authorized to 
visit will come to the public entrance ~5 minut~:~ prior to the start of 
visiting. 

b; -The visiting officer will: ... _ . _ . 
1) Start the visiting process :15 minutes prior to the actual start of 

•• ' ,. •. •• •• • • t 

visiting to allow time to check visitor identificat,ion to the visiting list; 
remove all it~ms from the visitor, give them a visitor badge and g~t 
the visitors .. seated in the visiting area pri.or to the start of visiting. '. 

2) Obtain the visiting list.from central control and provide copies to the 
pod officers. Why? They should write them out of their log book as · 
they leave to visiting.: -

3) Confirm the visitor's identity and authorization to visit by checking 
the visiting list against the visitor's identification. 

Float - Visiting 

a) If the visitor is not on the visiting list, the visitor will be asked to 
step to the back of the line-untila decision· is made whether or not 
they wilrbe allowed to visit. 
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b) The visiting officer will.contact the supervisor/Ole for a decision 
about the visit. 

4) 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 visiting officef'is checking the 

visitor's identification. . .. 

b) If the visitor is believed to be under the influence, the visiting . 

officer will contact the supervisor/Ole for confirmation and 

. direction. . . 
c) · If the supervisor/DIC agrees that the visitor is likely under the 

influence, the '(isit.will be denied ~ndthe supervisor/DIC will 
. determihe if Redding ·po rieeds to respond or·if the parent needs 

.. ·to be detained for the safety of the community. · 
d}. The.visiting officer wilf make an effort for their well.-being by . 

offerfng to make a telep_hone call for them.to arrange a ride·.· 
.. . and/or encquraging.the.vlsitor to take safe t~an~portatiori. : .. · 

5) Assess t~e clothing the visitorjs wearing to en_su~e it meets the r~les 
· for visitor attire~ 
a) If the visitor's clothing does not n:leet the standards set in th.e .··. 

visiting rules, the visiting bfficer will deny the visit and will offer to . 
allow the visit during an9ther session if space is available and the 

. visitor has time to return home to cbange clothes . 

. 6) Exchange th~ visitor's belongin_gs and identific.ation for a vi_sitor ID 
badge which they must wear While in the facility. 
a). :-rhe visiting officer will place the visitor's belongings and 

identification in a container that matches the number of the 
Visitor Badge with the ID and keys. ifhis wfll .be .kept on~a· cart and. 
the c~frt ~iii be· later placed in the visiting.area behind the desk fo.r 
~:afe ke.eping., · · · · · · · · - · · · · ··· · · · · 

7) Advise the visitor to.ensure they are not ca·rrying anything that will · 
. not be a·llowed through the security checkpoint, including any metal 
that will set off the metal detector. 

8) Have the visitor remove any metal, i.e. ,belts, i<:?~elr_~· 
9) The visiting officer will direct visitors through the metal detedor and 

observe to ensure the detector is not activated. If a visitor does not 

clear the metal detector: 
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The visiting officer will ask the visitor to check him/herself again for 
any metal and then walk through the detedor. 
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 he·ld metal detector on all those who did 
-not make it through the metal detector to determine the source of 
the positive indication~ 

12) If it appears the cause of the detector activation is an item of 
-removable clothing; the float officer will ask the visitor to remove 
them and then re~scan· the vis'itor .using the hand-held metai . 

·detector. 
· 13) - The visit will' be denied if the visitor ·is not able to be cleared using. 

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

_ 14) . The fie.at .officer will us.e the ha nd~held meta I detector to screen . . 

visito~s who require the .use of a w.heelchai~ or-crutches.- . 
15) If a visitor refuses to pa'rticipate in .the scree11ing process, the visiting 

. officerwm dent the visit, ri~ting the reason iri; ~he visiting log. -" . . 
16) Ask the vis,itor to have a seat until .the visiting_ period .begins. 
17) Notify central control and, the podofficers.vi~ .. radio of which v.is.itors 

have arrived. 
a) Podofficers will prepare.the residents for visiting when they hear . 

the visitors have arrived.· 
. . 

-b) If a residenfchooses not to have a visit, the pod officer will notify 
the visiting officer. The Visiting 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 contaet the supervisor/DIC via the radio . 

. and ask for assistance. The visiting officer will try and de- · 
escalate the situation using verbal skills.until the 
supervisor/DIC arrives and takes charge of the situation .. -

2) If the situation escalates beyond the ability for the· 
supervisor/DIC 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 

Float - Visiting 

officer will contact central control and advise they are ready to 

escort visitors to the visiting area. 
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e) Central control will send a float officer to the sally 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 table, non­

·contact visiting booth or private visiting room as appropriate. 
a. The pod officer will tell the. resident(s) with visitors to assemble at_ the 

pod entry door. 
b. If the resident does not want a visit: 

l) The po~ officer will notify the visiting officer_ of the refusal.. . 
2) The visiting officer will tell the visitor the resident has declined the· 

visit. 
c. Prior tqthe float a·rriving to escott the residents to Visiting the pod 

·officer will.: . 
· ~) Tel_l_.the-resJdentto dress appropriately~ R,esi.dents a·reto.h~ve all, 

dotbJng on appropriafely and sweatshid:.Will be 6n·and wt;frh at 
alltimes .. S\,yeat shirt wilf not ~e carried down to:_visiting and n·ot . 
wd~h~ If not going to j:nJt on at the pod then the sweat shirt.tVHI be: 
pla:cedinthe·resident;,s r'oorii\mtil he or'~she ret~msto the·'i1pd .. ·· · 
•• • • • • • • •• ' ~ -- • - • • • • - < • ••• ' • • • ••• • • • • • -- •• • •• • • ,_ - • • 

b) Tell the resident to use restroom since they will not be allowed to 
. . ' 

use the restroom in visiting. Once a resident leaves visiting they 
will not be allowed to return. 

1) Review the basic visiting rul~s and expectations with the residents. 
2) Advise central control that th~ residents with vis.its are assembled . 

and ready to move. 
3) The.float.officer will go to the pod and call control via radio and. : 

request entry to the pod. 
4) The pod officer will escort tt"ie 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 officer 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. 
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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:. 

l} 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 .. Resici'ents ·are not iif1owed to visit with each other or 
~notller resident;s ~v.isitor~. . 

c) Circulate through the visiting·_area:throughout the visiting session. · 
to observe resident/visitor interaction. . · 

· 2) Coordinate: 
a) The distribution of.and accounting.for game pieces that can be 

· .us~d with.the garh.e boards built into.the·tables. · . 
l · Allite_ms distrlbut~d willbe logge~ i~ and out in irce.ntr~l · 

location {staffstation).in the visitfng logbook. 
ii. All.items distributed will be turn~d in and accounted for five 
, . . minutes prio(to the visiting session ending. 

3) Documentvisiting information on the visiting form.by: 
a) Documenting the .number of visitors and residents during each 

visit. 
b) Complete the visit()r signup sheet. 
c) Complete comment portion of the visiting form. 
d) Documenting the use of the private visiting room and why the 

visit was allowed in that ·area. 
e). Documenting any. problems that occurred during the visiting 

session. 
4) _Document the overall tone of the visi.t. 

a) Did the resident/visitor appear happy during the· visit, were there 
·.healthy exchanges, arguments, Crying, etc? 

4. Ending the Visits . . 
a. If a resident or visitor elects to end their visit early: 

l) The visiting officer will ask control to send. the float officer to. visiting 
(if not already there) and open the inner visiting sally port door. 

Float - Visiting Page 5 



C
-, 

_) 

0 

1. 

POST ORDERS- FLOAT 

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 sea.rch of the resident. and return 

·them to his/her pod. 
If appropriate, a strip search may be ~onducted. 

2. · Fill out a.strip search form and receive authorization from the 

Supervisor/Ole}. 
. . . . 

b. If the visit is termfnated.early by the visiting officer due to. 
visitor/resident conduct is.sue. 

· 1) The visiting officer will call the supervisor/DIC via radio to ask for 
assistance. 

· 2) The :supervisor/Ole;: will respond to the visiting area. 
3) !f,"the conduct issue;?·Was the residents',.the float officer artd 

. supervisor will: .. : . 
a)· Escort the resident to the search location~ . 
b) Conduct a pat search. 
c) . Return the residen.t to his/her pod unless it is necessary._ to ·keep 
· 'the resident separated due to behavior or mind-set. (lri'thls case, 

the resident will he taken to bookingan·d 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 

por~ leading to the.lobby. 
c) Ensure the visitor retrieves their items and returns the visitor 

badge. 
d) Escort the visitor to the lobby. 

5) The visiting officer will: 
a) Notify the pod officer of the reason the visit was.terminated. 
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 visiting ends, 

which all games and other items (cards, checkers, pencils, and paper) 
are to be returned to the visiting desk. 
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a) The visiting officer will ens.ure all items are returned and will 
check for damage. 

2) The visiting officer will verbally notify the visitor group that visiting is 
over. 

3). Once notified, th_e_ visitors will line up at the sally port ~.oor to the 
lobby for exit into sally port. 

4) The fl()at officer will: . . . 
a) The float offiCer will respond to.the visiting area to supervise the. 

residents so the visitors can turn in their badges and retrieve their 
belongings from the visiting officer. . . 

b) The visiting officer will retrieve the visitor's belongings from 

behincfthe visiting desk ~rea and exchange them for.the visitor's . 
_··badge. 

c) Control will l~t the visitors in th~ lobby sally to leave all at once, · 
· d) Residents will.remain seated in their location on "quiet time" · 
· . status; 
· e): The visiting officer will return to the visiting:·a-rea to assist with 

··resident searches· .. 
"S) T_he visiting officer a_nd·the float office'r will conduct pat searches.on 

· the residents. · · 
a) If contraband is :found, the visiting officer will processit after the 

residents are returned to their pods, note the contraband in the . . 

visiting log, Write an incident report, and initiate the disciplinary· 
process as. appropriate. 

6) When all residents have been searched, the visiting officer will notify 
the pod officer(s)that the residents will be. returning to their pods. 

7) The float officer will e·scort the residents to their pods. 
8) The: pod officer will ~heck the residents in to the pod. · 
9) The visiting officer will forward the visiting log and the information·. 

about the tone of the visits to the LPC for entry into the system. 
10) The LPC will enter the informatjon into the computer and file origina.1 

.forms. 
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PROHIBITED CLOTHING OR ITEMS: 
. . .· .. ·' 

A. The following clothing attire will result in the visitor being 
denied entry into the· facility. 

. . . . 

1. No hats or bandanas of any form. 
2. Gang attire or sports attire worn in ariy combination th~t 

suggests gang.membership. 
3. Low-cut shirts/blouses. 
4. Any blouses/shirts that expose the midriff~ 
5. Any Clothing bearing print, logos, or pictures that promote 

drugs, alcohol, sex or violence .. 
6.· Shorts, skirts~ or dresses that expose skin above the knees. 
7 .. Sheer clothing no see through. 
8 .. No heavy outerwear, to 'include jackets, sweatshirts, arid 

. sweaters .. 

~· The following it~ms are proh.ihited from being brought into the 
facility. 

1. :No lette,t~1 -pktu~es!!_ Books and magazines m(Jst be cleared 
by a supervisor/CIC. · . · . 

2. ·Bags, backpacks, purses, or briefcases (Have the visitor 

place thes·e items back into their vehicle). 

3. Cell phones 
4. Car Keys (Must be left with identification in the assigned 

tray duringt~e Check-in-proces~). 
5. Food or beverages 

.. 6. Tobacco it~ms or alcohol 
7. Ughters or matches 
8. Controlled substances 
9. Writing implements_ 
10. Knives or firearms 
11. Money 
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NOTE: 
SUPE.RVISION OF VISITING 
A. The Visiting Officer shall supervise all of the ·residents and visitors. 

This shall include: . 

1 •. Visi~i".1~ o~icer is to be alert at all times. 
2~ vva'tc,h,ing for objects being passed between them, or 
· · inappropriate.physical contact. . . 

. 3. Determining the "tone" of the visit, to ascertain if there are signs 
_ of impending argument or p·hysical.alterce1tion· •.. 

· 4. Insuring th~t resident interact with their visitor .and not each 
other. 

ANYTIME A VISIT ·1s DENIED A SPECIAL INCIDENT REPORT SHALL BE 
WRITTEN. · 
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Multiple (more than two) MSR Visiting Procedure 

Saturday....:. 0815, 1015, 1215, 1445, and 1815 
· . .Sunday - · 0815, 1015, 1215, 1445, and 1815 

This procedure is. for the purpose of scheduling mtiltiple MSR visits 
dilling the normal weekend visitation. In the event of multiple (more 
than two}residents are classified as MSR's within t}ie facility, the 
following procedure should be followed. · 

1. No more than one MSR.will be allowed to visit atone time and-
. . 

will take place in the no;..contact visitingroom- (NC-1-404 ). 
_. 2. Each _visitwiil be sch~duled one after ~he other starting with the 

. morning visits at 0815, or 1015 .. _ : -· 
· · -3. The1815 visit should only be scheduled·if all the other visits are 

scheduled _first, inciuding the 0815 y.isit. , . 
4. In ~he event of the 1_815 visit needing_to be schedulec},·the 

Superviso:r/OIC on the Friday before the visit, will make sure that · .. 
the facility is staffed to be able to facilitate the visit and call in or 
hoid over the visiting·staff. · · · 

. 5. In the event that there are only three MSR's in the f~cility, we· 
should only schedule visits during the 1015, 1215, and 1445 visits. 

6. A visitor is not allowed to schedule a vis~t outside of this process 
without Director or Supervisor approval. 
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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 destruc~ion of property, qr_ reveals the intent ~o cause self-inflict~d physical 

harm. It shall riot be used for punishment or discipline, or as a substitute for 

treatment. 

SAFETY ROOM: A room spedfically designated for the housing of residents who 

are an irnme.diate danger to_ themselves, others, or property; This room may not 

be used for any other purpose, including overflow intakes. 

. . 

i. Approval of supervisors/OIC must be· obtained prior to placing a resident in 

- the safety room. (The only exception to prior app·roval is in theq~ost 

volatil~ ofcircumstances-.:in· this instance, st~ff may place the r¢sld_ent i_n a 

safety room while obtai_ni_ng approval to keep.the resident or_ others from 

being-irijured~)-

a. The supervisor will notify the Division Director of a resident being placed 

in the safety room. -

2. CFMG medical staff may direct the placement of a resident into the safety -

room. 

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

a. Exception: Residents may.be approved-by management to be plaGed in 

the room for one- on- one supervision, determined on a case.by case 

basis. 

4. Provisions shall be made for administration of necessa_ry_ nutriti-on and 

fluids, access to a toilet and suitable clothing to provide for privacy. 

a. Staff will offer the resident water or nutritional fluids a minimum of 

every two hours, which will be provided in a paper cup, and the 

opportunity to eat a regular meal or snack. The resident will be allowed 
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to use the toilet with assistance and under close s.upervision. This has to 

· be documented o·n the designated forms for the safety· room .. 

5. EVERY RESIDENT IN A SAFETY ROOM MUST BE PROVIDED CONTINOUS 

DIRECT VISUAL SUPERVISION. Audio/visual monitoring may supplement, 

but NEVER substituted for direct visual sup.ervision. 

6. The resident's behavior.must be documented every 15 minutes with a note 

of the actual time recor~ed on forms designated·for that purpose ... 

7. Residents shall be evaluated by the supervisor/Ole at a minimum of every 

four hours until the ~esiderit is removeq from the safety rC?om~ The 
- ' - > • 

supervisor/Ole shall document their evaluation on designated forms. 

· 8. · After safety room placem_ent, on-:site medical staff wm be notified within · 
. . . 

one hour. The resident will be medically evaluated no later than the next 

daily sick call. lfon a weekend, rne.dical staff shall respond to medically . 
'. . ' . . . . . . - ·'- . - ' . 

eval.uate the resident; The reside_nt must :be medically cleared for 

continued satety room: p.lacement.every t~e.ntv-four hours. Additionally; a . . . •. : . . . ' 

men.taLhealth·evaluati9_n·must occur withJn24 hours of plac,etnent in the· 

safety room to determi~_e the resident's n~ed for mental health services 

and s'ditability for retention in t~e safety r66n:1. · · 

9. Whenever a resident is ih a safety room, the supervisor or his/her·designee 

is responsible for submitting a special incident report by the end of their 
. . . . . . 

shift detailing the events resulting in the use of the safety room. The· 

incident report will contain the reas'on for the. safety room placement, the 

attempts ~o use less restricti~e means of control, details and 

documentation of decisions to continue and end placement. 
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A. Supervisor/Ole responsibilities: 

1) Approve/disapprove use of safety room 

2) Notification of Division Direc~or 

3) Notify medica·1 staff 

4). Evaluate resident .every four ho.urs and document evaluation on 

Observation Sheet 

5) Ensure Special Incident Report is written 

B. Officer responsibilities: 

1) Provid_e DIRECT SUPERVISION. 
. . . 

· 2) Document every 15 minutes the· resident's behavior with a note· 

of actual time on the Observation Sheet .. 

· a. The documentation will also include staff's efforts at 

·intervention. When writing information, staff will be as . · 

detailed as:possib!'e, so as to.ensure the resident has been 

. properly~-~~red for .by staff d_urlng his/her stay 'in .the safety 

room. Specifically, documen~.the actual time and date the 

· resident consu.nied meals, snacks, and liquids as weWas if they 

refused offerings from staff. 

3) Provide water, in a paper cup, every 2 hours 

4) Safe access to a toilet 
. . 

5) Provide meals cmd snacks at appropriate serving times-on paper 

· plates or other non-injurious eating utensils 
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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 rightto communicate with an official from . 

the consulate of their country. If a juvenile chooses to exercise this right, the 

Probation Department s_hall provide notice of ~he request to communicate to su!=h 

consulate and shall make reasonable arrangements for such communication to 

o~cur.· In addition, the Probation Department is required to notify the consulates 

of certain designated countries if their citizens are arrested or detained, 

· regard_ less of the Wishes ()f the juvenile. While federal immigration authoriti~s · 
are entitled to receive certain information regarding foreign nationals, it is not 

within the purvi.ew of the Probation Department to d_e_termin.e the_ immigration 

stat~s of any p~rson in _'its custody .. 

0 1. GENERAL iNFORMAtlON 
.. 

... a .. Consulate Notification Required ·_for Known or:'Suspected Foreign·. 
Nationals: If a Juvenile is in the custody of a Probation Officer for more 
than two hours, or if a juvenile is booked into the Juvenile Hall, then the 
Intake· -Staff shall inform the juvenile that he/she has a right . to 

··communicate with an offieial from the consulate of his/her country. 

i. Totality of the Facts to Determine Known or Suspected Foreign· . . . 

National: Staff shall use reasonable efforts to determine whether 
a juvenile being booked into the Juvenile Hall is a known or:. 

' . 

suspected foreign· national. Such reasonable efforts include 
questioning the juvenile to determine whether he/she is a citizen 
of another country, and · considerin~ facts• available ~rom 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 policy' to the juvenile as· a suspected foreign 
national. 
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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 drcumstances. Noti_c_e to Consulates is thus required. to be 
provided to the countries set forth below, and as listed in the Consulate 
Notification Form.* 

c. ·Consulate Notification and Access Booklet. · Further information 
regarding. the rights of foreign_ nationals and consulate. notification. is 

. provided .in .the U.S. Departm~nt of State's Consulate Notification and 
Access booklet, a· copy of which shall be loc~ted in the Juvenile Hall 
intake area:· 

2. NOTIFICATION PROCEDURES. 

a: Notke to Juvenile. Upon d~tertnination .. that a juvenile is a known or· 
sus·pected_forelgn national~ staff shall ac:fvise the juvenile tliat he/she _.has . 

. a right to ~ommunicate with. an offidal ·from the_:consulate of hi~/her. 
country, as set forth on the Consulate Notification Form. 

, , b. Consulate N_otification Form . .- .Staff shall read _-the applicable n~tice 
provisions cqntained~ on the to.risulate .Notification Form to the juvenile, 

· and shall indicate ori the form whether the juvenile requests the · 
Probation Department to notify his/her country's consulate of the arrest 
ordetentiori. 

i. . Optional "consulate Notification. If notice to a Juvenile's country Is 
optional,· then indicate ·oh the Consulate· Notification Form 
whether the juvenile requests to communicate -with an official· 
from the consulate of his/her country.· 

· iL ·Mandatory Consulate Notification.. . If notice to a juvenile's 
country is mandatory, then indicate on the Consulate Notification 
_Form whether the juvenile believes· there a~e 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. 
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iii. Form Maintained in Juvenile's Hie, 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 pe forwarded to _Probation Services_ ... 

. . . . . . 
_iv. Information Provided to Juvenile Court. lnformatio_n regarding a 

completed Consulate Notification Form,· and. any· actions ·taken 
with· respect to providing notice to a consulate, shall be included 
in a P_robation report provided to the Juvenile Court. 

c. Notification to Consulate~· Upon a juvenile's request to communicate 
with an official frc:im the consulate of. his/her country, or in the event 
that. mandat~ry n_ot_ification. is. requ_ired, the lnt~ke Staff shall prmtide 
notice to the applicable consulate without unnecessary delay. 

- . . . . 

· -i. . Method bf Notice. If possible, the notic_e to the con~ulate_ should 
·be . provided -.by facs_irnile, using the· Notification to Consular. 
· Officers ·of Arrest or Detention: form~ , where facsimile notice is 
not: possible within a reasonable period·oftim~, telephone. no.tic~ 
shalfbe provided. 

ii. Juve.hi le Request to. Confact. Upon requ_est, a juvenile shall be 
provided wiih the telephone number of the closest consulate· of 
his/her country, and allowed to· place a telephone call to it; . 

·iii. Clos.est Consulate. Notice shall be provided only to the consulate 
office that is the dosest tothe Juvenile Hall.· 

d. ·Contacts with·.consulate Officials. Staff shall accommodate the reque·sts · 
of juveniles,. their parents/gua'rdians, and consulate officials·, to 
communicate with each other to:th~ extent reasonable and appropriate. 
Communications may occur in writing, over the telephone; or in person. 
Consulate Officials must present valid Department of State .identification 
prior to visiting or coming into contact with any juvenile in custody. 

. . 

Float- Foreign Nationals Page3 



0 

C> 

,. C
,-------~ 

POST ORDERS~ FLOAT 

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 Formsto 
ICE. 

ii. Additional Information Provided to ICE Upon Request. Juvenile 
Hall Staff shall comply with any addi.tiotial request by. ICE for 
further information relating to_ resident juveniles, and shall _ 
provide ICE- with reasonable -access to -su.ch juveniles for the 
purposes of questioning. · 

b. Immigration ·Detainers: _Staff ·shall -- comply with any im_migration 
· detajm:!rs, holds, warrants! subpoen~s, or o_ther .lawful· directives issued 
·by IcE or other federal immigration authorities with respect to a juvenile •. 
·in custody. -
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BASIC INSTRUCTIONS FOR REPORTING FOREIGN NATIONALS 

1) Were they born in the U.S:? 
A. Yes · · · Book them. 

B .. No Go to # 2 . 
2) Do they have a green card? 

A. Yes · Go to# 3 
B. ·No Contact Immigration and Customs Enforcement {ICE) 

~ttp ://www.ice.gov 
3) Is their country of origin on the "Mandatory Notification List" see: 

http://travel.state.gov./law/consular/consular · 5125 .html 

A. Yes . . . . 
i. Inform them they can cqmmunicate with the Consulate and you 

B. No 

. must notify.consulate .ofarrest/detention. · . 
ii .. Fax. the nearest Co,nsulate for that co~mtr:y,. regardless of the . 

minor's r¢.·quest, without delay; . 
iii. Log the contact attempt: date, time, number, etc. If no faxis 

a')(ailable; call person to person. 
' . .'Goto#4 

I 1 . 

4) Do they want.to contact thei~· Consul~te? 
A. Yes 

B. No 

i. Locate consulate contact information and allow them to co.ntact . 
consulate without delay. Note: the consulate must be allowed to 

·communicate with nationals in detention.providing them with 
lega·I representation. 

i. Proceed with normal booking. 
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NOTES: 

• Do not inform consulate of detainee's refugee or asylum status. If the 

consular officer in~ists on informatiol') that the resident does not want 

disclosed, staff shall advise the Supervisor/DIC. 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 qetainee regardless if de_tainee 

requests it. 

• You may have to search the internet to find the closest consulate contact . 

information .. 

• Notify the supervisor/CIC of any possible Foreign Nationa._ls 

• . Staff shall make a note oft.he co.mpleted ndtification 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 ·Filebo.und~ · · . . . . . . .. 

: " . 

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

(VAi) 

GENERAL INFORMATION: 

· The Vulnerability Assessment Instrument (V AI) is· a point-IJased'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 V AI? 
I. The Prison Rape Elimination Act of2003 (PREA) established.a zero tolerance 

standar4 for the incidence ofr_ape in juvenile institutions and inakes·the pr~vention-of 
rape a top priority. 

2. The V AI is used to place residents with .the probability for vietimization or sexually 
aggressive behavi~r on Room Alone (Xxx) statUs. The intent is to separa~e victims·. 
and ~ggressors by Pod anQ/or room; .· · . 

· 3. Information from the VAi ·will be stored in a database which provided for effective · 
record keeping and access to data for analysis. : . · · · 

B. Which minors receive a V AI?· · 
1. The V AI· assessment is to b¢ completed on all miriprs· presented by law ¢nforcement 

and probation for booking ~lio Will be housed in _the facility. 

C. How the V AI works: 
1. Points are assigned to each element and the cumulative total is the score. When 

detem$1ing if a resident should be placed on Room. Alone· status, first check the 

Overall Risk Score for a "High" level (Score of 17 or higher). If the reside11thas a 
"High" risk level they should be placed on Room Alone status. Ifthe overall risk 
score doe·s 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 "High" risk level then the resident would be placec,l ·on Room 

Alone status. 
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.D. V AI Categories:. 
I. -Experience in Institution 

2. Social Skills 
3. Perception of Risk 

. . 

4. History of Victimization 
· 5. Offense Type 

6. Engagement in Violerit or Sexually Aggressive Behavior 
7. Age of Resident 
8. Intellectual impairment 

9. Lack of Fit 
·10. File Review 

11. Overall Risk. Score 

E. · Procedure for V AI Screening 
I. Resident. is presented at booking 
2. Juvenile Dete11tion Officer (JDO) or. Supervising Probation Officer"(SPO) completes 

3. 
4. 

5. 

the V AI to determine wh((thedhe resident wili be on Room Alone ·statUs. . 

A "High'' score will result in Room AlOne status .. · . . . 
The Shift Sup~rvisor or Qffic~r in Charge (OIC) will review for an override if 
necessary. 
when theVAI is completely filled out, it will b~'placed in the residents file. 

. ·' ' . .. . . ,• . . 

F. . Overrides 
I. In the. event you need move~ent tQ a lesser or higher riskpod or room a~signment, the 

Supervisor Qr 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. I~ support of an override please obtain collateral information from file 
review and/or parent/guardian contact. . . 
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SEXUAL ABUSE ORIENTATION ACKNOWLEDGEMENT FORM 

During the booking process, the resident will be provided with the Sexual Abuse Orientation 
. Acknowledgment Form. 

The form outlines: 
a. The purpose of the acknowledgment form. 
b. SCJRF's zero tolerapce policy 
c. Whatis sexual abuse 
d. Prevention arid intervention 

· e. Protection against retaliation · 

f. Me&ns of reporting sexual abuse 
g. · Consequences.of false !illegations 

The. resident will: · · 
a. . :Read the form in its entirety 
b. Print their name in the .space provided 
c. Sigrt their name in the spate provided 
d. DaJe the form ' 

· Staff will: 
a. Provide the resident with assistance if tliey are tinable 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 File bound 
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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 u11der continovs direct visual . 

supervisio.n. 

2. CFMG will be notified within.one (1) hour of placement in restraints. 

3. The on-call provider mustcome to the facility and provide a .medical 

. assessment within two (2) hours of the resident being placed in restraints. 

· 4. The resident must be medically cleared through an oh site face-to-face · 

assessment by CFMG staff and approved for remaining in physical · . . . ' . . . . . ' . 

restraints. This on site.~learan~e must takeplace ~very three (3) ho·~rs 

. thereafter, to .det~rmine approp.~iateness of contin~:ed :use of restraints. 

· .5. As soon as possible, but within four (4) hours of pla·cement in restraints, the 

resident mustbe evaluated on site by a lkensed m~ntal health profes$ional 
. . . . , 

to assess whether the resident needs immediate and/or long term mental 
. ' . ,. . .. . . ,. . . 

·health treatment.·. . 

6. Hydration (water) offered every.half hour, and qoc.umented. 
. . . . 

7. Sanitiation (bathroom) offered every hour and documented. 
. . 

8. At a minimum, the resident's behavior and any staff ihterventions shall be 
. . 

documented at least every 15 minut~s. 

9. Range of motion exercises of alternating extremities a minimum of ten (10) 

minutes every two (2) hours. · 
·. 

10.Restraints checked for tightness once (1) every 15 minutes. 
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Safety Room: 

If a resident is placed in the safety room, the following time lines must be 

followed: 

1. Safety gown 

· 2. Continuous· direct visual supervision 

3. Behavior documented every 15 minutes 

4. Water every two (2) hours 

5. Provisions.for meals at appropriate times . 

6. Evaluated by -a supervisor/Ole a-mfnimum of every four (4) hours. 

7. Medical staff shall be notified no longer.than one (1) hourofa resident 

beihg pla~ed in the safety room. ~ 
. . 

8. Thereside:nt must be medically cleared for continued safetyroom: 

piacement every 24 :hours ... 
' . - . . . 

9 .. Mental he~lth evaluation must occur within 24 hours of placement; in a 

safety room· ... 

·. OC Pepper Spray: 

. - . . . . . . . - . . 

If a resident is sprayed with QC PEPPER SPRAY, the following timelines must be 

followed for decontamination: 

. 1. All residents sprayed with QC must be referred to m_ed_ical personnel as 

soon as possible and if medical personnel are not on site, the on-call· 

medical provider will be called Within one (1) hour. 

2. Resident will be allowed to flush-face an_d eyes with cool water or a shower 

of cool water. 

3. Direct supervision for one (1) hour 

4. All contaminated items (clothing, bedding, etc.) should be removed and 

laundered. 
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RESIDENT MOVEMENT WITHIN THE FACILITY 

All resident movement within the facility will be· controlled by Central Control. 

1. Medical: 

a. Medical will call/radio control that they are requesting a resident. 

b. Control will notify the float to respond to the· pod where that resident 

resides. 

c. Control will notify the pod that a certa·in resident is requested. · · 

d. The float will go to the pod and escort the resident to m~dical. . ' 

· e. Whe1t medical is done. with the resident, they will call/radio control. 

f. Control will dispatch. the float to:return resident to pod. 

g. Control will notify the pod of residents return; 
. . . 

. i. Visiting:· 

a.· Control Will have a list of residents with visits. · - . . . 

b. Co~trol will notify the:fio.at to r~trieve r~sidents from pod a·nd.take 

th.emto visiting. . . 

c. Control will notify the pod qf the residents having visits. 

d. The. float will escort the residents to visiting. 

e. After visiting control will notifythe float to retrieve the residents. 

f. Control will notify the pod of the residents return. 

3. Release: 

a. Control will notify the float of a resident's release. 

b. Control will notify the pod of a resident's release. 
. . . 

c. The float will go to the pod to retrieve resident for release. (Also, picking 

up resident's file from pod officer.) 

d. The float will follow release procedures. 

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

to another at the direction of control. 
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INSERTING PICTURES 

• Open the document 

o ·only two documents are formatted to-insert pictures 

. • Doortag 

• Resident info sheet 

• _Click on the.gray box _ 

o_ If you hover the _curs.or over the box it will tell you.to ~lie~ -the button 

• A search box will.appear titled "Select Icon" 

o Click on the b"rowse b.utton · 

• · Navig~te _to the location that the picture was saved to when it was exported 

from· ~ogent 

• - At"the. bottom of the window there is a drop down menu titled "Files of · · . . . . . . . ~ ' . ' 

- type:". 

0 Select JPEG 

o The picture that was_ exported sho_uld appear 

o · Dbuble.click the picture . 

• · The picture will appear in the box titled "Sam-pie" 
. . . . ' . . 

• _Click the "OK" button at the.bottom of the b_ox · 

o The_ picture will now be inserted into the _gray box_ 

. • Complete the document and _then click the print button 
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COURT VIDEOCONFERENCING PROCEDURES 

- . . 
For 083~ videoconferencing m~tters:_ 

074s:·vo.uth to be brou~ht ·t() Visitin~ Area'. 

bsoo:· P·arents/guardians to be brought in to· Visiting Area fonowing Security 
• • --- • • . •• ..- . ....-.. - • . ··- • . ··- - •. • . .. - • ---1 

~h~~kpoint clearanc~ .. 

1. Visiting RoomSearc.h and Preparation fc;>r cou·rt videoconferencing 
. . 

a .. : The courttransport officer will conduct a complete and thorough· search 
of all· areas, prior to the-first scheduled videoconference, .and 

: immediately after the last videoconferencing hearing is concluded, as 
~oon as the visiting.area is clear of res_idents, parents/guardians, and the 
public defender.· '.·· 
1) These areas will indude: 

a) Contact and no-contact visiting a~eas 
b) Sally ports (resident.and public) 
c) Videoconferencing room 

2. The court transport officer will ready the videoconferencing room. 
a. The court transport officer will unlock t_he videoconferencing cabinet, 

·turn on the computer and television, log in, and test the system. 
b. The court transport officer will call the court clerk if there are 

technical difficulties. 
c. The court transp·ort officer will theri exit the videoconferencing 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 c;ind be 
authorized entry to the visiting area. They are members of Shasta County 
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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 J.RF lobby to attend.their youth's hearing. 
b: ·The court transport officer will: . 

1) Start the screening process at 0730 hours to allow time to check 
parent/guardian identification to the court videoconferencing list, 
remove all items from the parent/guardian, give them a visitor badge 
and get the parents/guardians seated in 'the visiting· area prior to the 
start of court. . . 

2) Confirm the parent/guardian's identity and a.uthorization to visit by . 
checking the court videoconferencing list against the. 
parent/guardian's.identification. Only parents and guardians shall 
.attend court videoconferencing. 
a) If the pat~nt/guardian's is not on the videocoh~erencing list, the 

parent/gua.rdian's will be ask~d t6 step to the ba.ck of the line 
until a dedsion.is made whether or not they will· he allowed to 
attend court. 

b) The court transport officer wjll contact the sup~rvisor/OIC for a . 
. decision about the videoconference. · 

3) Assess the parent/guardian's demeanor to determ.ine if he/she is 
under the influence of an intoxicating substance. 
a) This is to be completed as the court transport officer is checking 

the parent/guardian's identification. 
·b) If the parent/guardian is believed to be under the influence, the 

visiting officer will contact the supervisor/OICfor confirmation 
and direction. 

c) If the .supervisor/OICagrees that the parent/guardian is likely 
under the Influence, the parent/guardian will be denied and the 
supervisor/DIC will determine if Redding PD needs to respond or . . 

if the parent needs to be detained for the s.afety of the 
community. 

d) The court transport officer will make an effbrt for their well-being . 
by offering to make a telephone call for them to arrange a ride 
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. and/or encouraging the parent/guardian 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 se.t 

. ' . . . . . . . 
in the Visiting rules, the court transport officer will contact the 
.supervisor and get direction. 

5) Exchange the belongings and identification for a visitor ID badge· 
whkh they must wear while in the facility. 
a) The court transport officer will place the parent/guardian's 

belongings and identification in a container that matches the· . 
. number of the Visitor Badge with th~· 10. and keys. This will be kept 
·on a cart and the cart will be later placed in the visiting area 
behind the desk fqr safe keeping. The court transport officer shall 
ensure .the parent/guardian leaves everything besides their keys 

.. and phC?to identific:ation i~ their vehic:le. . . 
6) Advise the:pa.reri.t/gLiardian to .~!lsure tbey are ·not .car.rying anything .. 

that will nqt.be allowed through the security checkpoint, including. : 
. · . ·any metal that will set off the ~·etal detector. · · · 

7) Have the pa,r~nt/guardian remo.ve any metal, i.e.J:)elts, jewelry. · ,·, 
·8) The court transport.officer ~ill-direct parent/guardian through th~ .· 

. metal detector and observe toensure the detector is not activated. if 
a parent/guardian does not cl~ar the met~I detettor: . · 

9) The court transport officer will ask the parent/gl!ardian to check 
him/herself again for ariy metal a·nd then walk through the detector. 

10) · If the parent/guardian does not pass a second time the float 
officer will in.strutt the parent/guardian to step to the ·back of the 
line. 

ll) Once all other parent/guardian ar·e seated in the visiting area, the 
court transport officer will use the hand held metal detector on all 

those who did 
not make it through the metal detector to determine the source of · 
the positive indication. 

12) If it appears the cause of the detector activation is an item of 
( 

removable c;:lothing, the court transport officer will ask the 
p~rent/guardian to remove them and then re-scan the 
parent/guardian using the hand-held metal 
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detector. 
13) The parent/guardian will be denied if the parent/guardian is not able 

to be cleared using 
the hand-held metal detector unless the source is an artificial limb. 

14) The co~rttransport officer will use the hand~held metal detecto~ to 
screen parent/guardians who require the use of a wheelchair or. 
crutches. 

15) If-a parent/g~ardian refuses.to participate in the screening process, 
the 

court transport officer will deny entry, noting the reason in the 
central ·control log~ 

16). Direct the parent/$_uardian.to have a seat until the court begins . 
begins.·. 

17) Notify central control and the pod officers via radio of which 
parent/guardian 
. have arrived. 
a) Pod officer~ wilt prepar·e:the rE7sidents for"vid~oconfereheing · 
. whenthey hear.the parerit/guardians have.ardved. . . 
b) If a pare~t/guardian who:is ·denied videoconfe.rencing becomes 

uncooperative: .. 
1) The parent/guardian officer will contact ttie ·supervisor/DIC via· 

. the radio and ask for assistance. The parent/guardian officer 
will try and de-escalate the situation using verbal skills until. . . 
the supervisor/DIC arrives and takes cha_rge of the situation. 

2) If the situation escalates beyond the ability for the 
supervisor/DIC to manage, central control will call Shascom to· 
request assistance from Redding PD. 

c) Once all the visitors have been checked into the lobby, the 
( . . . 

parent/gu.ardian officer wifl contact central control and advise· 

they are ready to escort parent/guardians to the visiting area. 

d) The cart with parent/guardians' be.longings 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 pa.rent/guardians to ~he visiting area. . 

f) The visiting officer will: 

1) Ask central control, via radio, to open the saily port door. 
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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) Observes parents/guardians as they enter and assign them to 
. individual tables .. No more tha·n five.families shall enterthe 

. J_RF visiting area at a time. . . . .. 
a. The pod officer· will tell the youth scheduled for court videoconferencing 

to assemble at the pod entry d.oor. . . . 
b. Prior to the.float arriving t6 escort the residents to vi.siting the pod . 

offiC:e r will: 
a} Te.II the residentto d.ress appropriately;.Hesidents a_re:to h·ave·all; 
... clbthing·on appropriate'ly ai1d sweat sh.lrt will·'be on a"nd worn at 

. a.II times. Sweat shirt will not b~ c~rried down to visiting a·hd not: 
worn; ·If hot g~i.n~ to· put on at the. pod then.the! swe13tshirt will. b~· 
p.laced .in the r~~ident's room unt!l_he or she"returns~t,o the pod.: 

· b) Tell.the residentto use. restroom. since they will not be all.owed to. 
use the-restroom while waiting to or attending court except 

· exig:ent circumstances :dictate otherwise.: 
1) Review th~ basic Visiting a_lid: videoconferencing ru.les and· 
. expectations with the resiC:fo~ts: · · · · 

2) Advise c¢ntral controlth~t ,the residents wi~h ,\tideoconferences .~re 
' assembled and ready to move. . . ' . . 

· 3) The float officer will go to _the pod and call control via radio and • 

r_equestentry to.the pod. . . . . . 
4) The pod officer will escort the residents to the pod door~ hand them 

off to the fioatofficer, and will document location. 

5) Control wili v.erify with the pod ~fficer tha.t the flo~t ~fficer is there 'to 

moye the residents to visiting and opens the door . 

. 6) The float officer will escort th~ residents to the_ visiting area and . 
assist the court transport officer with seating the residents at the 

tables with their p~uents/guardians. • 
a) Only one officeri.s required to conduct court videoconferencing, 

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 th_em. However, no . 
traffic will be allowed in the sally port while the resident is there. 
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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;gu.ardian sand re~idents to ensure theyare 

not passing notes, other unauthorized items contraband. 
b) ·Ensure residents spend time visiting with thefrparent/guardian .. 

and not each other.·R~sidents are notaliowed to visit with each 
other or"ariother r~si9ent's ·pa"rer1t/guardiah." 

c) ·1via~e around t'he visiting ar~a througho~t t·h'e court session to 

observe reside"'!t/parent/guardian's interaction .. · 
·a) Document any problems that occurred during the court. 

videoconferencing session. 
.. . ' 

11. The deputy public defendershall utilize r.oom NCl irivisitirig.to 
cori~er with youth and ~heir parent/guard!an in private. . . 

:. 12. The deputy probation offi.cer. and deputy pu~lic defender will e!lte.r 
the videoconferencing room. . · 

13. Each. resident's videoconfer.ence will occur~ as they are called,by the 
Court:·. At that time, the,"public defender will notify _the court ," .. 
transport officer which case has ·been called. 

14. The parent/guardian and youth will enter the court 
. videoconferencing room and be seated. . . . . 

15. If there are not additio.nal families waiting to ente·r, the resident 
and their parent may return to the visiting area and sit' at an 
available. table to visit quietly. 

16.Concluding videoconferehces 
a. Once a resid~nt's videoconference is over: 

1) The .cou·rt transport officer wil(ask control to.send the float offic~r t~ 
visiting.(if not already there.) and open ·~he inner visiting sally port 
door.• 

2) The court transport officer will have the resident sit iri the sally port 
until the float officer is available to return him/he~.to pod. 

3) The float officer will: 
a)· Escort the visitor to the lobby. 
b) Conduct a thorough pat-down search of the resident and return 

them to his/her pod. 
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If appropriate, a strip search may be conducted. 

Fill out a strip search form ·and receive authorization from the 

. Supervisor/Ole). 

1) The court transport officer will call the supervisor/DIC via ·radio to ask 
for assistance .. 

2) The supervisor/DIC will respond to the visiting area .. 
· 3) If.the conduct·issue was the residents', the float officer and 

supe·rvisor will: 
a) Escort the resident to the search location. 
b) Cond_uct 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 escorted to booking and placed In a holding 
cell until he/she calms down and can be moved back to the pod.) 

·4) The float office(:will:. · 
a) Return to the visiting area. · 
b) Call control via radio and·askthem to open the door to the.sally 

port leading to the lobby. 
c) Ensure the parent/g·uardians retrieve their items and returnsthe · 

·visitor badge. .. . · · 
d) Escortthe parent/guardians to the lobby.· - . . 

5) The court transport officer will notify central control that a resident 
. . . 

is done with court videoconferencing 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 all 
families have been cleared. 

b. At the conclusion of court videoconferencing: 
1) The parent/guardians officer will announce that videoconferencing 

has concluded. 
2.) Once notified, the parents/guardians 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 supervise the residents so the 
parent/guardians can turn in their badges and retrieve their 
belongings from the I process clerk will retrieve the visitor's 
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belongings from behind the visiting desk area and exchange them 
for the visitor's·badge. 

b) Control will let the parent/guardians in the lobby sally to leave all 
at once. 

c) . Residents will remain seated in their .location on "quiet time" 
status. 

d) The court transport officer will return to the vi~iting area to assist · 
' . ' 

.with resident searches. 
4) The court transport officer and the float officer will conduct pat 

searches on the residents. · 
a)· If contraband is found, the court transport officer wiH p'rocess 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 courttransport officer 
w.ill notify the pod officer(s) th~t the residents will be retu.rning to 
their pods. : . . . . . . 

6) The court transport officer closes down the videotonferericing 
equipment as outlined in the directions ar;d_ locks up the · · · 

. videoconferencing cabinet. . . . . 
7) The float officer will e~cort the residents to their pods. 
8) The pod officer will check the residents in to the pod. 

I. . PR'oHIBITED .CLOTHING OR ITEMS·. 
.. · .. · .. .. . . . . . :. l 

A. ·The foll.owing clothing attire wHI resu'lt in the visitor being 
denied entry into the facility.". 

· 1. ·No hats or bandanas of any kind.· 
2. Gang attire or sports attire worri in any combination that 

suggests gang membership. 
3. Low-cut shirts/blouses. 
4. Any blouses/shirts that expose the midriff. 
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5. Any clothing bearing print, logos, or pictures that promot~ 
drugs, alcohol, sex or violence. 

6. Shorts, skirts, or dresses that expose skin above the knees. 
7. Sheer clothing no se·e through. 

8. No heavy outerwear, to incl_ude jackets, sweat_shirts, and 
sweaters ... 

B. The only items allowed in the fa<;:ility during court are court . · 
documents without staples. 

SUPERVISION OF COURT VIDEOCONFERENCING 
A. ~he Court. Transp~rt Officer shall supervise all of the re_sidents and 

·. visitors. This shall include: · · · · 
. . . . 

· _1. ·visiting officer is to be alert at all times. 

2. · Qbserving pareli~s/g~ardians and"r~si~(:!nts to assur~--~h_e 
. following:: . · . · · 

a. ··No objects are being passed :between residents and_ 
parent/guardians 

. . 

b. No Inappropriate physical c~ntact 
c. Arguments or altercations are thwarted 
d. No visiting 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. 
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GROW Program Procedures and Guidelines Regarding Location and Resident 

Classifications/Statuses 

Section 1: Area Security Classifications 

Section 2: Obtaining· Furlough Paperwork .. 

Secdon 3: Resident Movement to and from GROW· 

Section 4: Showers/Clothing exchange~ 

Seetion 1: Area Se'curity Classifications · 

. A: Interior Garden (Located North ~f the 900 pod inside main perimeter) 
. . . 

· This area is generally accessible to all residents provided no safety/security· 

co~c~rns. are .. present.: ·Facility standard~ f~r staff/resident :r~tio ~re toremafrj i~: 
. . . - . . . . . . . . 

effed. MSR's, Ad-Sep, SR are all permitted provided proper staffing ratios are. · · 

maihtained .. Furlough paperwork is NOT f,equired:to utilize this area. A Core 

Trained JOO will always be present when resident.s are in the '1n~erior Garden. 

B: Chicken Care: (Short Term) Food Scrap Bucket Delivery/Egg Gathering 
. . . ,· 

Accompanied by JOO · 

Resident(s) who are not classified as A status (awaiting arraignment), or 

MSR/ Ad~Sep Status may ac~ompany a Core Tr~ined JOO to the ·West Garden for 

the purposes of emptying food scrap buckets {"Chicken buckets") and gathering 

eggs from the chicken coo'ps~ This task shoLifd be completed da.ily~ Residents who 

·have earned the facility job of chicken care should bethe primary workers for this 

assignment. 

C: West Garden- Furlough for Ongoing Work/Projects (All areas Located west 

of the Inner Facility Perimeter) 

·The West Garden for work of a longe·r duration/larger projects {more than· 

Q just emptying chicken buckets and gathering eggs) is available only to residents 
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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 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 indicate whether the 

re·sident shall be supervised by a core trained JOO 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 Garden 

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

furlough paperwork which is signed by the Resident's Probation Offiter and 
- . 

. initialed by.the Facility Director. No C status (placement)~ A status (awaiting : 

arraigrime~t)~ or any residents with MSR.:or Ad-Sep Statuses are permitted int.he · 

Strawberry Garden. The Resident(s) must have court ordered discretion to · 

furlough (B* or D* status) to utilize this,area. Residents ptograming in this area 
. . . . . . . ' . . 
MUST be accompani.ed by a core trained JDO. The Furlough paperwork must 

indicate that the Resident may work inthe strawberry garden and must be signed 

by the Resident's Probation Officer and initialed by the Facility Director. 

Section 2: Obtaining Furlough Paperwork 

· Furlough Paperwork will initially be filled out by the resident's Probation · 

Officer. 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 JOO supervision~ the West.Garden under 

JOO 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 
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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 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 e'nsuring both g~tes are secured a~d any tools are secured in 

the- garden shed. The JDO should also be looking for other hazards such as loose 

· boards, nails/screws, etc. Once the area is secured the JDO may move the 
. .. . . . . . 

resident(s) to the Interior Garden adhering to fadlity movement 

_policy/procedure .. Whe_n r.etqrning·from the Interior Ga_rden the r~sident(s) shall 

be pat-down-sea·r.ched prior to retu·rning to the_ living a~eas. 

· ·B: ·iviovemenfto and.from the Staff Parking Lot/Strawberry Garden_·_.: 

Prior to residents being moved.to the Strawberry Garden a JDO shall. 

per.form a security 'sw~ep of the area )lisuringthe area is_ appropriate for · ' 

programming. Thevehicle gate must be w·orking (closing) and any extraordinary 

hazards must be identified and removed,. before residents may program in the . 

strawberry garden (running unsecured vehicles, delivery trucks unloading, etc ... ) 
' . . . 

The JDO shall also ensure there are no sight and sound violations such as adult 

workers from JCWP'. O~ce the area has be_en deemed appropriate for 

programming the JDO will locate the furlough paperwork on the pod and check to 

make sure that the Strawberry Garden is: specifically listed and that th-e fadlity 

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. 
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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 Residents being m.oved to the West Garden aJDO shall perform· a 

perimete·r check ensuring that all exits are secure and that no hazards exist on the 
• • J ' 

West Garden _(unsecured garden_ing fools are comrl)on. and do not pro.hibit 

residents from working in the west garden). Exits that must be secure include 

the Mai_n fire gate between the JRF a.nd the old _faeility, the 4 entrances/exits to 
. .. .. 

the old juvenile hall, and the gate next to the JCWP office. 
-· . . ' 

Chicken Care: (Short Term)'Food-Scrap Bucket Delivery/Egg 

... Gathering 

After perfqrming the security check on the West Gard.en and clearing the 

_ movement with C:.()nfrol a JDO may pe accompanied by.,a resident and pro_ceed to: 

'-"the West Garden":area to empty the"chicken'l:)uckets aod 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 the security c·hec_k on the West Garden the JDO will lm;ate 

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 Releas.e" 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 (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 
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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 co"mplete 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 

Resident~ returning from GROW activities will often ·have soiled 

clothing/shoes and may be in need of a shower. Residents with hea.vily soiled 

clothing or sho.es shaU be given clean clothing to change into. Showers are not 

always necessary but staff should use good discretion, favoring health andgood . 

hygiene. 
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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 documentation 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.· 
3) If this is a Commitment Arrest, a copy of the Juvenile Court 

Order. 
C. The criminal history.of the youth, if applicable. 
D. The eta of the youth's arrival at the JRF. . 
E. The date and time the Placing County will pick up the youth, if 

. applicable. 
F. 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 signed by the parent/legal 

guardian/Juvenile Court Judge. 
3) Any dispositional or supplemental reports associated 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 
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Director, or other officer in the Deputy Probation Officer 
Classification. 

b. Commit PC Declarations can be completed by the JOO 
completing the intake. The JOO 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
Dedaration. 

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 prior to . 
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. Booking. 
1). Complete the following: 

a. Face Sheet 
b. The assigned probation officer caseload is P0148 
c. Property Sheet 
d. VAi 
e. Detain/release 
f. Medical Bracelet 
g. Search Form 
h. Medical Consent Form 
i. Chlamydia Screening 
j. Sexual Abuse Orientation 
k. DoorTag 
I. Pod Info. Sheet 
m. Release Form 
n. Resident Orientation 
o. ***Note, the ORAi and Live Scan process will not be 

done for contract county youth. 
2) Classify the youth and assign them to the appropriate pod. 

Follow the Courtesy Hold instructions, DO NOT initiate a file on these residents 
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Court procedures 
1. Contract County Youth are transported to and from Court by the placing 

County. 
2. A clothing exchange will be completed when they return from Court. 

! 

Supervision/Case Management 

1. Contract County Youth shall be assigned to Cas·eload P0148, which will be 
supervised by the Supervising Probation Officer assigned 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 information 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. 
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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 

1. jRF Medical Staff shall work with Contract County to obtain necessary 
releases and medical history. 

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 placing 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 
ll 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 their 

parent or guardian 

Termination from Custody 

1. The JRF Director shall work with the Contract County to make appropriate 0 custodial arrangements if the need arises. 
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RESIDENTS WITH DISABILITIES · 

It is the policy of Shasta County Juvenile Rehabilitation Facility to adhere to the 

Americans with Disabilities Act (ADA) by equipping the facility to c;idequately 

house res!dents with disabilities: 

When a resident is booked into the facility with a disability, several things must be 

· considered. 

· A. How severe is the disability? 

s: Thorough search bf resident and wheelchair, if applicable. · 

C. Housing pod assignment, ADA room .. 

D. Intake shower on pod in ADA shower. 

f. INTAKE SHOWER: 
. . 

... a. At booking,.-after all the paperwork is completed. and the resident is.-

searched (induding wheelthair), the resi~entwill be taken to their . 

hoµslng po~ or a vacant pod for their intake sho~er, follo\iyirig the same 

dir¢ctives as the pod for disabled resident's shpwer. 

a. In.the event that a resident is not able to bathe or shave him or herself: 

1) ·The JDO will assist the disabled resident'shower and shave. 

a). The JOO.will get the disabled shower chair and properly place it. 

into the shower. . 

b). A bath robe or modesty blanket will 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, on the 

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. 

q) Female Resident: the resident will. be placed in the s~ower, 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 
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shower. Once the show~r is done, the resident will be allowed to 

go to her room and change into clean clothing. -

2. Wheelchairs: 

a. Wheel.chair ramps will be used whenever escorting a resident restricted to 

a wheelchair to various. areas of the facility. 

b. Wheelchairs will be searched prior to being allowed on the housing pod. 
. . . . . . 

c. Residents may keep their wheelchair in their _room with them as long as 

they do not misuse or create a secur_ity issue with them. 

1) 

ll If the resident is_. not allowed to keep his/her wheelchair in their . -

room, the following will occur: 

~ : . 

. • JDO's must assist the resident into their bed, if needed. · 
. - . 

• A plastic whistle will be provided to the. resident to alert staff 

of.hydration or bathr:oom needs .. 

• If the res!dent has to use th~ bathroom, their.~heelchairwill 

be .returned. to .them and staff shall assist the .resident into the 

chair, if needed. After bathroom use, the wheek:hair will be 

.removed .. 

• Jf resident'.is an extreme safety and.security risk/st.aff will do 

five minute room checks or one- on- one direct supervision. 

• Whenever the resident is let out of their room for 

programming, his/her wheelchair will be returned to them for 
v • - • • 

use. 

d. Wheelchairs will be searched in addition to the residentat the conclusion· 
. . 

of any Court/Visitation, transport, etc;:. 

e. No other residents shall use the wheelchair. · 
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HOLDING CELLS 

1. The use of holding cells in the Booking 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. 
a. Long term housing is defined as ov~rnight whereas the resident is 

intended to receive their night's sleep in the cell. 
2. There shall be at least one Core trained Juvenile Detention Officer stationed . . . 

. · in Booking whenever th~re is a resident present on the floor" or secured in a 
· Booking Cell or Safety Rc?om. . . 

3. Staff Sha.II ccmduct room· safety checks when r~si~ents are ·se"ci.Jted I~ 
holding ·cells, in accordance with Section s.i.2~ Room .Safety Checks. 
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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 Resident onto and off the Pod when the 
Resident is being booked in, straight released or being released/failed on 
Furlough. This Procedure must be followed as follows. 

1. Always without fail you "MUST" document an new bookings and releases in 

the Intake Log Book. Follow the procedure for this, which.is in the Post 

Order Binder. 

2. Always document all Bookings, Releases and Furlough move~ent on the 
11Booldng/ Release Tracking Sheet;'. This information.has to be provided to 

Pam, Medica! ~nd the School so.they can· upda·t~ t~eir files and track ~tats 
for:the State.: Make sure youpro.vide all lnformatiqn asked fo'r ori thisform· 

as Gr~veyard needs this Jnf~rmation to bodktheminto Jalant:hat night. 
'• . . ~ ,- ' ' . . . 

· Adju$t the pop at the bottom of the form for.Bookings that are currently in 
. . . - . . . . 

booking area and the Facility Population only, do not track the Pod 

population on this form. 

3. The. "GREEN POD FOLDER": This folder needs to follow the Resident to the 

Pod w~en the Booking is completed. In this folder should be, 

a. ·Door.Tag· 

b. Pod Sheet 

c. Release Form · 

d. Orientati.on Form · 

e. Original Copy of the Sexual abuse Orientation 

f; VAi 

4. When releasing the Resident that folder needs 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 



0 

0 

0 

·POST ORDERS-· 

5. If the Release is to Furlough, document the date time of Furlough and 

·retain this folder in Booking until the·y return from furlough or released 

from Furlough. (overnight furloughs only, not day furloughs) 
. ' . . 

6. _If they are being booked on a Failed Furlough, update the release form wit.h . 

the date and time of the failed furlough.and follow the booking procedure · 

. for failed furloughs as outlined in the Post Orders. 

7. If the resident comes in on a Fa lied Furlough with new charges, document 

. on the releas~ fro.m the date, time a:nd reason for the Failed Furlough on . 

the current release form (not the new Relea~e form for the addition.al 

charges). Then follow the .new bobking procedures as outlined in the Post 
. - . . . ' . ' . . . . . . 

Orde.rs for the new charges and ~dd this paperwork to the G.reen Pod folder 

as well. 

8. Mak~ sure to.document on the Booking/R~lease.Form that the· Resident is a: 

FaUed Furlough in the appropriate '~Furi'ough Movement" area.· 

9. If t.he Resident has new charges you must also document cm the 

· · Bo,oking/R~lease Form t.hat he/she has hew charges onth~.'"intakE?" portion ., · 

of this form as well. 

10. When the booking process is completed, the Green Folder g~es back to the · 

Pc;>d with the resident .. 
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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 will be _an opportunity to truly 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 opportunity to build and foster a positive rapport 

. . . ' . . -

with the residents. You will be the one they come to for counseling, advice and 
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 well together, if not, having only 
one staffwill limit their "tun" time. 

_There have bee:n .con~erns about be.ing the only staff: o~ th~ pod. So"me :of th~se 
.·concerns stem from the fear of the unknown. We (Juvenile Hall-SCJRF) ~ave never 

had the opportunity to do this before and it might seem a little scary. However, 
remember in the· old hall, on many ,occasions, we have split the residents·up in 
two or three groups, 10 or less on the recreation yard; on C unit and on B unit. 
This is the same conce.pt. Just remembe~ from your Base Training, your back-up is 
seconds away. Special attention will be focused on .the one st(lff pod to ensure . 
everythfng goes smooth. However, every staff in this facility knows, working with 
these types of residents, not everything goes smoothly afl the time. Should there 
be problems, you can ALWAYS request a float to assistyo.u or if serious issues 
arise, hack-up staff will be there within seconds. 
Another bonus to this pod is, we get to separate the female residents from the . . . . 

. majority of the male residents. This alone will calm the facility down for both 
pods. This is a known fact from other facilities and our attempt to do this at the 
old Juvenile Hall. 
This will be a learning 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 residents . . . 

and staff. 
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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 sc~e~n. 
a. If a resident needs to go to their room to use the restroom, the officer 

will use the touch screen to accommodate this. 
b. Going to rooms for hygiene~ after m·eals; bedtime:- Officer will call one 

room at a time and no more than one resident at a time, to go stand by 
- . . - . . . . ' 

theirdo()r. Officer will open door using touch screen. Contin~e until all 
residents are in their rooms. . . 

. 3 .. When bu.sy., an option forthe touch screen_ is to call.control and ~sk them to 
nionitorand reset the Watch Tour for you.· 

4. When _all residents are out in the dayroom, the officer shall lock the. 
computer an·d come outfrom the desk area wheneyer·possible. 

· 5. · Showers- showers may be completed 3 at a time. (Same sex using the 
.. : showers). (Flo~t may be.needed d~p·en_ding on the gende·r of the resid~n~s· 

. and the officer working the pod.).. . . 
r---·~) . 6 .. -At anytime, the p~d officer may request a.float for assi.stance in doing ro~m 
\___,, , .... ·checks, daily tasks, troublesome sjtuations, etc. Do not hesitate to ask.,",· 

0 

. . . ' . . . ' . . ' . . . . 
·Radio control and ask for a float to respond. 

7. The pod officer will be offered bre:aks, however, should the officer 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 takingoresidents to the outside recreation 
yard. They will be needed for the movement and needed should any 
Jesidents decline to go outside .. (Or on room confinement, etc.) However, . 
·~11 residents will be required to go.· 

The on-duty supervisor will be monitoring the pod via visits and by camera. The 
. . 

float officer will be visiting the pod several times p'er ·shift · 
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ROLE OF THE OFFICER IN THE POD 

1. When there are two or more officers assigned to the pod, one.officer will 

be near or behind the desk _while t_he other officer sh?Jll be amongst the. · 

residents, observing and.supervising resident activities~ The schedule will 

designate which responsibility th.e officers are assig_ned: de$k or floor . 

office.r. 

2. The primary role of the pod officer is to manage the resident's behavior, 

th.rough_ direct supervision, to ensure the pod is safe,. secure an~ orderly .. 

The officer will remain in the pod with the residents throughout. his/her 

shift and interact with ~hem Gontiriuously to: 

A. C9mmunicate and r~inforce expectatio.n~ for positive beh?Jvior. 
. . ,· . ' . '. . .. 

B. Provide. incentives for positive· behavior. . 
. . ' . 

C. Appropriately hold individual residents~accountable for neg.ative 

behavior. 
' ; ; • 

0

\ • ": t . . : : 

D. Become familiar with: and address resident behaviors and needs. 

E. Serve as the primary source of information for residents. 

F. Serve as a positive role model for residents. 

G. Detect and address .negative behavior/attitudes in their early stages. 

H. Keep residents occupied. 

3. The officer. will interact with residents based on the assumption that they 

can behave rationally. 
. . . 

A. The officer's primary goal when interacting with residents is to build 

and maintain rapport by fostering a reputation of being fair, 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 i~ 

is productive and non-escalating, to learn what the underlying issues 

are and assist the resident in working through them in an·acceptable 

manner. 
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B. The pod· officer may sit down with residents to play a game as long as: 

a. It does not co.nflict with safety or security. 

b. It does not affect the completion of assigned tasks. . . . . . . . 

c: · It is a benefit for.the resident and stipports the officerln establishing 

and maintaining rappo_rt with the residents. · 

d. ltis communicated with your peers~ so they understand their 

. responsibility during this time. 

4. Guidelines for staff ·interactions with residents 

A. Staff is expecteq tq be clear andfirm,. but with a caring demeanor, whe11 
. ' .. 

setting boundaries with residents regarding their behavior;· as well as. 

following through with prescribed consequences and follow up 

conversation. 
. , , 

B. :Staff will consistently assist residents: in undersfanding the expected 
behavior.:· · 

C. Staff will _help residents find solutions~ to ·their i_~sues wh~ther in crisis or 

llQt. . . . . ' . 

D. Staff will encourageand allow resident.s to make choices whil~ making 
sure they know the. possible consequences, both positive and negative 

before they make decisions. 

a. Impart to residents that the more information a person has, the 
. . . 

better the decisions than can be made. 

E. Staff will treat residents in a caring and respectful manner and e?(pect to 

. be treated in the same.manner. 
. . 

. a·. If residents believe staff cares for them as individuals/they are more 

likely to respond in a positive manner. 
F. Staff will respond to negative behavior in a calm, objective, matter of 

fact manner. 
· G. Every attempt will be made by staff to redirect a resident's 

i!'1appropriate behavior. 
H. Staff will positively reinforce and recognize desired behavior at every 

opportunity. 
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I. Expectations are to be reasonable and consistent with the philosophy 

and goals of this Rehabilitation Fadlity. 

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 opportunity. 

M. Praise may be appropriate in· front of the group. 

N. When confronting a resident, staff shall do so away from others unless it 
. ' . . ' . .· . . . . . . . 

is an exigent circumstance . 

. 0. Staff should not embarrass the resident .. 
' ' ' 

P. Staff shall not use group discipline or general admonitions. 

Q. Staff should pro~ide opportunities for success. and ac~ievements that 

support positive movement. 

s. The .second'ary role bf. all qfficers is to ~ssi.st t.he residents :in positive . 
. . . .. . 

change. This will be accomplished by w_O-rking closely withthe resident's . ' . . . ' 

Probation Officer, targeting the criminogenic needs and initiate open 
' . 

targeted conversation.and facilitate Evidence Based Programs. 
. . -· . . .. ' .. . 

6. The officer is the authority in the pod and do·es not share authority with 

residents. 

The officer is the primary decision maker on matters concerning resident 
and pod activities and doe.s not routinely defer these decisions to the 
supervisor. 
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ROOM SAFETY CHECKS 

1. Conducting the room safety checks 

a. Throughout the shift, the pod officer will conduct roon~ safety checks on the pod · 

when·ever any residents are secured.in their rooms. 

1) Random room checks of the resident rooms will be made taking care to avoid 

creating predictable patterns. while conducting room checks (but at least.within 

every ~5 minutes) when any resident is secured in .a room. 

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

3) . You will use the computer, or a time piece that.keeps th~ accurate time for 

keeping track of your room checks~· DO NOT USE ntE TOUCH SCREEN CLOCK .. · 

4) One staff shall c.onduct the ropm checkswhile residents are out ohheir rpoms, 

leaving one staff to supervise the residents in the dayroom. In the event that you . 
. . . 

·are wor~i.ng a one sta"ff pod, th~ staff shall utilize a booking float whenev~r: . 

possible while conducting room checks. If a float is not available,:take care not to · 

turn your·back on the residents·.a·n·y longer than necessary to facilitate a proper 
·· room check; 

5). Do not a·llowy.ourselfto get diStracted byresidents while ~onduding 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 conducting a Room Safety Check during waking hours, the Pod Officer will: 

1) Look in the room window while standing in front of the room d.oor1 and observe . . 
the resident for movement and/or sp~ak to him/her. DO NOT DO ROOM 

CHECKS FROM DAYROOM FLOOR! . 

a) NPTE: Look for things that seem out of pl~ce, things that appe~r odd; 

· f~rtive move~ent, things that don't be/Ong,. clothing tied together or 

fashioned in noose. Be watchful for things that. could indicate suicidal 
behavior. 

2) 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. 
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b) Open the room door and speak to the resident 

c) If there is still no response, enter the room to check the resident's well­

being. 

d) If the resident is non-re.sponsive, initiate em~rgency response procedures. 

c. When co~ducting a room safety check during sleeping hours~ the pod offic~r will 

view the resident long enough to make sure he/she is breathing and that the . 

resident is visible. · 

1) . The pod officer may use his/her issued flashlight to see into the room if needed, 

.or if deemed absolutely ne.cessary may turn, on t~e rciom light . 

. 2} If a resident can't be seen, or the pod officer can't tell if he/she is breathing, the 

pod officer will knock oh the room door to get the res.ident's at~ention.. . 

3} ·If the residentdoesn~t respond, t.he pod officer will contact central control vi.a 

·. radio a~d request a s.econd officer for ass.istance. · 

4) ·Central .control will ·assign a s~corid officer to go to ih.e pod. 

5) ·Once the second offker has arrived,·the pod officer.will ask him to stand by at· 

the room door as he enters the room to check the resident's well-being. :. 

6} If the re~ident is non-responsi~e., the pod officer will)nitiate emergency re~ponse 

procedures .. 

7} If the resident is gone from the room, the pod office.r will immediately no~ify the 

supervisor.via radio and initiate emergency response. · 

2. · Documenting Room·Safety checks: 

a. · The staff conducting the room safety check must write their name, and the 

ti~e the:check was conducted:in iNK {no pendil) in the Room Check.Log stick 

located on the Pods, and in Booking for.eve~y ~h~ck. . . 

· b. The person doing the check will complete the check then write the time the 

che.ck was completed. 

c. 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 Page2 



( "\ . / 
~ ... .-·· 

POST ORDERS - POD 

3. Documenting Late Checks 

a. When a room safety check is late, it must be docum~nted in the Room Check Log 

Book as follows: 

1) That person responsible for the late check will notify a Supervisor/DIC immediately 

that ther~ was a late check. · · 

2) . The staff res·ponsible.for the check will write in the check as it was done, showing 

·the accurate time between the.checks. DO NOT WRITE IN A TIME FOR A CHECK 

'THAT WAS NOT DONE! 
. . 

3) · The Supervisor/CIC will audit the check, and investigate the validity of the reason 

why the check was late. After tnis, the Supervisor will sig~ their' name next to the 

late check in the Room Check Log B.ook in red ink, signifying the check was audited. 

\ ·. 
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JANITOR CLOSET 

General Information: 

A. Janitor closets are located in each pod. _ -· 

B. Items stored in the janitor closet include: 

1. Cleaning supplies (located on a cart that can be 111oved to rooms on the 

fjrst level) 

2. Hygiene supplies (toothbrushes, toothbrush covers, toothpaste, soap, 
' ·' - . . . . . 

shampoo, feminine hygiene products, etc.) 

3 .. Toiletpaper · 

4. ·vacuum 

5. Brooms 

6. Steam cleaner with wands 

7. -Mop buckets and mbps 

8. _Replacement clothing items for reside~ts 
. . -

· 9. Games will be stored on a cart in storage room. All sports equipment 

will be on recreation yards. 

C. The pod officer will control all resident access to the janitor closet and will 
. . . 

supervisor residents (standing in the door way) if they are getti'ng supplies 

from the closet. Under no circumstances shall a-resident be in the closet 

without direct supervision at all times. 

D. Pod workers will be assigned to clean the larger areas of the pod, however, 
- . 

all residents will be expected to dean their own rooms as well as contribute 

to pod clean-ups when asked. 
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1. Janitor Closet - Storage, Supplies, and Equipment. 

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). Exception: If the ·supplies are needed immediately (e.g. no toilet 

paper) the pod will officer ask the float officer via radio to bring 

the'supplies to the pod. 

· l} If eql,iipment fs b_roken, the pod officer wilt complete a request for 

repai'r or replacement. The form is called a replacement form.and it 
. . . ' . . ~ ' 

will be forwarded to the supervisor iri charge of said' equipment. 

· · ·.2). If an equipment.items is missing or' if parts are missi~g, 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. Re·sidents needing supplies will ask the pod officer for the items. 

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

: practical. (Th.e Res.idents are not allowed in the closet without proper 

supervision) 

2) If the resident requesting the supplies is assigned as a pod worker 

who needs to get mop buckets and cleaning supplies out and set up, 

the pod officer will stand-by at the janitor closet and supervise the. 

activity as the P.od worker assemb_les 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 
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the.locked area behind the gate, the offic~r shall be in direct line of 

sight when the resident is in that area. 

**UNDER NO CIRCUMSTANCES IS THE JANITOR CLOSET DOOR TO 
. . . 

BE UNSECURE WHEN AN OFFICER IS NOT PRESENT IN THE DOOR 

WAY** 
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OFFICER STATION SECURITY 

1. Residents may approach the officer station with permission to speak with 

· . the officer.atthe desk 

2. Pod rules specify that r·esidents are only a·llowed to conie to ·the officer 

station when the officer is present, and shall not be allowed to enter the 

boundary denoted by a different tile color thatsurroundsthe 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 control.s by to.uching the -user initial. icon located 

inthe upper right hand corner of the screen. 

B. ·Ensure there are no items on the desk except non-confidential paper· 
. . . 

; products.-. All other items shall· be locked in drawers. (make sure.the· Log 
.• ' . . . . .· . , . ' : - . . . - .·. . 

: Books are. closed at all time~ except when making log n:otes). 

C. Lock the d'rawers. 

o~ When th~~pod officer retur~s to the officer st~tion, he/she may t~rn on 

touch screen controls (Refer to.security electronics Touch Screen 

Procedures) 
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RELEASING RESIDENTS FROM THEIR ROOMS AND R.ETURNING THEM 

TO THEIR·ROOMS 

1. Whe.n 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. 

A. Residen.ts wishing to come out of their room~ will press the intercom 

.. button in the room and speak with the pod officer. 

B. .If the room door is opened from the pod touch screen controls: 

1. ,The second officer will:· 

a. Stand ne~r.the room being C?P.ened, greet the r.esident with a hell9 

and use the ,opportunity to scan or check.the room condition. 

b. Direct resident to close his/her door. (Staff will-make sure the 

door is secure·) 

c .. Room doof.s vvill b.e locked at'.all .time~ unless an' officer is present :. · 

or the resident ls entering or leaving the room. · 

2. The pod officer at the touch screen control will verify the room doo~ 
shows closed. 

. . . 
3. Residents that wish to return to their room will ask the officer to 

.allow them back into their room. · 

2. Second Tier Movement 

. A. ·When letting most or all resid~nt.out of th~ir rooms: 

. 1. The pod officer at the pod control station will begin with the second 

tier, letting residents out one at a time. 
. . . 

2. The second pod officer will stand on the tier.when the resident's 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 

at the touch screen controls wili open the next room, repeating 
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. the process t,1ntil 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 · 
. . 

legitimat.e reason, the pod officer "on the floor" watches the . 

resident until he/she enters his/her room. 
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RESIDENT HYGIENE 

1. Room Hygiene 

· ·A. When the res"ident is booked in, 'the· Booking officer will issue him/her a 
hygiene 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 resident's name or room number .. 

c. The kit will be placed in the hygiene storage container which is 

. located in thejanitor ~loset on.th~ same tier as the.~esident.'s. 

assigned room and instruct the resident on.when it. is used. 

d .. Issue. the re_sident a bar of soap and toilet paper to ·be stored-in thei_r 

room. 

• e~. Issue the resident a towel for.the_ir room. · 

s.· ·Replacing items In hygiene kits: :. 

a·. With the excE!ption of soap bars.and feminine hygi~ne produ_cts, 

residents mu'st provide the empty,, worn out or broken hygieri~ items. ' 

to the officer whe.n requesting the replacement. 
. . . 

· b. Level _hygiene products- if a resident uses aH of his/her high level 

hygiene product, it will be replaced with facility supplied product, 

until they "purchase" with their points _the high level product the 

. following week.· . 

C. Scheduled hygiene times 

a. After Breakfast:· 

1) The pod officer will retriever the hygiene kit storage container 

and when residents begin to return _to their rooms, the officer 
. . 

shall hand out the kits as residents reach their room. 

2) All Hygiene kits shall be retrieved within '30 minutes of hygiene 

time starting. 

3) The officer will conduct a visual inventory ofthe items to 

ensure all items are in the kit. 
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i. If the kit is.complete, the officer will place the hygiene kit in 

· the storage container. 

ii. If the kit is incomplete, the officer will direct the .resident to 

return to his/her.room forthe item(s). 
\ 

2. Shower Hygie~e 

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 officer will: 
. - . . 

a. Pri.or to the s.ta~t of showers, the ~fficer_or a resident_ (with direct . 

supervision) shall pl()ce the ·shower cart near the staff stat.ion by the . . . . . . . 

· drinking fountai_n. ·· .: . 

b. The cart sh~111 be stocked .withshower rolls, hygiene products. The::·· 

· officer shall provide direct supervision when a re~ident retrieves 

·hygiene products.and a shower roll making sure 'the minor is relievlrig 
. . . . . . . . . . - .· . 

the appropriate"shower roll and hygiene product. 

1. The resident shall not be allowed to dispense hygiene products.or 
. . 

·hand out shower roles to other residents. 

c. Decide on which gender is going.to shower first, place either the 

male or females. in their rooms; leaving only one gentjer in the 

dayroom. 

• d. ·Put the hyl$ierie storage cart near the officer's station. Have shower 

rolls out and ready for the residents. 

e. When requested by the resident, dispense soap and shampoo in 

small cups. (Only ifthe shower dispensers are not stocked)~ 

f. Note- Officer of same gender as those taking showers will be. 

escorting residents to znd tier for showers, performing room checks . . 

and in charge of the entire shower process. (Exa·mple: males taking 
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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 2nd tier after retrieving their hygiene kits 

and place them in the shower. (Making sure they are "settled"' in the 

shower before leaving top tier). ) 

h. Come downstairs; assign three residents to take a shower in the . 

bottom tier showers. 

i. Keep a close eye on the residents in _the 2nd tier showers and attempt 

to be there when they are done in the .shower to escort them . 

downstairs. (Alsoi preventing the two minors coming out of the . 

. shower at the same time and perhaps engaging in horseplay on the 
2nd tier). . . . , . . . . . . 

. j. ~epeat process until showers are done. 

k .. Monitorthe number of residents taking showersatany:one time . 

. -~(YOU SH.OULD.ALWAYS KNOW \IYHO.IS iN THE SHOWER.). 

I. Towels:·.: · 

~a. Towel~will.beOissued to r~sidents when they.arrive on the pod. 

unless'. already supplied cldri_ng the booking 'p'rocess. (Along with 

bedding, hygiene kits, 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 dirty clothing. 

a. The resident shall: 

1. Turn all clothing "right-side" out. 

2. Show the officer each piece of dothi'ng prior to depositing it in 

the right 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 
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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 specific amount of razors from ~he Supply Room. 

b. ·Hand the officer working the staff sta.tion t.he razors they need·and 
. . . 

instructthe offic.er to write the amount of .razor's he/she received in 

· the pod "Razor Log." 

c. Once st)avi_ng .is ,completed,_ the Supervisor \IV.ill .retrieve all unused 

· razor~ from the pod office(and instruct the officer towrite the:·, . 

amount returned to the supervisor in the log boo~ comparing it to· 

the receiving number. Used razors are.placed in the sharps container 

located 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. Provide.direct supervision at all times when a resident is in 

possession of a razor; not allowing distractions. 

b. Retrieve the razor and razor cover priqr to leaving the resident's 

room; making sure all parts are there. 

C. Shaving Procedures 

a. Residen~s wishing or needi.ng to shave will no~ify the pod officer. at 

the beginning of the shift that they wish to shave. 
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. b. The pod officer, when time allows, will get a disposable razor from 

the supervisor/Ole, and will escort the resident to their room on the 

pod. 

c. The pod officer will provide direct supervision for the· entire time the 

resident is in possession of a razor. 

d. When the resident is done using the razor, .the pod officer will collect 

the ra.zor and examine it.for all pieces. The pod officer will dispose of 

razors according to above procedure. . . 

4. Hair Care Hygiene 
. . 

A. At least every 30 days, residents. mayr,equest.and ~eceive haircu.ts . 

. a. Whe.n a -resident'wants to request a hairc~t, he/she will fill out a 

req'u·est/cqntact form, reque~ting a haircut.' . 

· b. The pod officer will route the form to the supervisor in charge of 

haircuts who will place tnem on a list. . . 

c. The d~si-gnated haircut day will be scheduled once a list is compiled. 
. . . . . . . ' . . . . 

d. Haircuts will be done in the medical exam room~ · 

e. 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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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 ta bl.es a_nd· ensure the kitchenette is 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 officer is ready for the cart and 
· unlock the ·pod door. 

D. If the residents are in the dayroom when the food ca·rt is broug~t onto 

the pod, the pod officer will tell them to be seated at a table to be silent .. 
. . 

E. If the resi~ents _are locked in their.rooms when the f9od cart is brought 
. · o~to the pod, the pod ·office.rs will.begi_n bringing them into the day 

. . 
· : .room and seating them at the table:s.· 

· (i. If a r~~ident cho.bse·s n~t .to come but for t·h~ meal, _a pod offi.cer will: 

. i. · Check to see why by speaking to the resident: 

ii. Ensure the meal refusal is p'r.operly )ogged : :· 

. iii, Follow u·p a·s n.eeded if the resident is sick of if other meals 

have been refused. 
· b. If there are residents in the pod wit_h classification levels that do 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 

A. Th_e cook or pod offi~er will observe an~ supervise the serying line. 

B. The pod officer or cook will call.residents 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 e~t 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. 
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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 offic.er observing the meal service will: 

a. Tell each tabl.e group, one at a· time, to get up from the table and go . 

to the garbage to dump·their trays, spork.s·ahd milk cartons. 

b .. Observe the process to ensu·re the resident throws away the spork, 

and milk carton. 

c. When col!ecting trays. from residents who ate in their rooms, the pod · 

officer .shall: 

. 1) Ensure that they collect a spark and milk carton from each minor.· . 
. . . . . ' . ' . .. ., 

2) lns.pect the surfaces of the room to ensure no vandalism, graffiti 

o,r-filth h~s be~n deposited. 

i. ·. If residents have thrown-food or defaced surfaces,. the pod 

• offi~er directs them.to.clean thefr rooms.and initiates the . 

. : . . di~c:;ipline process. Th.eydo not leave ro9m until complete.: .· .. 

lt The residents wiJI return to their taple or the pod offi~er wifl s:end them . 
· · to their rooms. '.' 

C. Pod officers will return minors to their r·ooms pursuant to Section 5.4.4 · 

. after providing them with their hygiene kits pursuant to the hygiene 
. . . 

post orders. 

D. If ROP residents were used to serve the meal, the pod officer will 

· supervise them whil~ they wipe down the. tables, s~eep ·and mop the 

floors, and roll the· garbage ca.n (tying bag) and sit it near the pod entry 

door. 
•. . . 

a. In the absence of ROP residents, the pod workers will be supervised 

while they perform the clean-up duties. 

· E. When de·an-u~ is .complete,. the pod officer will notify the float officer · · 

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 

. 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: 

a. Call central control to verify the number of residents for each pod 

an.d any residents in booking. 

B. At approximately 1900 hours, the float officer will deliver the snacks 

. from the kitchen. 

a. The residents will get their snack as they are called, and immediately 

return to where ·they were pri.or to receiving their snack. 

b. Residents may not take snacks to their rooms, with the exception of 
' c ' 

residents who are separated for classification or medical reasons. In 
'. : . . ' . . . . ' ' . . 

either case, the pod officer will bring the snack to the resident and 

retrieve. the .trash when they are done.-
. . .. 

c. For these residents, pod ·officers will coll.ect the snack and ensure 

that the room surfaces are clean as noted in the meal instructions 

above. · 

. C. ·When they hav~ finished their ·snacks~. residents will .throw their 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 informatidn-will be entered during the resident's.initial 

classification.. . . . 

a. All residents wi.11 be allowed to make one call per we~k. 
b. Depending on their level on the points/level program will determine 

how many additional phone._calls they will be allowed to make. 

2. Making phone calls 

a. The pod offi_cer will activate.th~ telephones and a_nnounce that the . 

phones are available for use . 

. b. The resident asks the _pod officer for permission to use the phone . 

. 1) The p9d officer will monjtor·the residents r~~doJ!llY as they er:it~r 

. theit pin_. numbers.to make th_e call to verify they are using th·~·ir ; 

assigned ·pin. 

c. The resident dials the phone number»and identifies him/herself as.the 

.. caller. 

d. The phone syst.em identifies the caller to the called party by name and· 

also plays_ a ·recorded messa~e saying it is a collect call from a juvenile 

rehabilitation facility. 

e. The caller may ac_cept or reject the call. 

f. Once accepted, the phone system recording advises .both the resident . 

and the called party that the calls are recorded. 
. . . . 

1) The ph_orie system is pre-programmed so it does not record cal.ls to 
attorney. 

·2) Residents who wish to call clergy niembers confidentially must 

·. submit a. request to the Program Supervisor asking.the n·umber to be 

programmed as a non-recorded number. 

g. Hearing Impaired residents- refer to policy for procedures 
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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.it is 

legitimate emergency will: 

• . S~t up the phone.so the re.sident can m~ke the call 

• . Document the call in the pod log. 

RESIDENT ACCESSTO MAIL 

. . .· . . . .. . . . 
· 1. AIJ residen~s will be provided .access to tri-fold Vl(riting pap.eL 

·.2. ·Stationary.and.envelopes will be available to higher level residents:to be 

purchased with their points. · · · , , 

a. During program.time, the residents will be allbwed to.write lette:rs. · _ . 

• JRF paid postage: · ·. 

a~ One (1) letter a week (every seven days) to a friend or ·relative· 
. j . 

b. ·One (1) letter daily to parent or legal gtiardian 

· 3. Residents will turn in completed letters to the pod officer. 

4. 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 ~ill pick up from the.pods, the scanned.mail and 

take it to the outgoing mail basket. 

· 5. Delivery of mail to pods: 

a. Swing shift float will deliver the daily 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: 
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• Open all mail in front of the· resident, one at a time, checking for 

contraband. 

• If contraband (illegal) is foun.d, refer to Policy 5.4.10 

• If contraband (legal) is found, refer to Policy 5.4.10 

• Notification of refused or confiscated.mail, refer to P61i(y 5.4.10 

• If mail m~ets standards, the officer wrn give the resident his/her 
mail. · 

RESIDENT LIBRARY· 

' ' ' 

1. Each pod,wlll have in their Closet a.q1rt with librcfry books. 
. . . . -. ' ·. . 

·a. Duri11g··program time, t.h~ pod officer will pu'll out the library ccir1: and let 

the residen~s get books .. -

• · The number of books allowed per resident is determined by what 

· l~~el they are on, on the points/level p~ogram. 
2. Books will be rotated amongst the pods on a we.ekly basis. (TBD) 
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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 pe.ncils 

during normal program time and place the griev.a.nce in the Communication 

Box located on the pod .. 
. . . 

A. If the resident chooses not to fill one out confidentially, they may 

approach an officer at any time and ask for a pencilto fill out a 

grievance, which will be available witho"ut having to ask staff for one. 

a. The· officer shall furnish the penciltOthe ·resident with minimal delay. 

b. The officer may delay providing these items to a resident who is out 

of control or exhibiting behaviors that lead the·officer'to be 
. . . 

concerned that it is unsafe to furnish a pencil to the resident In these 
. . . 

. · cases~ staff shall furnish the~e "items 'as soon asthe re~i"dent has 

·_ ·calmed ·down. 

B. Should t~e :res'ide~t ask, the officer ma.y attempt' to ·res~lve an issu~ 
prior to pro~i~ing the resident the grievance forrti and pencil. 

a .. Officers-are not to ask why. or what the resident wants to grieve_. · 

unless .the resident voluntarily.initiates such dis'cussion. 

b. The offic~r can ask if they can assist in the resC?lution. 

C. The resident may request staff assistance in filling out the grievance~ 

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. 

2. The supervisor ~n duty shall empty:the Communication Box at least once 
. . . 

per shift_. 

· 3. The supervisor will enter the information into the G·rievance log and assign 

. it a log number. 

4. The supervisor will review the grievance to determine which staffing level is 

appropriate to begin the resolution process. 
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5. Upon receipt of the grievance, the assigned officer will attempt to resolve it 

with the. resident. 

A. Discuss the grievance with the resident involved. . . ' . . . 

B. The offker reco.rds his/her findings 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, uninvo·lved supervisor/DIC. If the resident disagrees with 

this supervisor's conclusions, the resid.ent may appeal to th~ director. 

b .. If the resident indi~ates they· agree with the findings, the grievance 

process will be.complete.· 

D; Upon com.pletion of the grievance process, the officer/supervi.sor will 
. . 

. put the completed grievance form in the graveyard basket. 

··Reier to:~alic'/s.9 · 
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RESIDENT ORIENTATION TO POD OPERATIONS 
. . . . 

1. When the booking officer brings a new resident to the pod, the pod officer 

· wiU: .. 

A. Accept the paperwork from the booking officer .. · 

B. Read the information sheet on the resident: 

. a. Name. 

· b. Classification level 

c. Any concerns (behavioral, medical, disability) that would affect the 

. room assignment .. 
. . 

C. Assign a room, taking ~he. resident's class.ification level and any concerns· 

· into accourit;_and ·enter the ro·om assignment on the locator and in th.e 

· co.ntrol station syst~m: 

D. · Ta~e the new re.sident to.his/her room ·and com.pl~te a n)rn:n inspection · 

form, noting any missing items and damage. 

a: .. If th~ room is dirty when they arrive.at the room, the pod officer will 

assign.the reside~t t.o a dean room imd assign a~other resident to 

clean the room. If the .room is a shared room, the pod officer will tell 
.. -

the current resid.ent to clean the ro~m and will_ provide cleaning 

supplies. 

E. Sign the form and ask the resident to sign as well confirming the room 

c,:oridition. 

F. Ask the resident to mak.e their bed. 
. . . . . 

a. The officer may assign a resident to assist the new resi_dent to teach· 

the prop~rwayto.make a bed. 

G. 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. 

c. Explain how clothing should be worn. 
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d. Identifying where the schedules for the pod are posted. 

e. How to apply for non-mandatory programming 

f. Behavioral expectations in the pod. 

g. The process for requests (medical, mental health, ·forms, PO) 

· · h. How to use the.intercom and when it is appropriate.· . 

I. The requirement to keep the room doors locked at all times unless 
' . . 

. moving through them, how to request e"ntry to his/her room and not 

entering theroom of any other resident. 

j: Movement rules within the po~ to, include: 

1) Only residents assigned to the upper tier are allowed on the stairs 

or upper tier. 
. . . 

2) When moving up and down the stairs residents must be spaced at 

least 6 stairs apart .. 

· 3}. When leavi_ng his/herroom o~ returning to the rc:>om, the door 

must be closed a·!ld locked.aft~r leaying.arid ent~ri.ng. ·. 
.. : ·. . 

. 4) Residents must raise their hands for permission to get up and 

m~ove aroun(J .the dayroom. 
. . . . 

S) When moving ~round the dayroom, re~idents mu~t be r~spectful · 

· of others moving.in the dayroom. 

· 6} Residents will riot go behind the officer's stationorstand on the . - . 

desk tile. 

k. ·Ask the resident ifhe/she has any questions and have the resident 

sign the orientation form acknowledging the orientation was 
. - . . 

received and understood. 

I.. Take the resident to his/her room and allow them to set up the room· 

according to expectations set forth_ in the orientation .. 

m. File the signed room inspection form in the binder at·the officer's 

station. · 
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POD HOUSEKEEPING 

1. Daily Housekeeping 

A. Each morning and evening, the pod officer shall: 

~ Provide direct. supervision_ as the. pod workers set up. brooms and 

dust pans for-resident use~ 

b. Go to each room and instruct the residents to sweep debris from 

their rooms out of their door. 

c. Direct pod workers to sweep the room debris. from the tier and 

dayroom flo"ors .. 

. ~ Provide cleaning supplies to clean room toilets and sinks. 

e: Assign the pod workers to wipe down the tables, swee·p and mop 

· floors, (Mop _in the evening~ unless otherwise needed) clean the · 

kitchenette, cl~an_ the staff restroom, prepare the trash to be taken 
. . 

from the pod, :and dean-the showers. · 

· · 1: Da.ily cleaning· of the showers ·at the· first opportunity after. 

·showers but no later than 2100 _hours .. 

· 2. 1t:shall consist of spraying surfa.te disinfectant on,all·surfaces and . 

rinsing with dean water. 

f. Check resident's ~ooms to ensure-th_ey are neat and·cl~an (bed is 

made properly'"see photograph, and items are sto.red as required 

·unless they are being used), and check the dayroom to ensure the 

assigned residents have completed their tasks satisfactorily. 

2. Weekly.Cleaning 

A. Each Saturday, in additio_n to the. daily-cleaning, the day shift pod officer 

shall: 

· a. Provide directsupervision as the pod workers set up the deaning 

supplies .. 

b. Provide cleaning supplies 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. 
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d. DIRECT SUPERVISION shall be 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 supervisqr w.ill Inspect the dayroom, all residen.t rooms, and 

other ancillary pod rooms making sure they meet the minimum 

expected stai:tdards. 

1) Inspection forms.will be completed for each pod.scored . 

.2) Resklents in pods that meet the cleanliness ~ta·ndard will be· 
. •. . 

rewarded through the. point/levetsystem. 

3) Residents in pods th.at do not meet the .standa~d will be directed 

by the pod officer to continue cleaning . 

. 4) lnspectioh forn:is for pods ~at' meeting ttie starid.a.rd ~ill be given:' . 

to the swing shift supervisor. for re-inspection that evening. 
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POD HOUSEKEEPING 

MINIMUM EXPECTED STANDARDS 

1. Resident Rooms 

A. When not in. room: Photograph example posted 

a. Bed made: · 

. b. Belongings neatly in their cubby 

c. Sink and.toilet free of grime 

d. Floor free of trash 

e. Walls and ceiling free of spit, spit wads, s.not, etc 

B .. Saturday Cleanup 

a. Windows ahd mirrors free of marks andstreaks 

b. Allsurfaces cleaned with surface disinfectant 

c. Floor mopped making sure all grrme is au·t of corners. 
. . " . . . ' .· . . . . . ·. . . " . 

. · d. Bed -rnade properly-se·e photograph 

2~ · Da_yr()OrTI (to be completed nightly);.-
. . . 

-A. Tables: all surfaices (legs, t_op, seats underside of top} cleaned with 
: : : . ; · . 

. surface disinfectant and free of° dirt and grime 

B. Railing: all surfaces deaned with disinfe.ctant and fre~ off dirt and grime 

. C Couches: all surfaces cleaned with disinfectant and fre·e off dirt and 

. grime 
. . 

D .. Stairs: swept and mopped free off di.rt and grime 

E. ·Floor 

a. Thoroughly sw~pt making Sl!re the resident sw~eps under all fables, 

cou~hes, serving station, sta.irs, and lower and upp·er walkwciy 

b. All dirt and grime removed from corners, stairs, around table legs, . 

around railings, and serying station legs 

c. Thoroughly mop floor with surface cleaner and rinse by re~mopping. 
with clean plain water 

F. Windows cleaned free of dirt, finger prints and streak marks 
. . . 

G. Food serving station: all surfaces deaned 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 line.s are free of dirt,· · 

grime, mold/mildew and stains . 

4. Classrooms (Saturdays only) . ,• 

A. Garbage c~ms emptied . . 

B. Student desks cleaned with surface cleaner . . - . ' . 

C. Floor vacuumed 

D .. Windows deaned free of dirt, finger prints. and streak marks 
- - - . ·. . - . - ' . 

' ' ' 

5. Program .room (Nightly) (Photograph example provide) 

A. All surfaces cleaned with disinfectant 
. . ' 

B. Windows deaned free of dirt,· fingerprints and streak marks ·· 
. . . 

. . C. Floor vacuuine.d m·aking sure all d.irt .!s removed from the corners 

.D. TV cart is in the closet(Only offkers enter the closet) 
' . ' 

E. Tables are pl~ced correctly 

6. Mop Closets ' ' · 

A .. Nightly: 

a. All surfaces clean free of dirt and grime 

b. All supplies orderly · 

c. Hygiene and.shower carts secured in the caged area when not in use. 

d. Floor swept an.d free of dirt · 

e. Sink clean arid free of dirt and grime 

· · f. Mop heads removed and laundered 

g. Mc:ip·bucket rinsed free of dirt and grime 

B. Saturday.Cleanup 

a. All surfaces to be cleaned with surface· cleaner free of dirt, grime, 

stains 

b. All corners cleaned free of dirt and grime 

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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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 Sat_urday of the mont~ dayshift 

a .. Same as above plus: Carpet to be shampooed 

· 1. A blanketis to be· placed on the carpet until dry 
. . . 

8. Medical Screening .Room 
. . 

A .. Nightly 
. . 

a. All surf_a~es cleaned with surface ant_i bacterial (in the cabinet) 

b~ Trash emptied :. . . . . 

c~ Floor swept 

d. Paper to_wels stocked 

B .. Saturday Cfe:ar:iup 

· a. Same as ·nightly plus 

1. floor swept a_nd mopped making sure a Ii" dirt and grime is out of 

the corners 

2. Window clean ad free of finger prints and streaks· 
. - ) . 

9. · Staff bathroom· ~ 

A. Nightly 

a. All surfaces deaned 

b .. Paper products stocked 

c. Trash emptied 

B. Saturday cleanup 

a. Same as nightly plus 

1. Floor scrubbed with surface disinfectant and scrub brush 

2. Toilet scrubbed inside and outfree of dirt and grime and other 

contaminants 

3. Mirror cleaned 
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RESIDENT MOVEMENT FROM POD TO VISITING 
. . . . . . . 

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

entry door.· 

2. If the r'esident does NOT want a visit: 

A. The pod officer will notify the Visiting.officer of the refus·al 

-B. The visiting officer ·will tell the visitor the resident has declined the visit. 

3. If the resident does want a visit: 

A. The ·pod officer wifl tell the residents to: 

a. Dress appropriately.· 

b; Us~ restroom since they will not be allowed to return to th_e pod to. 
. . . 

. : use restroom and:there are no restrooms in visiting . 
.. , , 

B. The pod. officer will: -

a .. Review the basic vi.siting rules and expectations with theres.ident 

where necessary. :·, . . . . 

b. Advise· control that.the residents with··~isits.are assemble-d and ready 

to move. 

· C. the float officer will go to the-pod and call central control via radioto 

request entry to the pod~ 

D. Centra.1 control will verify with the pod officer that the float officer is 

thereto.move the residentsto visiting, and opens the door. 

E. The pod officer will escort the residents tot.he pod.door, hand them off 

. to the float officer, and will docume.nt their location. 

F. The float officer will escort the residents to the visiting area and assist 

the visiting officer with seating the residents. 

G. The residents will be·searched after visiting prior to returning to the 

- pod. 

a. A thorough pat down search will be the sta.ndard search .. 

b. If contraband is suspected or found, a strip search is to be conducted, 

per policy. 
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Au.thorization to strip search is needed .. 

Special Incident Report shall be initiated. 

'. ' .. 

Pod :- Resident Movement from Pod to Visiting 

":: . 
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DAILY SCHEDULES 

~efer to Post Ord~rs Begin~ing Of Shift; . 
. ' 

· · 1. Day Shift - Monday through Friday . 

A. 0600-· 0615 - Shift Briefing and Unit Inventories · 

B. 0615- 0715 - Beds made, room clean-up/Showers/ Hygiene· {for the 

summer months; June, July, August) at minimum showers ·will 
• • ' • < 

conducted in the evening time as the schedule a'llows 

C.. 0715 - 0745 - Breakfast 

D. ·0745 ....:.-080().,- Hygi·ene/Breakfast Clean~up 
. E. 0750- 0800 - H_ave residents out r:eady for school . . 

F. 0800~ 1015 - Ffrst Per.i6d 

· G. 1015~1030- Break : · 

H. 1030 7"":1120-.second Petiod 

I. 1120,- 1~50-:- Lunch 

J. 1150,.::_ 1200 - Hygiene, Lunch clean-up 

K. 120ff- l330 ~Third Period 

L. 1330 - _1400 - Residents to rooms/Log Books/Shift Debriefing 

2. Swing shift·schedule Monday-through Friday 

A. 1400-14_30 - Down time in room {staff shift change) 

B. 1430-1645 .- Case plan programming/ free prog~amming/ LME {see 

weekly vendor list for case plan progr~mmlng schedule). 

C. 1645-1700 - Residents to' their rooms for dinner prep 

D. 1700-1730 - Dinner 

E. 1730-1800 - Hygiene, pod clean up 

F. 1800-1930 - Contini.Jed programming and LME 

G. 1930.,. Level One bedtime 

H. 2000 - Level Two bedtime {showers during the months of June, July, 

August) 
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I. 2000-2100 - L~vel Three programming/ pod cleanup/ Level three 

showers 

J. 2100 - Level Three bedtime 

K. 2100-2200 - Ad-Sep, MSR, Special Program, free programming if 

applicable 

3. Day Shift - Saturday 

. A. 9600- 0615 -Shif~. Briefing and Unit Inventories 

B. 0615 - 0715 - Pull linen/ Prepare Carts for Cleaning/Inspect 

· Ro'oms/Showers 

C. 0715 - 0745--: Breakfast 

· . D. 0745 - qsoo..:... Hygiene/Breakfa.st.Clean-up 

· E .. os.oo - 1120.-:-Pod/r<:>om cleaning 

F. 1120.-" ~150 . ..;. Lunch: .. 

G. 11-!)0--: 1200- Hygiene .. 

H. 1200-·1330- Pod cleanup continues until complete/ free programming 

I. 1135~1209- Hygiene/Lunch Clean-up '_' · 

J. 1200-1330- Complete all deaning/putaway supplies 

·1215-1415 First visiting session 

K. 1330-:: 1400- Residents to rooms/Logbooks/ Shift Debriefing (change) 

. ' 

4. Swing Shift..;. Saturday 

A. 1400-1430- Down time in rooms, shift change 

B. 1430-1645 - Case plan. programming/ free programming/ LME (see 

weekly vendor list for case plan pr.ogramming schedule). 

1445-1645 Second visiting session 

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

D. 1700-1730- Dinner 
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E. 1730-1800,-:- Hygiene and Pod cleanup 

F.· 1800-1930- Continued free programming and LME 

G. 1930- Level One bedtime 

H~ 2000 - Level Two" bedtime 

I. · 2000-2100- Level Three programming/.pod cleanup/ Level three 

showers 

J.' 2100-Level Three bedtime 

K. 2100- 2200 - Ad-Sep, MSR, Special Program, free programming if 

. applicable 

S. Day Shift - Sunday 

A.· 0600-: 0615, - Shift Briefing and Unit Inventories .. 

B. -~615 - 0715 - Beds_ Made/Ro.oms SW~pt/Showers 

c. · 0715:.... 0745 ·_Breakfast· 

D. 0745 - 0800- Hygie~e/Breakfast Clean~~p 
E. 0$00- i120- Progr~m -(Church 0830~0930)- LME 

F. liio -1150 - Lunch · 

G. 1150-1200- Residents down to cleanup/Hygiene 

1215 - 1415 First visiting session 
. . 

H. 1200 - 1330 - Programming 

I. 1330 - 1400 - Residents to Rooms/Log Books/Shift Debriefing 

6. Swing Shift ~ Sunday 

A. -1400...., 1430- Shift change 

B. 1430-1645 '-Case plan programming/ free programming/ LME (see 

w·eekly venda,r list for case plan programming schedule). · 

C. 1645 -1700- Residents in rooms for dinner prep 

D. 1700-1730 - Dinner 

E. 1730-1800- Pod cl~anup and hygiene. 

F. 1800-1930- Continued free programming and LME 

G. 1930- Level One bedtime 
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H. 2000 - Level Two bedtime 

I. 2000- 2100 - Level Three programming/ pod cleanup/ Level three 

showers 

J. 2100- 2200 -Ad-Sep, MSR, Special Program, free programming if, 

applicable 

7. Day Shift - Holiday Schedule 

A. 0600- 0630- Shift Briefing and Uri it Inventories . 
• ' ' r . . . • . ' 

B'. 0630 - 0705 - Beds Made/Rooms Swept/ Showers 

· c. · 0705 - 0735 - Breakfast 
.. . . 

D. 0735 - 0800 - Hygiene/Breakfast Clean-up 

E. 0800 -1105 -Program 

a.· TBA- via written calendar 

i=.· .i105..., 1135 - Lunch 

G. 1135-1200- Hygiene/Lunch Clean:up 

H. i200 - 1345 -Program 

'a'. TBA- via written 'calendar · · 

I. 1~45 -'-1400- Resid.ents to Rooms/Log Bo'oks/ Shift Debriefing · 

8. Swing Shift 

A. 1400-1415 - Shift Briefing and Uniflnventories 

B. 1415 - 1430 - Pod Expectations 

C. 1430-:-1700-Program . 

a. TBA :....via written calendar 

D. 1700-1730-Dinner 

E. 1735 -1800- Hygiene/Dinn.er. Clean-up 

F. 1800 - 2000 -Program 

a. TBA- every week via written calendar 

G. iooo- 2130-· High. Level Program/ B~dtimes 

a. TBA-via written calendar 

H. Sunday Evening will be high level "Rewards Movie" 
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9. Outside Vendors 

A. There will be several ways to accommodate outside vendors: Church, 

Planned Parenthood, YFC, NA, AA, etc. 

a. Have vendor i'n program room oh pod. (Depending ·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 po~s .. 

B_. All of these will d~pend on pod population, vendor and other activities 

that might be go.ing. on. TBD at.a later date by program s~pervisor. 

10.Program 'Calendars 

a. A program calendar will be ·posted in the dayroom. 
. . 

. b. Every area on the above calendars that states.Program will· need to 

. : .· · be spedfically broken down.to all the activities that .will be done .. 

c._. ·Pod officers will f.o'llow the calendarand·activlties witho'ut variation, 
. . . . 

·bar any emergehcies . 

. d;· The program supervisor will deterrnine which pod use$Jhe covered 

.· yar.d or the big yard; Probably rotate the,ir use . 

. e. The program supervisor will also be responsible for the scheduling of 

the outside vendors. 
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Resident Orientation Program 

During th·e booking process, th~ 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 t.o read and understand the material in the booklet. Staff should check in with the 

resident during the first several days they are here, to ensure that the. resident understands the 

daily routine of the facility and answer any questions he/she may have. 
. . . 
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RESIDENT MOVEMENT FROM POD TO EAST COURT YARD. 
. . . . . . 

1. The pod officer will cpntact control via the radio and ask if.the East Court 

Yard is secure and available for use. 

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

3. The pod officer will tell the resident(s) vitho will be participciting in outside 

recreation. 

4. The.pod officer will !nstruct the residents, two at a time,. to assemble at the. 

pod.entry door in a single file line, facing.forward~ hands behind their back,, 

and sile.nt 

s. The pod 6ffi~er will:· 

a. Review the b~sic rules and exp~ctations\i\tith the resident 'ilthere 

ne~essary. . . . .. . . 
b. En~urethat residents are dressed appropriately .. 

. . . -· 

c. Advise control that they are ready to take. residentsto the Ea.st Court 

Yard for recreation and they are assembled and ready to mo~e: 
A. The float officer will open t~e East sally port d'oor, hold it open and 

··notify .central control that he/she is ready for movement. 
J 

B. Central control will verify with the pod officer that the float officer is 

there to.move· the residents to the East Court Yard and opens the door. 

C. The Floatwill monitor the movement into the cofridor from the pod 

door and ~orridor always watching the minors .. 

D. The pod officers will escort the residents to the pod door, positioning 

him/her near the back of the line to assu.re visibility of.all residents. 

E; ~The pod officer wil! contact central control and request the pod door to 

be opened. 

F. Orie of the pod officers will open the door while the other is positioned 

where he/she can see the .entire group of residents. 
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. G. The residents will exit the pod and walk toward the e.ast sally port in a. 

single.file line, looking straight forward with their hands positioned 

behind their back. 

H. As· the first minor reaches the sally porfdoor, he/she will take over and 

hold the door open for the float officer.· The float officer will move to 

the second sally port door and ask central control to open the door (an 

overr_ide will need tota~e place). The offic~r will°hold the door open as 

the residents are exiting onto the east recreation yard. . . . 

I. The float officer will instruct the re~idents to line up o.n th~ court where . 

. told. 

· .J. ·Once the residents and the officers are ori the court yard, the pod. 
' . . . . . . . ' . . . . ' . .. 

officer(s) will perform a count of the residents and staff and notify 

central control the amount of miriors and officers on the court yard. . 
• • •• • 4 • • • • ' ,• : • ' • 

The pod office.r(s) will· give-expectations and inform .what recreational. · 

activities \(I/ill commence. 

· K. The reverse procedure~wm be conducted when returning to th~ pods 

fro_m'the court yard. 
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RESIDENT MOVEMENT FROM POD TO NORTH COURT YARD 

1. The pod officer will contact control via the ra~io and ask if the North Court 

Yard is secure and available for use. 

2. The pod officer will tell the resident{s) who will be pa.rticipating ih outside 

recreation. 

·3. The pod offiCer· will instruct the·residehts, two· at a time, to assemble at the 

pod/court door on the ramp in a .single file line, facing forwar.d_, hands. 
. . 

· · behind their back~ and silent 

4. The pod officerwill: 

. a. Review.the ~a.sic ruies and expedations with the _resident where 
. . . . 
·necessary~ 

. b. Ensure t~at residents are d_re~sed appropriat~ly~ 
c. Advise control that they ar~,r~adyto take resfde~_ts to the North .· 

. Court Yard. for reGreation and. they are assembled and ready to move. 
. . . 

A. The first pod offic~r ·will position him/herself at the p·od door to the •· 
.. . 

North Court Yard in a manner where it is safe. 

B. The second pod officer will position him/herself in a manner where all 

· residents can be s~en and it is safe. 

C. The pod officer·will tontact 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 firs.t pod officer will 

open th_e door and exitonto the North Court Yard, positioning 

him/herself where all minors can be observed entering the North Court 

Yard,. 

a. A resident 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. 
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F. Once the residents are on the court yard, the pod officer(s) will perfor:m 

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; e·xcept the following:. 

a. ·The minors participating in recreation will lineup on the ramp,while 
. . . 

the remaining residents are seated at the tables quietly. 

b. ·The second pod officer will not exit the pod, but position 

.him~elf/herself where he/she can see all ~esidents_. 

H. The reverse procedure will be conducted when returning to the pods 

from the court yard'. 

':. \ . 

Pod - Resident Movement from Pod to North Court Yard Page2 



() 

0 

. POST ORpERS - FLOAT /POD /SUPERVISOR 

TIMELINES 

***Notify Division Director*** 

. . 

·· ·Restraints: Hard ·Restraints and The Wrap 

When using restraints~ there are specifictimelines th~t mu.st be followed. 

1. · Every resident in restraints must be under continous direct visual .. 

supervision. 

2. CFMG will be notified within one (1) hour of placement in restraints. 

3-. The on-call ·provider must come to the facility and provide a medical 

assessf'!lent within two (2) hours ·of the resident being placed in restraints. : · 

· 4. The resident must b~ medkally cleared throLJgh an on site.face-.to-face 
. . . 

assessment by Health Services staff and approved for re.maining inphysicai . 

.. restraints. This on site clearance must take place: every th·r·ee (3) hours· 

. thereafte_r, to determine appropriateness of co;nt.inued use of res~raints. 
5 .. As soon as.possible, but within four (4) hours. of placement in restraints, the 

.. resident must be evaluated on site by a license.cl mental health pr9fessjonal 

to assess.whether the ·resident needs immediate· and/or long term mental 

hea Ith treatment. 

6. Hydration (water) offered every half hour, and documente_d. 

7. Sanitiation (bathroom) offered every hour and documented. 

· 8. At a minimum the resident's behavior and any staff interventions shall·be 

documented.at.least every 15 minutes. 
. . . - . . 

9. Range of motion exercises of alternating extremities a minimum of ten (10) · 

minutes every two (2) hours. 

10.Restraints checked for tightness once (1) ever_y'15 minutes. 
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Safety Room: 

If a resident is placed in the safety room, the following timelines must be 

followed: · · 

L Safety gown .. 

2. Continu·ous direct visual supervision (safety door may be closed) 
-

3. -Behavior documented every 15 minutes · 

4. Water every two (2) hours 

5. Provisions for meals at appropriate times 

6~ Evaluated by a supervisor/Ole a minimum of every four (4) hours .. 

7. Medical-staff shalf be notified no longer than one (1) hour of a res·ident 
. . 

being plac~d in the safe~y ro?m. . 

8~ The resident must be medically cleared for continued safety ro~om 

·· · placem~rit every 24 hours ..•. 
. . . 

9. Mental health evaluation must occ.ur within 24.hours of placeme.rit in a 

safety room 

OCPepper Spray: · 

If a resident is ·sprayed with OC PEPPER SPRAY, the ·foilowing time lines ~ust be 

followed for decontamination: · . 

1. All reside·nts _sprayed with OC ~ust be referred to _medical personnel_ as 

soon as possible and if medical personnel are not on site, the on-call 

medical provider will be called Within one (1) hour. 
. . 

2. Resident will be allowed to flush face and eye~ with cool water or a 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. 
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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 facility to·adequately 

house residents with disabilities . 

. 1. ~O.OM ASSIGNME~TS AND CLASSIFICATION: 

a. Residents restricted to a wheelchair will be housed in the ADA room on 

'the assigned housing pod. 
. . . . . . 

b. The ADA room must be.vacated in the event that a disabled resident is· 
admitted tp the pod and a re.sidentwho does not require an ADA room . . . . . . . . ~ . 

is occupying the room. 

c. · Resici.ents with anv phys_icarcom:tition that _would hinder their. ability to 

·.Lise the stairway will: be hou~ed on the first tier. 

2. WHEELCHAIRS: 

a. Wheelchair ramps will be used whenever escorting a resident restricted 

.. to·a wheelchair to .. various areas of the facility. . . . . 
b. Wheelchairs will be searched prior to being allowed on the housing pod . 

. - .· . . 
c. Residents may keep their wheelchair in their room with them as long as 

they do not misuse or c~eate a security issue with them. 
1) If the resident is not allowed to keep .his/her wheelchafr in their 

·room, the following Will occur: 

• JDO's must assist the resident into their .bed, if needed. 

• A plastic whistle will be provided to the resident to alert staff 

. of hydration or bathroom needs. 

• If the resident has to use the bathroom, their wheelchair wm 
be returned to them an~ staff shall assist the resident into the 
chair, if needed. After bathroom usei the wheekhair will be 

removed. 
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• If resident is an extreme safety and security risk, staff will do 

five minute room checks or one- on- one direct supervision. · 

• Whenever the resident is let out of their room for . . . 

programming, his/her wheelchair will be returned to them for 

use. 

d. Wheelchairs will be searched in addition to the resident at the . . . . 

·. conclusion of any Coµrt/Visitatio·n, transport; etc. 

e. No other residents shall use the wheelchair. 

3. SHOWER AND HYGIENE: 

a. Residents r·estriCted to a wheekhafr will use the ADA shower. 
. . . . 

b. In the event that a resident is not able to bathe or shave him or herself: 

1) The JDO will assist the di.sabled reside.nt shower and shaye. 

a) The JDQ ~ill get the:disable~ shower chair and properly place it · 

into the shower. 

b) A bath robe or modesty blanket will be used wh¢n taking·a 

disabled re'sident.to the.shower and r~turning them to.their room .. · 

. c) Male Resident: the resident wlll .be placed in th~. sh.ewer, on the . 

shower chair, wearing a pair of boxer underwear. If the resident 

asks for assistance, a male JDO will assist the resident with his 

showeL 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 as!:;istance, a female JDO:wm assist the r~sideritwith h~r· 
shower. Once the shower is done, the resident will be allowed to 

go to her room and change into clean clothing ... 

2) If a disa'bled r~sident wants to shave, the same sex JDO will assist 

them in shaving. 

c. Disabled residen~s will be responsible for the onjerliness of their rooms 

·to the best of thei'r ability. 
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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. In the event that a disabled reside.nt is not able to access the day room .. 

tables while in their wheelchair, a folding table will be provided ·for them 
. . . 

to' use for dayroom activities such as ea-ting meals, playing board games_ 

and writing letters. 

b. In the eventthat a disabled resident is not able to access a desk in the . . , . . ~ . . . 
classroom, a foldingtable will be provided for them. 

c. Disabled residents will be provided with recreatiqna·1 activities that ~re· 
.. 

equivalent to those .afforded to other residents. 
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FEMALE PERSONAL HYGIENE 

~.All female .residents on the pod will be issued a ~mall trash can and can liner 
for their room, when they are on their menstrual cycle.(Limit one (1) trash 
can per room) Trash can shalf be· removed when· menstrual cycle is ·aver. 

~ Female residents will b~ issued small, sealable disposal bags .for their. 
·menstrual cy~·le supplies. . . . 

~ The female resident will dispose of their tampon or pad into the sealable. 
bag ahd place in their tra~h can. No other trash is to be dispos~d iri trash 
can. 

~ At the end of the shift, (day shitt and swing shift) females will discreetly be 
allowed to durnp the fr small trash .can, (tying the pla~tic bag and receiving· 
another one) intothe regular garbage can. 

~ . Note: If a female is not on her m.enstrual cycle, she will not be allowed a 
trash can in ·room. 
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Step 1-CHARGING 

POST ORDERS -POD 

ECOLAB LAB CLEANING CADDY 

Operating Procedures 

Ensure c~ddy is charged. Of! dashboard panel., Hft receptacle cap and insert 
·charger plug. Plug into wall outlet. While charging a gree·n light will illuminate. 

·The battery power gaug:e will begin to cas~ade 20 seconds after charging initiated . 
. Maximum charging cycle is approximately 12 hours. (Note:Jt 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) 

independent of whether the main power switch i.s on/off. When_ ma.in power 
switch is·off artd the charger not plugged in, the battery gauge display shall be · 

black.) 

Step 2-.FILLING 

. Remove the.1!3rg~ blackfill pdrt cap_ on the side ot°cad~y ahd fill with. ~ol~ 
water (80 degrees·maximum) to 2-3 inches below the fillport.(13.5 gallons) . 

. Secure cap. 
t '. . 

·Step 3- ·CLEANING SOLUTIONS/PROD.UCTS . 

. 1. At back of caddy, open the crea~e bar from product bag.area by pulli~g 
. ., . -, '• 

the right side bar out and swing it back. · 
2. Unscrew clean-dip caps from mounts. 
3. Slide appropriate solution bag into labeled location. 
4. Insert and tighten cap. 
5. Repeat forreinaining two bags. · 

Step 4- PRIMING 

1. Turn caddy on and Iookfor red .power light. 
2. Turn selector knob to rinse 

· 3. Unwind operator hose to reach mop sink. · 

4. Po.int spray gun into mop _sink ahd pull trigger until constant stream. 
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Q. CLEANING PROCEDURES 

(} 

Pre-operations: 
Begin ~y removing charge,rand leaving it at ~harging station. Check cleaning 

· · solution and water levels: Empty/drain wet vacuum recovery tank if needed~ 
(Grey drain hose located near water fill cap. o·rain at mop sink.) · 
Cleaning: 

1. Pick up any debris from floors and surfaces to be cleaned. 
2. Turn caddy on. 
3. Tur·n selector knob to desired cleaning solution: . 
4;· Spray.fixtures, Working top to bottom, (Toilets, urina~s, counters, sinks, .. 

faucets; partitions and wall.tiles.) 
5; .WARNING: DO NOT SPRAY ELECTRICALOUTLETS OR SENSITIVE 

·SURF.ACES. (E.g. D.ryVl!all, wood, .. dispenser~, etc.). 
. 6. Allow. c.lea~ing solution·~o remain for contact time. (5-:-15 mitil_ites) 

RINSING FIXTURES AND ELOOR ClEA,NING: ~. : 
1. Set s~lecto~ knob to rins~ ·and .purge the lin.e of existihgdeaning ... 

product.· (spray floor) ·· · · · · · 

2. Rinse cleaning solution fro_m fixtures to the floor. Squeegee sohition 
from countertops as necessary. . 

3. Turn k~ob to floor cleaner and prime the operator hose. 
4. Apply _floor clec;tner to desired area .. 
5. Deck brush the floor to loosen soil. 
6. Remove cleaning s·olution fr(;>m floor by squeegeeing to floor drain and 

use wetvacuum attachment. 
WET VACUUM OPERATION: 
WARNING: DO NOT VACUUM DRY ORSOLID MATERIALS. 

. . . . 

1. Move cleaning caddy away from immediate cleaning area. (Approx. 10-12 
fu~ . 

2. Attach the large grey vacuum hose (located atfr~nt of caddy) to the long 
vacuum wan-d. · 

3. Conn_ect and test GFCI Plug.on the extension cord into a standard outlet. 
4. 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 
Q vacuum wand upright for 5 seconds to drain all liquids into holding tank. 
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6. Turn off vacuum.· . 
END OF DAY STORAGE: 

. . 

POST ORDERS -POD 

1. Flush. lines with water by selecting 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. P_uU hose downward to drain. . . 
3. When drained, rinse out the wet vacuum recovery tank by removing the · 

vacuum· head and rinsing with water 6r appropriate cleaning product. 
4; Place caddy in storage and recharge battery .. 

YOU MUST.HAVE A MASTER'S.DEGREE TO OPERATE THIS CADDY. 

": ' .. 
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GRAVEYARD SHIFT 

1. DO.NOT OPEN A RESIDENT'S DOOR ALONE ON THE GRAVEYARD SHIFT." 

A. Always call for assistance if you need to open a resident's door. 
B. If a· resident is requesting something on the graveyard shift; unless itis 

an emergency, refer to day shift. 
C. If a resident needs toilet paper, a usable amount can be slid underneath 

the resident's door; day shift can issue a roll in ttie morning. 
D .. If a resident has ari accident, (wets the bed, started period) and needs to 

. shower, call for an additional staff. . 
E. ·1f a resident is in an emergency· situation, (fight with 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 ·require an 

officer to leave one.C?f the Pod'.s. If this ~appens, the rema.ining Pod . 
officer shalLroam back and forth between both Pod's, and perform the 
Roon:i safety C.hecks on.' both Pod;s until_ th~situation is re~olved·, and . 
the Officer can return.to the Pod. · · 

': : . 
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GROW Program Procedures and Guidelines Regarding Location and Resident 

Classifications/Statuses 

Section 1: Area Security .Classifications 

Section 2: .Obtaining Furlough Paperwork 

Section 3·: Resident Movement to.and from GROW . 

Section 4: Showers/Clothing exchanges 

· Settfon l: Area Security Classifications 

. - . ~ 

A: Interior Garden (Located North :of the. 900 pod ins.ide main perimeter) 

This area is generally accessible to all residents provided no safety/security · 

. concer.rl.s ~re present. Fadility standards for>~t~ff/r~sident ratio.are to remain in · _. 

·effect .. MSR's, Ad""Sep, SR ar·e .all permitted provided pr~per staffing ratios are 

·. maintained~· Furlough pape'rwork is NOT requited to utilize this area: A. C.ore 

. Tr~ined Jbo will c:ilways be present ""hen reside'n~s are.in the Interior Garden.· 

B: Chicken Care: (Short Term) Food Scrap Bucket Delivery/Egg Gathering 
. . 

Accompanied byJDO 

Resident(s) who are not _classified as A status (awaiting arraignment), or 

MSR/ Ad-Sep Status may accompany a Core Trained JDO to the West Garden for 

the purposes of emptying food scrap buckets ("Chicken buckets") and gathering 

eggs frorn the chicken coops. This task should be 'comple.ted daily. Residents who 

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

assignment. 

C: West Garden- Furlough ·for Ongoing Work/Projects (All areas Located west · 

of the Inner Facility Perimeter) 

The West Garden for work of a longer duration/larger projec;ts (more than 

just emptying chicken buckets and gathering eggs) is available only to residents 
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with furlough paperwork which is signed by the resident's. Probation Officer ~md 

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

(awaiting arraignment}; or any residents with MSR, Ad-Sep Statuses are permitted 

in the West Garden. 

· The ·resident(s} must have court-ordered discretion to furlou.gh (B*,orD* . . . 
status} to utilize this area. The furlough paper work must indicate 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 Parking Lot/Strawberry Garden 

The Staff Parking Lot/Strawberry Garden·is available onlyto res~dents with 

tu·rlough-paperwork which.is signed by the Resident's ProQation_Officer and .· 

.fr1itialed by the Facility Director·. No c·status (placement)~ A status (awaitii:tg 

arraignm·ent}, or any residents:·with MS.R or Ad.;Sep Statuses are permitted lri the 

.Strawberry Garden. The Resident(s} rnust hav~;c~urt ordered dist·retiontq 
. . . 

furlough (13* or D*. status} to,utilize this area. Residents programing in this area 

MUST be ~ccompanied by a ¢.~re trained JDO. The· Fµrlo~gh paperwork must 

indicate that the Resident may work in the strawberry garden and must be signed 
. .. 

bythe Resident's Probation Officer and initialed by the.Facility Director. 

Section 2: Obtaining Furlough Paperwork 

Furlough Paperwork will initially be filled out by the resident's Probation 

Officer. 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 Joo supervision,· the West Gardenurider 

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 Fadlity 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 resident's respective living pod in the orange 

GROW folder. 

Section 3: Resident Movement to and frorrrGROW Program · 

A: Movement to and from Interior Garden 

. Prior to resident(s) being moved to the interior garden a JDO shall perform 

a per.imeter check ensuring both gates are secured and any tools are secured in. 
. . . . ' 

the garden shed. The JDO should also be looking fqr other hazards such as loose 

boards, nails/screws, etc .. ·once the area is secured the JDO may move the . '. . . . . ·. - '. . . . . . .. . . .. 

resident(s) to the Interior Garden adhering to facility movement 

. policy/procedure. When return.ing from the Interior Gcii(.den the resident(s)-shall 

. be pat-~own-searched pri~r to returning to ~he living areas. 

B: Movement to and from the ·staff Parking· Lot/Strawberry Garden 

Priorto residents being·mov·ed to the Strawberry Garden'aJDO shall 
. . . . 

perform' a s.ecur.ity sweep of the an~a insuring.the area is approp'date fo~ 

programming. The vehicle gate ·must be working (dosing) and any extraordinary 

hazards must be identified and removed before- residents may.program in the 

strawberry garden (running unsecured vehicles, delivery trucks unloading, etc ... ) 
. ,· .· 

The JDO shall also ensure there are no sight and sound violations such as adult 
. . . 

workers from JCWP. Once the a.rea has been deemed appropriate for 

programming the JDO will locate the furlough paperwork on the pod and check to 

make sure that the Strawberry Garden is sp~cifically listed andthafthe facility 

director has initialed the furlough sheet. Attached to the furlough paperwork 

will be a "Resident Temporary Release" sheet which the JDOwill 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 

moveme·nt procedures. When teturning:to the facility from the strawberry 

garden the residents will be pat down searched prior to entering the facility. 
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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 }emporary Release sheet will be 

completed. 

C: Movement to and from the West Garden 

Prior to Residents being_ moved to the Wes"t Garden a J DO shci II perform a . . 

perimeter check ensuring that all exits are secure and that no hazards exist on. the 

West Garden (unsecured gardening tools ar,e common and ~o not prohibit 

residents from working in the west garden). Exits that must be secure include 

the Mai~flre gate between the JRF and the ol~ facility, the 4 entrances/~xits to · 

the old juvenile hall, and the gate next to the JCWP office. 

· ChiC:ken Care: (Short Term) Food Scrap Bucket Delivery/Egg·, 

Gathering· 

·After performing the.security check on the West Garden·and clearing the . · 

C-~.J _. moverbentwith control aJDO may be accompanied ·by a resid~.ntand proceed to· .• 

0 

the West Garden area to '.e'mpty the chicken.buckets and gathe'.r eggs. The . ~ . . . ' . . . ' . . . . 

resideiit(s) should always ·remain near the JDO, u·nder officer supervision. 
. . 

West Garden- Furlough for Ongoing Work/Projects (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 specifically listed and th_afthe facility dii-ector has initialed the furlb~gh sheet. 

Attached to the furlough paperwork will be a "Resident Temporary Release" sh.eet 

which the JDO will fill out prior to the resident leaving the facility. A log note in 

·green wm 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 (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 
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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 l()g book in red ink to show the 

residents returning from a furlough. 

SectiOn 4: Showers/Clothing exchanges 
. . . . 

: Res.idents returning from GROW activities· will ofteri have s.olled 

clothing/shoes and may be in need of a shower. Residents with heavily soiled 

clothing or shoes shall be given clee;m clothing to change i!lt(). ·Showers _are not 

always necessary but staff should use good discretion, favoring health _and good 

hygiene .. 

. GROW Program Pages 
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BEGINNING OF SHIFT 
. . . 

Staff shall report to their assigned post prepared to work by the start of the shift. 
. . . . '' .. 

1. The staff member being relieved of their post shall brief the oncoming 
. ' . . 

officers on the population and location of anyTesidents off the pod prior to 

leaving.· 

**A POPULATION VERIFICATION MUST BE COMPLETED BY THE · 
. . . 

ONCOMING STAFF AND REPORTED TO CENTRAL CONTROL WITHIN THE 

FIRST TWO MINl)TES·OF THE START OF THE SHIFT. THIS IS ACCOMPLISHED 

BY 001N<l·A Ro"oM.SAFETY. CHECK~ **. 

A; lnfprmation will only .address issuesthat are relatedt~ the immediate . 

safety a_nd security of.the tadlity, staff od·esi_dents. All other· 
. . 

.. . iriforrnation ~a_y be obt~ined fro_.mthe log notes. .. . 

. B. Within. 30 minutes of a~sOming a, post the_ st~ff will be briefe_d. by a· 

supervi~9r/OIC concerning ariy information necessary for the.proper . 

running of the assigned·.post and any information needed to coordinate 
. . 

activfries with the other.pods. 

2. Pod Observation Round. (Reference Policies 5.1.2 and 5.1.3) 

A. Immediately assuming the pod, the pod officers will conduct an 

observation round of the pod: 

a. While conducting the observation round, tre pod officer will:. 

a) Verify the number· of residents present by conducting a·. 
headcount. 

b) Enter the countin_to the pod log· book. 

c) Report the count to Contro"I via radio. 

d} look for any damage riot reported by the previous .pod officer. · 

e) Check the equipment in the janitor closets to ensure it is intact 

and compare them against the inventory list kept ih the 

inventory binder to ensure all items are accounted for.· 

f) Check to ensure doors to recreation yard and adjacent rooms 

are secure. 
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g) Complete the Pod Control Station Inventory, located at the 

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 pl'anning. 

Pod -Beginning .of Shift Page2 



() 

0 

POST ORDERS - POD 

ROLE OF THE OFFICER IN THE POD 

1. 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, observing and supervising resident. activities. The schedule will 

designate which responsib.ility the officers are assigned: desk or floor 

officer .. 

2. The primary role of the pod officer is to manage the resident's behavior, 

t~rough direct supervision, to e~sure the pod is.safe, secure.and ord~rly. 

The officer wrn remain in the p9d with the residents t_hroughout his/her 

shift and interact withtheni continuously·to: · 

A. Communicate and reinfo~ce expectations for positive behavior~· 
- . . . . . . . . 

B·. Provide incentives for positive behavior. 

c. Appropriately hold individual residents accountable for negative · 

behavior. 
.. 

D. Become familiar with and address resident behaviors and needs'. 

E. Serve as the primary source of fnformation for residents. 

F. Serve as a positive _role model for residents .. 

G. Detect and address negative behavior/attitudes in their early stages. 
. . 

H. Keep residents occupied. 

3. The officer will interact with reside.nts baseq on the assumption that they 

can behave rationally. 

A. The officeris primary goal wh:en· interacting with residents is to bulld 

and maintain rapport by fostering a reputation of being fair, honest 

and professional. Whenev~r 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 resident in working th.rough them in an acceptable 

manner. 
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B. 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. It is a benefit for the resident and supports the officer in establishing 

and maintaining rapport with the reside.nts. 

d. It is communicated With your peers, so they understand their 

·responsibility during this time. 

4. Guidelines for staff interactions with residents 

A. Staff is expected to be c:;lear and firm~ but with a caring deme_anor, when 

setting boundaries with residents regarding their behavior~ as well as 

·following through with prescribed.consequences and follow up· 
. . . 

conversation. 
' . . ~ . . 

· · B. Staff will consistently assist residents in understanding the exp~cted 

behavior.·· 

C. Staff will help ~esidents.find solutions to their issues whethet in ·crisis or 

not .. ,. . _ 

D. Staff will entourage and allow re·sidents to make choices while making 

sure they know the possible consequences, both positive and negative 
. . 

before they make decisions. 

- a. Impart to residentsthatthe more information a person has, the 

better the decisions than can be made. 

E. Staff will treat residents in a caring and respectful manner and expect to 

be treated in the same manner. 
. . 

a. If residents believe staff cares for them as individuals, they are more 

likely to respond in a positive manner. 

F .. Staff will respond to negative behavi.or in a calm, objective, niatter of 

fact manner. 

G. Every attempt will be made by staff to redirect a resident's 

inappropriate behavior .. 

H. Staff will posi.tively reinforce and recognize desired behavior at every 

·opportunity. 
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I.. Expectations are to be reasonable and consistent with the philosophy 

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 orwords and comm.ents of a personal nature 

toward residents are unacceptable and will not be tolerated 

L. Desired behavior should be reinforced at every opportunity. 

M. Praise may be appropriate in front of the group. 

N. When confronting a res_ident, staff shqll do so away from others; unless it 

is an exigent circumstance. 

0. · Staffshould not embarrass the resident. 

P. Staff·shall .not use group discipline or general admonitions. 

Q. Staff should provide opportunit~es for. success and achievement_s·that 

. support positive movement. · 

.. 5. The secondaryrple of all offiters is.to assist the residents in positive. 

change. This will be accomplished by working clo_sely with the resiqent's 

· Probation Officer, targeting the criminogenic nee9s and initiate open 
. . . . . . . 

targeted co'r}"versation and facilitate Evidence Based Programs; 
-· . ' .. ' . .- . . .• 

6. The officer is the authority in the pod ahd does not share authority with 

residents. 

The officer is the primary decision maker on matters. concerning resident 
and pod activitie_s and does not·routinely defer these d_ecisions to the 
supervisor. 
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ROOM SAFETY CHECKS 

1. Conducting the room safety checks 

a. Thro~ghout the shift, th~ ·pod officer will cond.uctroom safety checks.on the pod 

whenever any residents are secured in their rooms. 

1} Random room checks of the resident rooms will be made taking care to.avoid 

creating predictable patterns whHe condu.cting room checks (but at least within 

every 15 minutes) when ·any res.ident is secured in a room .. 
. ' 

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

3) You will use the computer, or a time piece that keeps t~e accurate time for 

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

4). One staff shall cond4ct the room checks while residents are out of their rooms, 
' ' 

. leaving.one staff to s1,1pervise· the residents in the dayroom. In th!= event that you 
~ . . . 

. are working_·a o.ne st~ff pod, the staff shall .utilize a.booking float whenever 

possible while conducting room checks. If a float is not available, take care not to 

turn your back on the residents any longer thari·necessary to facilitate a proper 

roo.m ·check. 

5) . D~· nqt allow yourself tq get distracted by residents while conducti~g rqom. 

checks. 'If a resident wants to ·speak to you, finish the check, and go b.ack to the 

resipent unless it is an emergency. 

b. When conducting a Room Safety Check during waking hours, the Pod Officer will: 

1) Look in the room window while standing in front of the room door, and observe 

the· resi.dent for moveme.ht and/or speak to him/her. DO NOT DO ROOM 

CHECKS FROM DAVROOM FLOOR! 

:a} NOTE: i.ookfor things that seem out o/plcice, things that appear odd, 

furtive movement, things that don't belong, clothing tied together or 
( 

fashioned in noose. Be watchful for things that could indicate suicidal 

behavior. 

2) 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. 
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b) Open the room door and speak to the resident 

c) If there is still no response, enter the room to check the resident's well­

being. 

d) If the 'resident is no.n-responsive, initiate emergency response procedures. 
. . . . . . . . 

c. When conducting a room safety check during sleeping hours, the. pod officer will 

view the resident long enough to make sure he/she is breathing and that the 

resident is visible. 

1) 

2) 

3) 

4) 

. 5) 

6) 

7) 

The pod officer may use his/her issued flashlight to see into the room if needed, 

or if deemed absolutely necessary may turn _on tlie room light. . . . . . 
If a resident can't be seen, or the pod .officer can't tell if he/she is breathing, the 

pod officer will knock cm the room door to g~t the resident's atten_tion. _ 

If the .resident doe.sn't respond,· the pod officer will co_ntact central control via 

radio and.request a second officer for assistance. 

Cel"!tr_al ·control-will assigl"! a second offker to gc;> ·t_o the pod·. 

Once the secorjd officer has arrived, the pod offi_cer will ask him to stand by-at 

the:room door as he enters the room to check th~ resident's well-being.· 

lfthe-~esident is non-responsive, the pod officer will initiate emergency response 
: : ', : : : : '. 

procedures. 

If the resident is gone from the room, the pod. officer will immediately notify the 

supervisor via rad.io and initiate emergency response. 

2. ·Documenting Room Safety checks: _ 

a. The staff conducting the room safety c_heck must write their name, and the 

time:the check was ~ondutted in INK (no ~encil):in the Room Ch.eek Ldg Book 
' ' . . . 

located on the Pods, and in Booking for every check. 

b. The person doing the c_heck will complete the check then write the_ time the 

check was completed. 

c. When there are no residents in their rooms, or the residents return to their 

rooms, write in, 

T.T. {Top Tier) D_ISABLED/ENAB_LED, B.T. {Bottom Tier) DISABLED/ENABLED, 

or ALL DISABLED/ENABLED. . . 
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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 Tate check will notify a·supervisor/OIC immediately 

that there. was a late check. 

2) The staff responsible for the check will write in the check as it was done, showing 

the accurate time between the checks. DO NOT WRITE IN A TIME FOR A CHECK 

THATWAS NOT DONE! 

3) The Supervisor/Ole will audit the check, a.nd investigate the validity of the reason 
. . . 

why the check was late. After this:, the Supervisor will sign their name next tothe 

late check in the Room Check Log Book in red ink, signifying the check was audited. 
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JANITOR CLOSET 

General Information: 

A. Janitor cl6sets are located in each pod. 

· B. ltems·stored irHhe janitor closet include: 

1. Cleaning supp lie~ (loc_ated on a cart that can be moved to r_ooms on the 

first level) 

2. Hygiene supplies (toothbrushes, toothbrush covers, toothpaste, soap, 

· shampoo, feminine hygiene products, etc.) 

3 . Toilet paper 

.4. Vacuum· 

··s. Brooms 

6. Steam cleaner with wands 

7. Mop buckets _and mops ' · ' ' 

8. Rep!acement clothing items for residents 
' . ' 

9~ Games will be stored on a cart in storage room. All sports equipment.· 

will be on recreation yards.· 

C. The pod officer will control all resident access to the janitor closet and will 
' . 

supervisor residents (standing.in the door way) if they are getting supplies 

from the closet. Under no circumstances shall a resident be in the closet 

withou't direct supervision at all times. 

D. Pod workers will be assigned to clean the larger ~reas of the pod, however, 

ali' resid_ents will be expected to cleantheir own.rooms as well as contribute 

to pod clean-ups when-asked. 
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1. Janitor Closet ~Storage, Supplies; and Equipment 

a. The pod.officer will conduct an inventory of the closefeach day and . . . . . 

compare the inventory against the inventory list posted in the closet. 
. . 

a) If-supplies are low, Place a .note in the ~raveyard basket in the 

Control Room .. 

· b) ·Exception: If the supplies are needed immediately (e.g. n6 toilet 

paper) the pod .. will offic;er ask the.float officer via radio to bring 

th~ supplies to the pod. 

1) _If equipm~nt is broken, the ·pod offi~~r will to~plete a request for 

. repair or replacement. The form is called a replC:Jcement form and it 
~ ,- . ' ,· - ... · ' . 

will be f~rwarded to the supervisor in charge of said equipment: . 
. . . 

2) If an eqµipment.items is mfssing o~ if parts are missing, the pod .· 

officer will notify the supervisor. and search the pod.· 

a) If unabie to locate the item(s), the supervisor or OIC will 

determine the next course of action. 

· b. Residents needing.supplies will-ask the pod officer for the items. 

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

practical. (The Resi_dents are ri:ot allowed in the dos.et without proper 

supervision) 

2) If_ the resident requesting the supplies is assigned as a po9 worker . 

who needs to get mop buckets and cleaning supplies out and set up, 

the.pod officer will stand-by at the janitor closet and supervise the 

activity a_s 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 
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the locked area behind the gate, the officer shall be-in direct line of 

sight wheri the residentis in that area. 

**UNDER NO CIRCUMSTANCES IS THE JANITOR CLOSET DOOR TO 

BE UNSECURE WHEN AN OFFICER IS NOT PRESENT IN THE DOOR 

WAY** 

Pod - Janitor Closet/Procedures Page 3 



0 

0 

0 

· POST ORDERS - POD 

OFFICER STATION SECURITY 

· 1. Residents may approach the officer station with permission 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 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 bv.touching the· user jnitial iCon located . 

. in the upper righthand ·corner of the screen. . 

. B .. Ensure there are no items on the desk except non-confidential paper 

. products. AU.other ite.ms shal.i be loc;ked in.drawers. (rnake sure theLog· 

·Books are closed at all tfmes except whe:n·~aking log notes). 

· ·c. Lock the drawers. 
~ ~ i 

· · D. When the pod officer returns to-the officer station;. he/she may turn on · 
: ~ ! . : ~ ": : : : 

touch screen: controls (Refer to:security electronics Touch Screen 

Procedures) . 
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RELEASING RESIDENTS FROM THEIR ROOMS AND RETURNING THEM 

TO THEIR ROOMS 

L _When residents are allowed out _of their rooms, the pod ·officer wili 

remotely unlock the doors frqrr. the pod touch screen controls or op.en the 

doors using a key. 

A. Residents wishing tq come out of their rooms will press the intercom 

button in th~ room and speak ""'ith the_ pod offfcer. 

B. If the room door is opened from the pod touch screen controls: 

1 .. The second offic~r-will: · 

a. Stahd near the room· being opened, greet the resident with a hello . . . . . . . . . 

arid use the opportunity to scan or check the room condition.' 

b. Dired-resident to close.his/her door. (Staffwill make sure th.e . 

door is secure) 

c. · Room doors will be locked at all times u·n1e's~. an officer is present 

or the resident is entering or-leaving the room~ 

2. The pod officer at the tau.ch screen control will verify the roo~ door 

shows closed. 

3. Residents that wish to return to their room will ask the officer to· 
' ' 

allow them back into their room. 
' ' 

2. SecondTier Movement 

A. When letting most or all resident out of their rooms: 

1. The pod.officer at the pod control station will begin with 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 e_ach room reach the stairs, the pod officer 

at the touch screen controls will open the next room, repeating 
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the process until all residents on thE;? second tier have c;:ome 

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 po9 offker "on the floor'' watches the 

resident until he/she enters his/her room. 
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RESIDENT HYGIENE 

1. Room Hygiene 

A. When the ·resident is booked ih, the Booking officer will issue him/her a 

hygiene 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 resident's name or room number. 

c. The kit will be placed .in the hygiene storage container which is 

located fn the janitor Closet on the sam.e tier a·s t~e resident's . 

assigned_ room and instruct the resident on when it is used . 

. d. Issue the resident a bar of soap and toilet pa per to be stored in ~heir 

room. · 

. e. ··Issue the resident a towel for their room. 

· · B. Replacing items in hygiene kits: · · 

a .. With the exception of soap bars andfeminine hygi.ene products, · .. · 

. residents .must provide the empty, worn out o~. broken hygiene ite~s 
to the o_f!icer when requesting the replacement. 

b. Le.vel hygiene products- if a _resident uses all of his/her high level . 
' ' 

hygiene pro?uct, it will be replaced with facility supplied product, 

until they "purchase" with their points the high level product the 

following week. 

C. Scheduled hygiene times 

a. After Breakfast: 

1} The pod officer will retriever the hygiene kit storage container 

and when residents begin to ret.urn to their rooms, the officer 
. . . 

sh_allhand out the kits as residents reach t_heir room. 

2) All Hygiene kits shall be retrieved within 30 minutes of hygiene 

time starting. 

3)· The--officer will conduct a visual inventory of the items to 

ensure all items are in the kit. 
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i. If the kit is complete, the officer will place the hygiene kit in 

the storage container. 

ii. · If the kit is incomplete, the officer will direct the resident to 

return to his/her room for the item(s). 

iiL · . Deodorant shall remain on the hygiene cart at all times. 

iv. 

When residents request the use of the deodorant, staff will 

hand out the spray deodorant, then return it to the hygiene·· 

cart. 

·The hygiene cart will remain loc~ed in the janitors closet 

. unless in use, at which time a JOO will provide direct 

supervision of the hygiene cart. 

2. Show~r Hygiene 

·Prior to allowing any residents in a shower, an.officer shall search the : 

. showers to make sure a resident or c'ontraband is not in the shower. 

() · A. The pod officer will: 

0 

a. Prior to'the start of showe'rs, the officer or a tesideilt (with direct 

supervision) shall place the shower cart near the staff station by the · 

drinking fountain. 
, . ' . 

b. The cart shall be stocked with shower rolls, hygiene products. The 

officer sha'll provide direct supervision. when a resident retrieves 

hygiene products and a shower. roll making sure t~e minor is relievin$ 

the appropriate shower roll and hygiene product. 

1. Th.e resident shall not be allowed.to dispense hygiene products or· 

·hand out shower roles to other residents. 

c. Decide on which gender is going_ to shower first, place either the 

male or females in their rooms, leaving only one gender rn the·. 

dayroom. 

d. Put the hygiene storage cart near the officer's station. Have shower 
. . 

rolls out.and ready for the residents. 
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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 ·znd tier for showers, performing room checks 

and·in charge of the entire shower process~_(Example: male·staking 

showers- female officer will be positioned at officer's desk until . . . 

showers completed arid yice versa for femal_es taking showers)_. 

g. Escort two residents t6 the 2nd tier after retrieving their hygiene kits 

and pl~ce them in the_ shower. (Making s_ure they are "settled" in the 

shower before leaving top tier). 

h. Co'me downstairs; assign three residents to' take a shower in the 

bottom tier showers. 
. - . . 

i. Keep a ~lose eye on the residents in the znd ti~r showers and attempt 

to be there when they are done in.the shower-to escort them 

down:st.airs~. (Also, prevehting ~he two minbrs co~ing out of the .. 

showt;?r atthe same time and perhaps engaging in horseplay Qri the 

znd tier). 

j. Repeat_ ·process until shoVyers are done. · · 

k. Monitor the number of residents taking showers·at any one time. 

(YOU SHOULD ALWAYS-KNOW WHO IS IN THE-SHOWER) . . 

· I. Towels: 

a. TowelS will be issued to residents when they arrive on the pod 

unlessal_ready supplied d·u~ing the booking process. (Along with 

bedding, hygiene kits, 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 ori "pants/shorts exchange day." 

(Wednesday and Sundays) 

A. Return of dirty 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. 
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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 

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 .. spedfic ~ffiouht of razors frqm the Supply Room·. . 

b. Hand the.officer working the staff station the razors they,ne_ed and 

. instruct the officer ~o write the amounfof razor's he/she;teceived in 

the pod "Razor Log.'; · .. · 

c .. Orice shaving is completed, the Supervisor will 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. 

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 direct supervision at all times when a resident is in 

possession of a razor; not allowing distractions. 

b. R~trieve the razor ar;id razor cover prior to leaving the res!dent's 

room; making sure all parts are there. 

C. Shaving Procedures 
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a. Residents wishing or needing to shave will notify the pod officer at 

the beginning of the shift that they wish to shave. 

b. The pod officer, when time allows, will geta disposable razor from 

the supervisor/DIC, and will escort the resident to their room on the 

pod.· 

c. The pod officer will provide direct supervision for the entire time the 

resident is in. possession of a razor. 

d. When the resident is done using the razor, the pod officer will collect 

the razor and examin.e Jt for all pieces. The pod officer will di.spose of 

razors according to above procedure. 

,· 

4. H~air Care Hygiene 
. . 

A. At least every 30 days, residents may request and receive haircuts; 

a~ When a resident"Wants to .request a haircut,: heishe will fill outa 

. teques.t/contact form, requesting a hai~cut.. . . . 

b. The pod officer will route theform to the sui:>ervisor in charge of 
haircuts\fitho will place th~m on a list. 

. . . 

c. The des,ignated haircut day will be·scheduled:·onc~ a list is compi.led .. 

d. Haircuts will be done in the medical exam room. 
. . . . 

e. 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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MEAL SERVICE 

1. Meal Service Prep~ration: 

A. Prior to the arriv9I of food in the pod, the pod officer will assign the pod .. 
. . 

workers to clean the tables a.nd ensure the kitchenette is 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 officer 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 tell them ·to be seated at a table to be silent. 

E. If the residents are· lncked in their rooms when the food ·cart is brought . 

. onto the pod, the pod officers will begin bringing them into the day 
. . . . 

room a·nd seating them at the tables.· 
.. . .. 

. a. If a resident chooses not to come o·ut for the meal, .a.pod· officer w'ill: 

· i. Check to $ee why by speaking to the resident ; 

· ii. . Ensure the meal refusal is p.roperly logged 

·iii. Follow up as needed if the residenfis sick of ifother meals 

have been refused. 

b. If there· are resid~nts in the pod with classification levels that do 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 

A. Th.e cook or pod officer will observe anq supervise the ser~ing line. 

B. The pod officer or cook will call residents 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 of20 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. 
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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 will: 

a. Tell· each table group, .one.ata 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 resident throws away the spork, ·. 

and milk carton. 

c. ·.When collecting trays from residents who ate in their rooms, the pod . . . . ' . . : . . 

officer shall: 
. . . 

1) Erisure thatth~y collect a sporkand milk c.arton from each minor. 

2) Inspect the surfaces of the room to ensure no vandalism, graffiti 

orfllth has be.en deposited. 

L · If residents have thrown.food or defaced surfaces, the pod 

officer directs them to clean their ~ooms arid initiates the. . . . - . . . . . . . 

·. discipline proc~ss. They do not le~ve room until complete. 

B. The resid~nts wilLreturn to t_heir tabl_e or the pC;>d officer will send .them· 

to their rooms . 

. C. Pod officers will return minors to their rooms pursuant to Section ~.4.4 
after P.rovidi.ng them with their hygiene kits pursuant to the hygiene 

. . 

. post orders. . . . . . 
D. If ROP residents were used to serve the ·meal, the.pod officer will· 

. . 
supervise the~ while they wipe down the tables, sweep and mop the 

floors, and roll the garbage can (tying bag) and sit it near the pod entry 

door. 

a .. In the absence of ROP residents, the pod workers will be supervised 

while they perform the clean-up duties. 

E. When clean~up is complete, the pod officer will notify the float officer 

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 co·ntrol will open the· door, and the float officer will pick 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: 

a. Call central control to verify the number of residents for each pod 

and any residents in booking. 

B. At approximately 1900 hours, the float officer will deliver the snacks 

from·the kitchen. 

a. The residents will get their snack as they are called, and immediately 
. . ' 

return to ·where they were prior to receivi.ng their snack. · 

b. Residents may not take snacks to their rooms, with the exception of 

residents who are separated for classification or medical .reasons. In 

either case, the pod officer will bring the snack to the resident an.d 

retrie.ve the tras.h vvhen they are done~ 
.. .. ., 

c. For these residents, pod officers will collect the snack and ensure 
. . . 

that the room; surfaces a~e clean' as noted in the meal instructions 

above. 

t .. When .they haveJinished:their snacks, resid~nts will throw their tras·h ·. . . . . . : . . . .· . 

away.~ · 
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RESIDENT ACCESS TO TELEPHONE 

1. The telephone system will be. pre-programmed with the number(sj they are 

allowed to c·a1L The information will be entered during the resident's initial 

classification. 
.- . •' 

a. All residents will be allowed to make on~ tali per week. 

b. Depenc;ling on their level on the points/level program will determine 

how many additional phone calls they will be al.lowed to make .. · 

2. Making .phone calls 

a. The pod officer will _activate th~ telephones and arrnounte that the 

phones are. available for use . 

. b. The resid~nt asks the·pod officer for permission to use the phorie. 

1) The pod officer will mon,torthe residents r;;indomly as they e11ter· 

•• ·.their. pi~-numbe.rs to mak~ the.calHo verify.they ~re usingthelr: 

assigned pin. 

c. The reside.r:it dial.s the phone :number and identi:fies· him/herself asthe 

caller. 

d. The phone system identifies the caller to the calied party by name and · 

. also plays a recorded _message saying it i_s a collect call fro~ a juvenile 

rehabilitation facility. 

e. The caller may accept or reject ~he call. 

f. Once accepted, the phone system. recording advises both the resident . 

and the called party that the calls are recorded. 
. . ' 

1) The phone system is pre-programmed so it does not record calls to 
. . . -. 

attorney. 

2) Residents who wish to call clergy members confidentially must 
. . 

. submit a request to the Program Supervisor asking the number to. be 
. . 

programmed as a non-recorded numbeL . 

g. Hearing Impaired residents- refer to policy for procedures 
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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 offieer will assess the request, and if he/she believes it is · 

legitimate emergency will: 

• . Set up the pho'ne so the resiqent can make the.call 

• D.ocument the call in the pod log. 

RESIDENT ACCESS TO MAIL 

1 .. Al·I. re.sidents will be. provided access to tri"'.fold writing pap~r. 
2. Stationary and envelopes will be available to higher level residents, to be 

purchased with their points. 

a. bt;1ring programtime,the residents w·ill· be allov~ied to write letters. 

• JRF paid postage: 

a. One {1) letter a week {every seven days) to·a friend or relative 

b. One (1) letter daily to parent or legal guardian 

3. Residents will turn in completed letters to the pod officer. 

4. The pod officer will place outgoing mail in the appropriate basket. 
I 

a. The graveyard pod:officer will scan and log all outgoing mail. 

b. The graveyard float will pkk up from the pods, the scanned mail ~nd 

take it to the outgoing mail basket. 

5. Delivery of mail to pods: 

a. Swing shift float will deliver the daily 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.: 
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• 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 

• If contraband (legal) is found, ·refer to Policy 5.4.iO 

• Notification ·at refused_ or confiscated mail, refer fo Policy 5.4.10 

· • If mail meets standards, the officer will give the resident his/h.er 

.mail. 

.. RESIDENTLIBRARY 

1. Each: pod will have in their closet a cart with fibrary books. 
. . 

a; 01..fring program time,"the pod officer will. pull out the library cart and let .. · 

th~ residents get books.· 

• The number of books allowed per resident is determined by what 
. . . 

level they are on, on the points/level program. 

2. Books will be rotated amongst the pods on a weekly basis. (TBD) 
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RESIDENT GRIEVANCES 

1. Residents will have the opportunity to complete a grievance form 

confidentially during periods of tinie where they have access to pencils 

during normal program.time and place the grievance in the Cqmmunication 

Box located on the pod. 
. . 

A. If the resident chooses not to fill one out confidentially, 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 p_roviding these items to a resident who is out 

of control or exhibiting behaviors that lead the officer to be 

concerned that it is unsafe to furnish a pencil to the resident .. In these 

·cases, staff shall .furnish these items as ~oon ·as the resident has 

- : calmed down. 

B. 'Shoµld the .resident ask, the officer niay attempt.to resolve ~n issue 

prior to providing the resident the grievance form and pendl. 

a. Officers are not to,ask why or what the resident wants to:grieve 

unless the resident.voluntarily initiat~s s·uch discussion. 

b .. The officer can ask if they can assist in the resolution. · 

· C. The resident may request staff assistance in filling out the grievance. 

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. 

2. The supe~visor on duty shall: empty the Communication Box at lea.st once 

p~r shift. 

3. The ~upervisor will enterthe information into the Grievance Log and assign 

.it a log number. 

4. The. supervisor will review the grievance to determine which staffing level is 

appropriate to begin the resolution process. 
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5. Upon receipt of the grievance, the assigned officer will attempt to resolve it 

, with the resident. · 

A. Discuss the grievance with the resident involved. 
. . . . ' . . . . 

B. The officer records his/her findings on the form. 

C. The resident will indicate on the form whether they agree with the . 

officer's findings and sigh the grievance. 

a. ·If the resident disagrees, the grievance will be forwarded to the next 

· available, uninvolved supervisor/OIC. lfthe resident disagrees with 

this supervisor's conclusions, the _resid~nt may appeal to the director. 

b. If the resident indicates they agree with the findings, the grievance.· 

process will be complete. 

D. Upon completion of the grievance process, the officer/supervisor will 
- . 

put the completed grievanc;e form in the graveyard basket_ 

~efer:~o Poli.ci$.'9: · 
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RESIDENT ORIENTATION TO POD OPERATIONS 

1. When the booking officer brings a new resident to the pod, the pod officer 

will: 

A. Accept the paperworkfrom the booking officer. 

B. Read the information sheet on the resident: 

a. Name 

b. Classification level 

c. Any concerns (behavioral, medical, disability) that would affect the 

'room assign merit. 

C. Assign a room, taking theresident's classification 1.evel and any concerns 

into account, and enter the room assignment on the.locator and in the . 

control st~tion .system. 
. . ' . 

D. Take the new resident to his/her room and complete. a room inspection. 

form, noting any missing items and damage. 

a. If the room is dirty when they arrive at the room, the pod officer will 

assign the resident to a dean.room and assign' another resident.to 

clean the room. If the room is a shared room, the pod officer will tell 
' ' 

the current resident to clean the room and wm provide cleanin'g ·. 

supplies. 

E. Sign the form and ask the resident to sign as well confirming the room 

condition. · 

F. Ask the resident to make their bed. 
. . . . . . 

a. The officer may assign a resident to assist the new resident to teach 

the proper way to make a bed. 

G. 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. 

c. Explain how clothing should be worn. 
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g. 
h. 
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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· us.e the intercom and when it is appropriate. 

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

moving through them, how to request entry to his/her room and not 

entering the room of any other resident. 

j. Movement rules within the pod to include: . 

1} Only residents assigned to the upper tier are allowed on the stairs 

or upper tier. 

2} When moving up and down the stair~ residents must be spaced at 

least 6 stai~s apart. 
. . . . . 

3} When leaving his/her room or returning to the room, .. the door 
. . . . . . . . . . 

must be.clo.sed .and locked :aft~r le.aving and ente.ring~ .. 

4} Resid~nts must raise their hands for permission to get up and: · · 

move around the dayroom. 

5} When mo.ving around th~ dayroom, residents must be respectful . 

of others m·oving in the dayroom. 

6} Residents will not go behind the officer's station or stand on the. 

desk tile. 

k. Ask the resident if he/she has a·ny questions and have the resident 

sign the orientation form acknow.ledging the orien.tation was 

received and understood. 

I. Take the resident to h.is/her room and allow them to set up the room· 

according to expectations set.forth in the orientation. 

m. File the signed room inspection form·in the binder at the officer's 

station. 
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·POD HOUSEKEEPING 

1. Daily Housekeeping 

A. Each morning and evening, the pod officer shall: 

a. Provide direct supervisjqn as the pod workers set up brooms ~ind 

dust pans for resident use. 

b. Go to each room and inst~uct the residents to sweep debris from 

their r6onis out of their door. 

c. Direct pod workers to sweep the room debris from the tier and 

dayro6m floors. 

d. Provide cleaning supplies to clean .room.toilets and sinks. 
. . 

e. Assign the pod Workers to wipe do\'rlm:the tables, sweep and mop 

·floors, (Mop in the evening; u9less ptherwise needed) clean the 

kitchenette~ clean the staff restroom, prepare the trash to betak~n· 
. . . 

from the pod, arid cleanthe showers. 

1. Daily_ .. cleani~g of the showers at the first opp.ortu~ity after ... 
. . . ' . . . 

sho.w~rs but no later th.an 2100 hours. ·, .·. 

2. ltsh~ll consist of sprayh1g surff;!ce disinfectant on all surfaces, and 

rinsing.with.clean wat~r. · 

f. Check resident's rooms to ensure they are neat and clean (bed is 
. . . . 

·made properly-see photograph, a·nd items are stored as required 

unless they are being used), ·and check the dayroom to ensure the 

assigned residents have complet~d their tasks satisfactorily. 

2. ·Weekly Cleaning · 

A. Each Saturday, in addition to the daily cleaning, the day shift pod officer: 

shall: 

a. Provide direct supervision as the pod workers set up the cleaning 

slip plies. 

b. Provide cleaning supplies 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. 
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d. DIRECT SUPERVISION shall be provided by officers residents are 
I . . 

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 inspett the dayroom, alJ 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) Re~idents in pods that meet the cleanlili~ss standard will b~ 
' . - ' . . 

rewarded through the point/level system. 

3) Residents in pods thatdo not meetthe standard_ wHI be directed 

by the pod officer to continue cleaning. 

:4) Inspection .forms for pods. not_ meeting the.stand.ard wi!I be given 
. . ' . 

to the swing shiftsupervisor for re-inspecti.o·nthat evening. 
. ' 
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POD HOUSEKEEPING 

MINIMUM EXPECTED STANDARDS 

1. Resident Rooms 

A. When not in .room: Photograph. exam pie posted 

a. Bed made: 

b. Belongings neatly in their cubby 

c. Sink and toilet free of grime 

d. Floor free of trash 

e. Walls and ceiling free of spit, spit wads, snot, etc 

B. Saturday Cleanup 

a. Windows and mirrors free of marks and streaks 

b.· All surfaces cleaned with surface disinfecti;lnt 

· c, .Floor mopped in.a king sure all. grim~ is out of corners . 
• • • • • I • • • 

· · d; Bed made properly-see photograph 

2.: Dayrooni (to be c"ompleted .. nightly} · .. · 
. . . . - . 

,A.· Tables: all surf~ces· (legs, top, seat.s·underside of top)·deaned with 

.surface disinfectant and free of dirt and grime 

B. Railing: all surfaces cleaned with disinfectant and free off dirt and grime 

. C Co.uches: all surfaces cleaned witl:l disinfectant and free off dirt and 

.. grime 

D . .-Stairs: swept and mopped free off di~t and grime 

E. Floor 

a. Thorough~y swept making sure the resident sweeps under all tables, 

couches, servin·g station, stairs; arid lower and upper.walkway 

· b. All dirt and grime removed from corners,. stairs, around table legs, 

around railings, and serving station legs 

c. Thoroughly mop floor with surface cleaner and rinse by re-mopping 

with clean plain water 

F. Windows cleaned free of dirt, finger 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 surface·s 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. Cla.ssrooms (Sat1.;1rdays only) 

A. Garbage cans emptied 

· B. Student desks ·cleaned with surface cleaner . . 

C. Floor vacuumed 

. D. Windows cleaned free of dirt, finger prints and .strea,k marks· 
.. .. ' . . . .. 

5. Program room (Nightly) (Photograph example provide) 

A. All surfaces cleaned with disinfectant 

B. Windows cleaned free:of dirt,·finger prints and streak marks · 

.. C. . Floor v.acuum~d ~aking sure all d.irt i.s removed fro~ th~ .co'rners 

· D. TV cart is in the.closet (Only offkers ente.r the clo~et) 

. E. Tables are placed correctly 

· 6.' Mop ·closets 

. A. 'Nightly: 

a. All surf(lces clean free of dirt and grime 

b. All supplies orderly ·. . 

c~ Hygiene and .shower carts secured in the caged area when not in use. 

d. Floor swept and free of dirt 

e. Sink clean and free of dirt and grime 

f. Mop heads .removed and laundered 

g. Mop bucke~ rinsed free of dirt and grime 

B. Saturday Cleanup 

a. All surfaces to be cleaned with. surface cleaner free of dirt~ grime, 

stains. 

b. All corners cleaned free of dirt and grime 

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 

Pod - Pod Housekeeping Page4 



C)· 
-~-

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 n~atly in place 

e. All cu.bbies clean and free of junk 

B. First Saturday of the month day~hift 

a. Same as above plus: Carpet to be shampooed 

1. A blanket is to be placed on'the carpet until dry 
. . '. ' . . ' ' ., .. 

8. Medical Screening Room 

A. Nightly., . 

a. All s.urfaces cleaned with surface anti bacterial (in the cabinet) 

. b .. Trash emptied. 

· · .c. Floor swept 

.. d. Paper towels .st0cked. 

· B;· Saturday Cleanu'p. 

a. ·Same as nightly plus 

1. floor swept and mopped making sure all dirt arid grime is out of 

the corners 

2. Window dean ad free of finger 'prints and streaks . 

9. Staff bathroom 

A. Nightly 

a. All surfaces cleaned 

b. Paper products stocked 

c. Trash emptied . 

· B. Saturday Cleanup 

a. Same as nightly plus 

1. Floor scrubbed with surface disinfectant and scrub brush 

2. Toilet scrubbed inside and out free of dirt and grime and other 

contaminants 

3. Mirror cleaned 
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CLOTHING AND BEDDING 

1. Clothing and Bedding 

A. Residents are initially issu.ed one complete set of clothing, bedding and a 

towel a_t_ booking. 

B. At least once each week, residents will exchange their bed sheets a·nd 

pillowcase, twic_e a week the·y will. exchange their outer clothing and 

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. 

· C. The first Saturday of every rnonth, reside_nts will exchange their 

blankets. 

· D. When residents are turning in their soiied bedding and clothing, officers 

shall make sure they are returning all a·rticles. and they are. free of 

damage.: 

.. ·. 2. Scheduled Exc_hanges 

A~ Each day the· day/swing shif(pod.officers willassign_pod workers to · 

make shower rolls for the next day: 

a. The pod officer will: 

1) Go to the storage closet with the list of resident sizes and get the 

cloth.ing/linens for the shower rolls. (t-shirt,-socks, and 

undergarments) 

2) If it is TUESDAY/SUNDAY, resident pants orshorts,tqwel, and a 
. . . . . 

sweatshirt will also be included in the roll if aplicable. 

3) ·.Supervise the pod workers as they make ~he shower rolls. 

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 riame is written on the tape. 

4) The _officer overseeing .the sh9wers will bring the shower ca~t and 

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: 

i. Comes out of their room, they will be instruded to bring 

their towel for their shower. 

ii. On their way to the shower, will retrieve their roll after · 

· receiving permission from·the. officer overseeing the cart. _ 

iii. Completes their shower 

iv. Will bring their.soiled clothing out to the laundry baskets. 

Prior to dropping them in .the appropriate baskets, they are 

to make sure the clothing is "right-side" out pl.ace his/her .. ' - . , . . . 

dirty clothing and undergarments in the soiled laundry 

baskets. They will then take'their towel to their room and 
. . 

hang it up. 

6) Officers .shall: 

i. Make sure all items are returned . 

. ii. Free of d~mag~. 
-.iii. Turned right-side out. 

· . iv. :Placed int.he rightlaundry ba.sket. -

· B. Other laundry items wHI be exchanged twke. each week by the day shift 

pod officer. 

a. On Saturday morning; during facilitydeanup/the day shift pod 
. . 

officer will direct residents to place their sheets and pillowcases In 

the -soiled laundry cart. 

1. -Pri.or to doing so, the .officer shall make sure the pillow cases and 

sheets are free of damage. 

b. On Sundays, the day s.hiftpod officer will direct residents to :place 
. -

their sweatshi_rts in the soiled laundry cart. (This only applies during 

colder months when sweatshirts have been issued) 

1. Prior to doing so, the officer'shall make sure they are tur-ned 

"right-side" out and free of damage. 

C. After any laundry exchange is completed: 

a. The pod officer will tall 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 Page2 



(~) 

0 

POST ORDERS -POD 

b. The float officer will come to the pod, pick up the cart-and take it to 

the laundry room. (Pod workers may be able to assist, depending on 

level and classification)·. 

c. The laundry will be washed and dried and returned to the pod for 

folding by the residents~ ·· .. 

: ~. 
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RESIDENT MOVEMENT FROM POD TO VISITING 

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

· entry door. 

2. If the resident does NOT want a visit: 

A. The pod officer Will notify the visiting office·r of the refusal 

B. The visiting offic~r will tell the visitor the resident has declined the visit. 

3. If the resident does want a visit: 

A. The pod officer will tell the residents to: 

a. Dress appropriately. 

b. Use rest_room since they wiJI not be allowed tc;> r·eturn.to the pod_ to 

use restroom a.nd there are no re~trooms in· visiting. · · 

B. The podofficer wlll: . 
. . . . . 

a. Review.the basic visiting:~ules and expectations with the resident 

where necessc;iry. , , , , 

b. Advise control that the residents with visits 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 officer is 

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

. E. The pod offi~er will escort the residents to the po~ door, hand them: off 

to the float officer, anq will documenttheir location. 

F. The float officer will escort the residents to the visiting area and assist 

the visiting officer with sec;iting the residents. 

G. The residents will be searched after visiting prior to returning to the 

pod. 

a. A thorough pat down search will be the standard search. 

b. If contraband is suspected or found, a strip search is to be conducted, 

per policy . 
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Authorization to strip search is needed. 

Special Incident Report shall be initiated. 
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DAILY SCHEDULES 
. . . 
Refer to Post ·ord~rs Beginning Of Shift. 

1. Dav Shift.:.. Monday through Friday 
. . 

A. 0600- 0615 - Shift Btiefing and Un.it Inventories 

B. 0615- 07l5 ~ Beds made, room clean-up/ S_howers/ Hygiene (for the 

su·rnmer months; June, July, August) at minimum showers ·will 

conducted in the eve.ning time as the schedule ·allows 

C. 0715 - 0745 - Breakfast. 

· D. 0745....: 0800"'- Hygiene/Breakfast Clean-up 

E .. 0750- 0800:.... Have ~esidents out .ready for school 

· F. 0800-1015- First Period . 

·• G. l015-" 1030-·Bre~k · 
H. "1030-1~2~ - Second1.Period .· 

L .1120-1150- Lunch 

J. 1150 ..:-1260 - Hygiene, Lunch clean-up 

. K. · 1200-·1330 ~Third Period '. 

L. 1330 - 1400 - Residents to rooms/Log Books/Shift Debriefing 

. 2. Swing shift schedule Monday through Friday 

·A. 1400-1430-Downtime in room (staff shift change)· 

B. 1430-1645 - Case plan programr:Tiing/ free programming/ LME (see 

weekly ve·ndor list for case plan programming s·chedule) .. · 

C. 1645..:1700·- Residents to thefr rooms for dinner prep. 

D. 1700-1730 - Dinner · 

E. 1730-1800.:. Hygiene, pod clean up 

F. 1800-1930 - Continued programming and LME 

G. 1930 ~Level One bedtime 

H. 2000 - Level Two bedtime (showers during the months of June, July, 
. . . 

August) 
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I.· 2000-2100 - Level Three programming/ pod cleanup/ Level three 

showers 

J. 2100 - Level Three bedtime 

K. 2100.:.2200 - Ad-Sep, MSR, Special Program·, free programming if 

applicable 

3. Day Shift - Saturday • 

A. 0600_ - 0615 - Shift Briefing and Unit Inventories 

B. 0615 - 0715 :- Pull linen/ Prepare Carts for Cleaning/Inspect 

Rooms/Showers - -

C. 0715 - 0745 - Breakfast 
. . 

D. 0745 - 0800-:--- Hygiene/Breakfast Clean-u·p · 

E .. 0800..:... 1120 - Pod/room· cleaning 

F. 1120.:... ·1iso :- Lunch 

G; 1150 - :1200 - Hygiene 

. H. 1200-1~30- Pod cleanup_continues until complete/free progr~mming 

L 1135...;.. i_ioo- Hygiene/Luri_ch Clean-up 

J. 1200-1330 ..:...-complete all cleaning/put away supplies 

1215-1415 First visiting- session. 

K. 1330 - 1400 - Residents to· rooms/Logbooks/ Sh-ift Debriefing (change) 

• 4. Swing Shift- Saturday 

A. 1400-1430- Down time in rooms, shift change 

B. 1430-1645 - Case plan programming/ free programming/ LME (see 

weekly vendor list for case plan programming schedule). · 

1445-1645 Second visiting session 

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

D. 1700-1730 ~Dinner 
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E. 1730-1800- Hygiene and Pod cleanup 

F. 1800-1930- Continued free programming and LME 

G. 1930 - Level One bedtime 

H. 2000 - Level Two bedtime 

I. · 2000'-2100 - Level Three ·programming/ pod cleanup/ Level three 

· showers 
. . 

J. 2100- LevelThree bedtime 

K. 2100- 2200 - Ad-Sep, MSR, Special Program, free pro~ramming if 

applicable 

5. Day Shift - Sunday 

A. 0600-:--- 0615 - Shift Briefing and Unit lnven~ories_ 

B. . 0615. -- 0715 - Beds Made/Rooms Swept/Showers 

c. ·0115:~0745 - Breakfast · _ 

D. 0745 :-0800- Hygiene/6reakfast Clean-up_ · ·. 

· E. 0800...;._1120 ~Program -.:_(Church 0830-0930)-LME · 

F. 1120 -j150 - Lunch 

G. 1150-1200"'"" Residents down· to cleanup/Hygiene 

1215 - 1415 First visiting session 

H. 1200-1330 _:Programming 

I. 1330 - 1400 '"- Residents to Rooms/Log Books/Shift Debriefing 

6. Swing Shift - Sunday . 
A; 1400 - 1430 - Shift change 

: '. . 

B: 1430-1645 - Case plan programming/ free programming/ LME (see 
. . 

.weekly vendor list.for case plan program mi rig schedule). 

C. 1645-1700- Residents in rooms for dinner prep 

D. 1700-1730- Dinner 

E. 1730-.1800- Pod cleanup and hygiene 

F. 1800....: 1930- Continued·free programming and LME 

Ci G.1930-LevelOnebedtime 
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H. 2000 - Level Two bedtime 

I. 2000 - 2100 - Level Three programming/ pod cleanup/ Level three 

showers 

J. 2100- 2200 -Ad-Sep, MSR, Special Program, free programming if 

applicable 

7. Day Shift - Holiday Schedule 

A .. _0600- 0630 - Shift Briefing and Unit lnv~ntories 

B. 0630 - 0705 -:-- Beds Made/Rooms Swept/ Showers 

c. 0705 - 0735 - Bre9kfast 
. . . . . 

D. 0735- 0800 ""'.'"Hygiene/Breakfast Clean-u_p 

E .. 0800--1105 -::-Program . . 
a. TBA-via written calendar . 

. . F. 110~ - i13S -:-_Lunch 

. G. 1135.-1200- Hygieoe/Lunch Clean-up:_.· 

H. 1290...:.1345-Prograrn. 

· ·a. 'TBA- via written ·ca.lendar . . . 

I. 1345 ;_ 1400 - Residents to Rooms/Log Bqoks/ Shift Debriefing · 

8. Swing Shift 

A. 1400 ~ 1415 - Shift Briefing and Unit Inventories 

B. 1415:--:1430- Pod Expectations 

C. 1430 :--:-1700-Program 
. . 

a. TBA-via written calendar 

D. 1700-1730--- Dinner · 

. E. 1735'""" 1800 '."""Hygiene/Dinner Clean-up·· 

F. 1800 - 2000 -Program · 

a. TBA- every week via writtencalendar 

G. 20QO- 2130 - High Level Program/ Bedti.mes 

a. TBA-via written calendar 

Q H. Sunday Evening will be high level "Rewards Movie" 
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.. 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 oh pod. (Depending.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 spli~ time between po~s~ 

B. All of these will depend on pod pop.ulation, vendor an~ other activities 

that might be go.ing on. TBD at.a later date by program su,pervisor. 

10.Program Calendars · 

a. A program calendar will be.posted in the dayroom. 

b. Every area on the above calendars·that statesProgram will needto ·· 
. . . . . ' . . 

. : · be specifically.broken down to all the activities that.will be done .. 

c .. ··Pod officers will follow the ·calendar. and activities with6ut variation, 

·bar any emergencies . 

. d,:, The program supervisor will determine which pod ose$the covered 

·.yard or the big y~rd. Probably rotate their use. 

e. The program supervisor will also be responsible for the scheduling of 
. . 

the outside vendors. 
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DAV SHIFT 
0600 
0600-0605 

0605-0715' 
0715-0745 
0745-0800 
0800-1015 
1015-1030 
1030-1120 
1120-1150 
1150-1200 
1200;.1330' 
1330-1400 

Swing Shift 
1400 
1400-1415: 

POD SCHEDULE 
SCHOOLDAYS 

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 
School 
School Break 
School 
Lunch served on Pod 
Clean up and resident hygiene 
School 
Residents down, Logs~ Inventory, Check List~ Shift Change 

Page Residents to prepare to program · 
Population verified and reported to control 
Read Logs, SIR's, Cites · · 

1415-1515 •.. Split Program: LME and Quiet Writing i.e. Journals, Writing, Homework 
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 

.. Switch groups . . . . . . 
, ·,Split Program: LME«1nd Quiet Writing i.e.· journals, Writing, Homework 

Staff Expectation, Social i.nteraction 
Break (Residents to their rooms) 
Residents out for dinner 
Dinner served on Pod 
Clean up and resident hygiene 
Split Program: LME and Games 
s·plit Program: LME and Games-Level 1 Phone Calls 
QW (Writing, Drawing; Homework) Snack I 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 ~alls) 
Level 3 do~n for the evening . 
Logs, Inventory, Check List, Shift Change 

c=:> 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 
130.0-1330 
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 clearmp 

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 I phone calls 
TV, Writing, Phone Calls level II & 111 
Break (Bathroom calls, water) 

· Residents out for Meal· 

Lunch served qn Pod 
Clean up and resident hygiene 
Residen~s Out for Programming 
LME 

. Break (Bathroom calls,:w.ater) 
.. LME (for thos.e who want), TV, Writing, Reading. 

· Re.sidents down, Logs, lny~nto'ry, Check List, Shift Change 

Page Residents to prepare to program 
Population verified and reported to control 
Read Logs, SIR's, Cites 

· ·Split Program: LME and Quiet Writing i.e. Journals,. Writing, Homework 
Switch groups. _ 
Split Pr9gram: LME and Quiet Writing i.e. Journals, Writing, 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 I Meds· 
Level 1 down for the evening 
Games, TV, Phone Calls Level 2 &3 
Level i down for the evening 
Cleanup, Laundry,· Free time (Writing, Reading, Phone Calls) 
Level 3 down for the evening 
Logs, Inventory, Check List, Shift Change 

c:=:!> 0830-0930 - Religious Services 
c:=:!> 1800-2000 - CBO i.e. Christian Science, AA, NA, etc. 
r=::!> 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" 
.. 1400-1415 

· .. · 
·i415-1515 
1515-1525 
1525-1625 

. 1625-1645 

. 1645-1655 
. 1655,-1700 

1700-1740 
1740-1800 

. i800~i830 
1830-1900 
1900-1930 

POD SCHEDULE 
SATURDAY 

Page Residents for wake up 
Population verified and r~ported to control 
Read Logs, SIR's, Cites 
Sho"Wers:-Prepare for Pod.Cleanup 
Breakfast served on Pod 
Clean up and .resident hygiene 
Room Cleanup 

Pod Cleanup (dayroom, showers, staff bathroom, staff station) 
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 1st Visitation) . 

· Break (Resid.ents to their rooms) 
Games, Social interaction, ~evel I phone calls 
Residents down, togs, Inventory, Check List, Shift Change 

. . 

Page Residents to prepare to program 
Population verified and reported to control 

Read Logs; SIR's; Cites . . . . . . 
Split Program: LME and Quiei:Writing i.e. Journals; Writing, Homework -- ·, 

Switch groups . . . 
Split Program: LME and Quiet Writing i.e. Journals; Writing, Homework 

Staff Expectation, Social interactic;m 
Break·(Residents totheir rooms) 

Residents. out for dinner 
Dinner served on Pod 
Clean up and resident hygiene 
Split Program: LME and Games· 
Split Program: LME and G;;imes-Level 1 Phone Calls 
QW (Writing, ·Drawing, Homework) Snackj Meds .. · 

1930 · .. Level 1 down for the evening · 

1930-2030 
2030 
2030-2130' 
2130 
2130-2200 

Games, TV, Phone.Calls.Level 2 &3 

Level 2 dqwn for the. evening .. 
Cleanup, Laundry, Free tim.e (Writing, Reading, Phone Calls) 
Level 3 down for the evening 
Logs, Inventory, Check List, Shift Change 

r=::> 1800-2000 - CBO i.e. Christian Science, AA, NA, etc. · 

Q . c:=!> 1830-2030 - Saturday Movie: Level 2 & 3s 
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DAV 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 

1415-15:1,5 

1515-1525 
"1525-1625. 

1625-1645, 

16.45-1655 
'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, ·1evel I phone calls 

TV, Phone Calls level 2 & 3 
· Break (Bathroom calls; water) 

Residents out for Meal 
Lun~h seryed on Pod 
Clean up and resi.dent hygiene 
Residents Out forProgran1ming 
LME 

Break. (Ba~hroom calls, water). 

Gam~s, Writin~, Reading . . . .. 
Resi.dents down, Logs, Inventory, Check List, Shift Chail~e 

Page Residents to prepare to program 
Population verified and reported to control 
Read Logs, SIR's, Cites 
Split Program.; LME and Quiet Writing le, Journals" Writing, H.omework 
Sw_itch groups 
Split Program: LME and Quiet Writing i.e. Journals, Writing, Homework 
Staff Expectation, Social interaction 
Break (Re~idents to their rooms) . 
Residerits out for dinner 
Dinner served on Pod 
Clean up and resident hygiene . 
Split Program: LME and Games _ 

- Split Program: LME a.nd Games-Level 1 Phone Calls 
QW (Writing, Drawing; Homework) Snack/ Meds · 
Level 1 down for the evening 
Games, TV, Phone Calls Level2 &3 
Level 2 down fort.he evening 
Cleanup, Laundry, Free time (Writing, Reading, Phone Calls) 
Level 3 down for the evening . 
Logs~ Inventory, Check List, Shift Change 

c=> 1800-2000-CBO i.e. Christian Science, AA, NA, etc. 

': '.' . 
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POST ORDERS - POD· 

Resident Orientation Program 

. During the booking process, the resident will be provided an orieritation booklet and will sign in 

the appropriate area· stating that they have received the booklet. It is the resident's · 

. respo~sibility to read and understand the mat~ri~I in the booklet. Staff should check in with the 

resident during the first several days they are here, to ensure that the resident understands the 

daily routine of the fadlity and answer any questions he/she may have. 
. . 

Pod - Resident Orientation Program Page 1 · 
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RESIDENT MOVEMENT FROM POD TO NORTH COURT YARD. 
. . . . 

1. The pod officer will contact control via the radio and ask if the North Court 

Yard is secure and available for use. 

2. The pod officer will tell the resident°(s) who will be participating in outside 

. recreation. 

3. The pod officer will instruct the residents, two at a time, to assemble at the 

pod/co~rt door. on the ramp .in a single file line, facing forward, hands 

behind their back, ·and silent 

4. · The pod -office.r will: 

a .. Review the basic rules and expectations with the r~sident where.·· 

· ~ecessary. · 

b. Ensure thatresldents are dressed appropriately; . 

c. Advise control that they are re~dy to take resid.ents to the North 

Court Yard.for recreation and.they are assembled and r~ady to move. 

A. The first pod bffker will position:him/herself at thepod door to the 

North Court Yard in a manner where it is safe. 
. . 

B. The second pod officer will position him/herself in a manne·r where all 

residents can be· se~n 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, 

a. A resident 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 F'age 1 
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POST ORDERS - POD 

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 rem~ining residents are seated at the tables quietly. 

b. The second pod officer will not exit the pod, but position 

himself /~erself where he/she can see all. resid.ents. 

H. The reverse procedure will be conducted when returning to the pods 

fromthe·court y~rd. 

Pod - Resident Movement from Pod to North Court Yard Page2 
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-POST ORDERS- POD 

RESIDENT MOVEMENT FROM POD TO EAST COURT YARD 
'. . ' .. 

1. The pod officer will contact control via the radio and ask if the East Court 

Yard is secure and available for use. 

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

· 3. The pod officeOr will tell the resident(s) who will be participating in outside -

recreation. 

4. The pod officer will instr_uct the residents, tw.o at a time, to assemble at the 
pod entry door in a· single file' lin_e, facing forward~ hands"behind their back, .. 
and silent·. 

s·. The.pod officer.will: 
. . . . 

a. Review the basic rules and expeetations with the resident ·where- : 
necessary.-.--

- b. Ensure that residents are dress~d. appropriately ... ·. 

c. Advise confrol that.they are r~·ady-to take residents to the East Court 
. Yard for recreation.and they·a:re assembled and ready to move. 

A. The float officer will open the East sally port door; hol_d it open and 

. notify central ·control that he/she is ready for movem~nt. 

B~ Central control will verify with the pod pfficer that the-float officer is 

· 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 always watching t_he minors; 

D. The pod officers will escort the residents to the pod door, positioning .· 

him/her near the back of the-line to assure visibility of all residents. 
E; 'The pod officer will contact central control and re_quest 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 Pagel 
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G. The residents will exit the pod and walk toward the east sally port in a 

single file line, looking straight forward with their hands positioned 

behind their back. 

H. 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. ne~d-to take place). The officer will hold the door open.as 

the residents are exiting onto the east recreation yard. 

I. The float offker will instruct the residents to li~e up on the cpurt.where 

told. 

J. Once the residents and the officers are on the.co·urt yard, the pod 

· officer(s) will perform. a .count of the resi·d~nts and.staff and notify 

central control the amountof minors and.officers on the COL1rt yard. 
. ' ' . . ' . 

The pod officer(s) will give expectations.and inform what recreational · 

activities will' co~mence . 
. K. The reverse! procedure will be:.conducted when rE!turning to the pods ·. 

( .. ,,) from the court yard.• 
.... __ .... 

() 
Pod - Resident Movement from Pod to East Court Yard Page2 



POST ORDERS- FLOAT/POD /SUPERVISOR 

· TIMELINES 

***Notify Division Director*** 

Restraints: Hard Restraints and The Wrap· 

When using restraints~ there are specific tirnelines that must be followed. 

1. Every resident in restraints must be under continous direct visual 

supervision. 

2 .. CFMG will be notified within one (1) hour of placement in restraints. 

3. The on-call provider must come to the fadlity and provide-a medical 

assessment·within two (2) hours ofthe resident being_ placed in restraints. 

4. The resident must be medically cle~red through an o_n_site face-to-face . 

. : assessment by Health Services staff and approved for remaining in physical · 

restraints. This on site clearance must take place every three "(3} hours 

, thereafter, to determine appropriateness of continued use.of restraints. 

5. As soon as possible~. but within four. (4). hours of placeme·ntin restraints, the. 

resident must be evaluated on site by a licensed mental health professional 

to assess whether the resident needs immediate and/or long term mental 

·health treatment.· 

6. ·Hydration (water) offered every half hour, and documented. 

7. Sanitiation (bathroom) offered every h9ur and documented. 

8. At a minimum the resident's behavior and ·any staff interventions shall be 

documented at least every 15 minutes ... 

9. Range of motion exercises of alternating extremities a minimum of ten (10) 

minutes every two (2) hours. 

lO~Hestraints checked for tightness once (1) every 15 minutes. 

Float/Pod/Supervisor - Timelines . Pagel 
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POST ORDERS - FLOAT /POD /SUPERVISOR 

Safety Room: 

If a resident is placed in the safety room, the following timelines must be 

followed:. 

1. Safety gown 

2. Co'ntinuous direct visual supervision (safety door may be dosed) 

3. ·Behavior documented every 15 minutes . 

4. · Water every two (2) hours 

5. Provisions for meals.at appropriate times 

· 6. Evaluafed by a supervisor/DIC a minimum of every four (4) hours. 

7. Medical staff shall be notified no longer than one (l) hour of a resident 

peing placed in the. safety·room·. 
. . 

8. The resident must be medically cleared for continued safety room 

plac,ement every 24 ho_·urs·. 
. . 

9. Mental health evaluation must occur within 24 hours of placement in a 
safety room 

OC Pepper Spray: 
. . . 

If a resident is sprayed with OC PEPPER SPRAY, the following time lines must be 

followed for decontamination: 

1. All residents sprayed with _oc must be referr~d to medical personnel as 

soon as possible and if medical personnel are not on site, the on-call 

mediCal provider will be :called within one (1) hour. 

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) hour from time of exposure. 

4. All contaminated items (clothing, bedding, etc.) will be removed and 

laundered. 

Float/Pod/Supervisor - Timelines Page2 
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POST ORDERS -POD 

RESIDENTS WITH DISABIUTU:S 

(ADA) 

It isthe policy of Shasta County Juvenile Rehabilitation Facility to adhere to the 

Americans with Dis~bilities Act (ADA) by equipping the facility to adequately. 

house residents with disabilities. 

1. ROOM ASSIGNMENTS AND CLASSIFICATION: 

a. Residents-restricted to a wheelchair will be housed in the ADA room on 

the assigned housing pod .. 
' . . . 

b. The ADA room must be vacated in the event that a disabled resident is 
" 

a~mitted to the pod _and a resident who does not require an ADA room_ 

-is occupying the room. . 

· .. c-.. R~sidents with: any physical conditibn tbat would hlnd~rtheir ability to .·· 

· ·.use the stairwqV will be housed on the first tier. 

2~ WHEEl,.CHAIRS: 

a. Wheelchair ramps will be used whenever escorting a resident restricted 

·to a wheelchair to various areas of the facility. 
. . . . . . . . . 

b. Wheelchairs will be searched prior to being allowed on the housing pod. 

c. ·Residents may keep their wheelchair -in their room with them as long as · 

. th.ey do not misuse or create a security .issue with them. 

1) If the resident is not allowed to keep his/her wheelchair in their 
. . . . . 

room, the following will occur: 
. . 

• JDO's must assist the resident into their bed, if needed. 

• A plastic whistle will be provided to the resident to alert staff 

·of hydration or bathroom needs. 

• 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 wheelchair will be 

removed. 

Pod- Residents with Disabilities Pagel 
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POST ORDERS -POD 

• If resident is an extreme safety and security risk, staff will do 

five minute room checks or one- on- one direct supervision. 

• Whenever the resident is let out of their room for 

programming, his/her wheekhair will be returned to them for 
. use. 

d. Wheelchairs will be searched in addition to the resident at the 

conclusion of any Court/Visitation, transport, etc. 

e. No other residents shall use the wheelchair. 

3. SHOWER AND HYGIENE:. 

a. Residents restricted to a wheelchair will use the ADA shower . 
. . 

· b. In the event that a resident is not able to bathe or shave him or herself: 

1) The-JI?O will _assistthe disabled resident shqwer and shave. 

·a) The JDO will get the disabled shower chair and properly place it . . . . . . . . ' . . . . 

.into the shower. 
b) ·A batb robe or modesty blanket will be used when takihg a 

. disabled residentto the shower andreturning them to. their room. 
· c) ·Male Resident: the.resident will be placed in the shower,on ttie 

shower chair, wearing a pair of boxer underwear. If the resident 

asks for assistance, a mal_e JDO will assist the resident with his 

shower. Once the shower is done, the resident will be allowed to 

g_oto_ 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 u_nderwear. If the resident 

· asks for assistance, a female JDO will assist the resident with her 

shower. Once the shower is done, th_e resident will be allowed to 

go to her room and crange 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 Page 2 
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POST ORDERS -POD 

d. Residents in wheelchairs will be afforded ample time during showers to 
· complete the shower process. 

4. EDUCATION,RECREATION AND MEAL SERVICE: 

a. -In the event that a disabled resident is not able to acces·sthe day room 

tables while in their wheelchair, a folding table will be provided for them 

to use for dayroom a_ctivities such as eating_ meals, playing_ board games 

and writing letters. 

b. In the event that a disabled resident is not able to access a desk in the 
- . -

classroom, a folding table will be provided-for them. 

c. Disabled residents will be provided with recreational activities that are 
. . . . . . . 

- - -

equivalent to those afforded to other residents. 

Pod- Residents with Disabilities Page3 
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FEMALE PERSONAL HYGIENE 

)- Female .residents will be issued small, seafabl~ disposal bags for.their 
menstrual cycle supplies. 

)- The female resident will dispose of their famp~n or pad into the ·s.ealable 

bag and place it next to their toilet. . . . 
~ At the end _of the shift, (day shift and swing shift). females will discreetly be 

allowed to dispose oftheir used products, into the trash can. (The Red 
biohaza'rd can does no.t need to be used.for these materials) 

Pod- Female Hygiene Page 1 
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Step 1- CHARGING 

POST·ORDERS -POD 

ECOLAB LAB CLEANING CADDY 

Operating Procedures 

Ensure caddy is charged. On dashboard panel, lift 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. 
Maxim uni charging cycle is approximately 12 hours. (Note: it is not nece~sary 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 6n the charger wilf remain solid ON, (not upward cascading) 
independent of whether the main power switch is on/off. Wh~·n main power 

. . ' . . . . . 

switch is off and the charger notplugged·in1 the battery gauge display shall be 
black . .) 

Step 2 - FILLING 

. Remove. the large black fifl _port cap.on the :sid_e of caddy and fili w·ith cold 
water (80 d~grees maximum) to 2-3 ·inches below th_e fill port (13.5 gallons). 
Secure cap . 

. Step 3- CLEAN IN~ SOLUTIONS/PRODUCTS .· . . . . 
1. At back of caddy, open the crease bar from product bag area by pulling 

the right side bar out and swing it back. 
2. Unscrew clean-clip caps from mounts. 
3. Slide appropriate solution bag into labeled location .. 
4. Insert and tighten cap .. 
5. Repeat for remaining two bags. 

Step4- PRIMING 

1. Turn caddy-on and look for red power light. 
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. 

Pod- ECOLAB Cleaning Cart Page 1 
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· ..... · CLEANING PROCEDURES 

0 

Pre-operations: 
Begi.n by removing charger and leaving 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.) 
Cleaning: . 

1. Pick up any debris from floors and surfaces to be cleaned. 

2. Turn caddy on. . . . 
3. Turn selector knob to.desired deaning solution. 
4. Spray fixtures, working top to bqttom. (Toilets, _urinals, counters, s_ihks, . 

faucets, partitions and wall tiles.) 
5. WARNING: DO NOT SPRAY ELECTRICAL OUTLETS OR SENSITIVE 

· _SURFACES. (E.g. Drywall, wood, dispe_nsers,. etc.)'.· . 
. 6. ·Allow cleaning sol'ution to remain for contact time. (5-15 minutes) .. 

RINSING F-IXTURES AND FLOOR CLEANING: . . . 

1. s,et.seiect6r knob to· rl~se and purge tpe line of ~xisting ~leaning 
product. (spray floor) · 

2. Rinse cleaning solution from.fixtures to"the floor. Squeegee solution 
from countertops as necessary. 

3. Turn k.nob to floor. d~an~r and prime the operator hose. 
4. Apply floor cleaner to desired area .. 
5. Deck brush the floor to loosen soil. 
6. Remove cleaning solution from floor by squeegeeing to floor drain and 

use wet vacuum attachme'nt. 
WET VACUUM OPERATION: 
WARNING: DO NOT VACUUM DRY OR SOLID MATERlALS. 

1. Move deaning caddy away from immediate deaning area. (Approx. 10~12 
feet). 

2. Attach the large grey vacuum hose (located at front of caddy) to the long 
. vacuum wand.' · · · 

3. Connect and test GFCi Plug on the extension cord into a_ standard outlet. 
4. 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. 
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6 .. Turn off vacuum. 
END OF DAY STORAGE: 

POST ORDERS -POD · .· 

1. Flush lines with water by selecting 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 dr~in. . . 
· 3. When drained, rinse out the wet vacuum recovery tank by removing the 

vacuum head and rinsing with water or appropriate ·cleaning product. · 
. 4. P·lace caddy in stora.ge and recharge battery: · 

. YOU MUST HAVE A MASTER'S D.EGREE TO OP.ERATE THiS CADDY. 

.. ' 
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GRAVEYARD SHIFT 

1. DO NOT OPEN A RESIDENT'S DOOR ALONE ON THE GRAVEYARD SHIFT. 

. . . 
A. Always call fo·r assistance if you need to open a resident's door. 
B. _If aresident·is requesting something on the graveyard s_hift, unless it is 

an emergency, refer to day shift. 
C. If _a resident needs toilet paper, a usable amount can be slid underneath 

the resident's door; dayshi~ can issue a roll in the·morning. 
D. If a resident" has an acci.dent, (wet~dhe bed, started period) a·nd n:eeds to . . . . . ' . 

shower,.call for an additional staff. . . 
· .. E. If a resident is·.in an emerge·ncy·situation, (fight with roommate, etc.) call· 

for backup and do not open the door alone. · 
F. If backup i~ needed in another. part of the.facility; it may require ah. 

officer to leave one of the Pod's. If this happens, the remaining Pod 
officer sha1i roam back and forth. between both. Po.d's, ·and :pertorm.ttie 
Room safetyChecks on both pod's untilthe situa.tion is res·olved, and 0 the Officer ca~ return to the Pod.· · . . · 

() 
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GROW Program Procedures and Gui~elines Regarding Location and Resident 

Classifications/Statuses 

Section 1: Area Security Classifications 

Section· 2: Obtaining Furlough Paperwork 

Section 3:· Resident Movement to.and from GROW . 

Section 4: Showers/Clothing exchanges 

Section 1: Area Security Classifications 

A: ln_terior Garden (Loc_ated North ofthe 900 pod inside main perimeter) 

Thi~ area is generally ~ccessible to all res_idents provided n·~ safety/security 

concerns ~re p.res~nt. Fa~ility standards forstaff/r~sident rati~ are to .remain in 

effect. MSR's, Ad-Sep, SR are all permitted provided proper staffing ratios are 

maintained. Furlough paper·work is NOT required to utilize this area.· A Core 

. Trained Joo ~ill always be present when reside.nts are in the Interior Garden. 

B: Chicken Care: "{Short Term) Food Scrap Bucket Delivery/Egg Gathering 
. . 

. Accompanied by JOO 

. . . 

Resident(s) who are not Classified as A status (awaiting arraignment), or 

MSR/ Ad-Sep S_tatus may accompany a Core Trained.JOO to the WestG_arden for 

the purposes of emptying food scrap buckets ("Chicken buckets") and gathering 

eggs from the chicken co.ops. 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 Ongoing 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 
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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 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 p,aper 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 betweenthe fire egress lane and West Garden shall be locked~ 

· c:. Staff Parking Lot/Strawberry Garden · 

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

furlough paperwork whi~h is signed by the Resident's Probaticm Officer and 
, . . . 

initialed .by the Facility Director. No Cstatus (placement), A status (await"ing 

arraignment), or-:any residents with._MSR or Ac;j~Sep Statuses are permitted in the 

Strawberry Garden. The Resldent(s) must have.court ordered djscretion to 
' 

furlough .. (B* or D* status) to utilizethis area. ,"..Residents programing in this area. · 

MUST be accompanied by a cor~ trained JDO~· Th~ Furlough paperwo~k must 

indicate that the Resident.may work in the strawberry garden and must be signed. 

by the Resident's Probation Officer and initialed by the Facility Director. 

Section 2: Obtaining Furlough Paperwork 

. Ft,1rlough Paperwork will initially be filled out by the residerit':s Probation .. 

Officer. 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 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 
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(:i Director it will be stored on the resident's respective living pod in.the orcmge 

·. ·· 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 p_erimeter check en~uring 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, nails/screws, etC .. Once the area is secured the JDO niay move the· 
, ' . ' . . . ' - .. 

resident(s).to the Interior Garden adhering to.facility movement 

· policy/pro~edur~. When retu_rning from the Interior Garden the resident(s) shall 

be pat-down-searched.prior to returning to the livingareas. · 

~= Movement to an~ from the Staff Pa.rking Lot/Strawbe_rry 'Garden 

_Prior to· residents being moved to the Strawberry Garden a JD"o shall 

perform a security sweep of the area insu·ring the area is appropriate for 

programmi"ng. The vehicle gate must be working (closing) and any extraordinary 

hazards must be identified ·and removed before residents may program in the .. 

strawberry garden (running unsecured vehicles, delivery trucks unloading, etc ... ). 
. . 

The JDO shall also.ensure there are n.o sight and sound violations.such as adult 

workers from JCWP. Once the area has been deemed appropriate for 

programming the JDO will locate the furlough paperwork on the pod and check to· · 

make sure that the Strawberry Garden is specifically listed and that the facility. 

director has initialed the furlough sheet. Attached to the furlough paperwork 

will be a 11Resident 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 tothe facility from the strawberry 

c··- .. i garden the residents will be pat down searched prior to entering the facility. 
~ 
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Following facility movement procedures the JOO 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 Wesf Garden 

Prior to Resident_s being moved to t_he 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 toqls are common a~d do not prohibit . 

residents from working in the west garden). Exits that must be secure include 

the Main fire gate between the JRF arid the old facility~ tt)e 4 entrances/exits to 
·.. . . . . . . . . .. . . . . . . . 

the old juvenile _hall, and the gate.next to the JCWP office. 

·Chicken Care: (ShortTerm)·Food Scrap Bucket Delivery/Egg 

Gathering· 

·. After performing the security check on the West Garden and clearing the · 

mov~ment with control.a joC) may be accompanied by a resident and proceed t_o 

the West Garden area ~6 ~mpty 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) 

· Aft_er p~rforming the security check on the West Garden. th~ JDO will locate· 

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 "ResidentTemporary Release" sheet 

which the JOO will fill out prior to the resident leaving the facility. A log note in 
. . . 

green will be ma.de showing the resident being released to c;i 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) adherin.g 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 
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searched prior to entering the .facility. Following .facility mov~ment procedures 

'the residents will be returned to the pod. The JOO will then complete the· 

Res'ident Temporary Release fa.rm and update the. log book in red ink to show the 

·residents returning from a furlough. · 

Section 4: Showers/Clothing exchanges · 

. Residents returning from GROW ~ctivitles will often .have soiled 

. clothing/shoes and may be in need of a shower. Residents with heavily soiled 

. clothing or shoes $hall be given clea~ clothing to change i~to. Showers are not 

always necessary but staff should use good discretion, favoring health and good 

hygiene. 

': .. 
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BRIEFINGS 

1. Day Shift Briefings 

A. The day shift supervisor/Ole will meet with their team of . 

officers no later than 30 minutes past the beginning of shift. 

a. The supervisor/OICwill: 

1. Brief With Control 

2. Brief with the float(s} 

· 3. Briefwith both pod officers . 

4. Brief with medical staff 

. B. The day-' s.hif(supervisoriOIC will brief ag:ain ·with their st~ff . 

prior to the shift ending .. 

C. When th~. swing shift supervisor/CIC arriy~s, they will be .. 
. . . . . . . . . 

briefed by the day shift supervisor/Ole. 

D. The swing shift supervisor/CIC wili meet with their team of 
~ . 

officers no later.than 30 minutes past the beginning of shift. 

a. The supervisor/Ole will: 

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 superviso.r/OIC will brief _again with their staff 

prior to the shift ending~ 
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F. When the graveyard supervisor/DIC arrives, they will be · 

briefed ~Y the swing shif~ supervisor/Ole.. 

G. The graveyard supervisor/QIC will meet with their team of. 

officers no later than 30 minutes past the beginning of shift. 

a. The supervisor/DIC will: 

1. Brief with Control 

2. Brief with the flo.at(s} 

3. Brief with both pod officers 

4. Brief.with medical staff 

H. The graveyard supervisor/DIC will brief again with their staff 
. . 

· prio'r to the shift ending .. · 
. . . . 

I. When the:da_y shift. superviso.r/OIC 9rrives; they·will:be briefed 
. . 

by the grayeyard supervisqr/OIC. 

: " 
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STAFFING 

1. It is the supervisor/Ole's responsibflity to ensure the facility maintains, at 

least, the minimum.staffing requirements. 

2. All employees calling in sick must speak to the supervisor/DIC. 

a. The supervisor/DIC will document all employees calling in sick in the 

"Call Log" located at central control. 

b. The supervisor/DIC will find coverage for the shift an officer called in . 

sick for, keeping in mind CORE training issue~. 
3. It i~ the super.visor/Ol_C's responsibility of relieving unfit staff of duty .. 

a. Any staff reporting for, or on duty, who is found unfit for duty because 

of emotional instability or physical.disability shall be sent home~. 

· b .. Prior to sending an-officer home, ~h~ supervisor/DIC .w_illcall the Division 

-Director. 

4. The supervisor/DIC will resolve employee conflicts. 

5. The supervisor/DIC will deal with personnel issues involving their shift 

a. Calling the Division Director is appropriate in this situation. 
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INTAKES AND RELEASES 
. . . 

1. The supervisor/DIC will review all bookings. 

A. DRAI- review score and authorize release· .. 

a. If not a SPO, the supervisor/Ole will call the Division Director. 

for authorization to release, based on the ORAi score. 

B. Medical - if a resident is· brought in with medical issues, the· 
. . . 

supervisor/Ole will notify medical staff or in their absence, 

request medical clearance· prior to bqoking .. 
. . . . ' ' 

. C. Probable Cause- review.the completed probable cause 

statement to make sure: 

a.· Bookable charges 

b .. All the el~ments of the crime are .stated fn the narrative· . · 

c. Date and time of arrest and booking 

D. Review all 'PREA forms 

a. VAi 

b. Sexual Abuse Orientation · 

. E. Sign the Detain and Release Criteria 

,. 
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ORAi Instructions 

1. ORAis are conduC:ted for new charges only. They are not conducted for · 
· youth presented only on 777 WI, warra_nts, court-orderetj _bookings, 

courtesy holds, cite and releases, transfer ins from other county facilities, 
or JDAP/furlough failures. 

2. While it may seem obvious, try to fill in every blank on the top portion of 
the ORAi form. . 

3. The next two sections are self-explanatory. 

4, Prior.offense his~ory. At this partyou look up the minor's n·ame in JALAN . 
. (Section 5 - ProcE;?edingS I File Update). Then, review ~very case for. . . 

' ' '. . -· . . 

-SUSTAINE.D Misdemeanors or Felonies. If it's a JAC case or SARB don't even 
consider it for this Section. 

5. Aggravating and Mit_igating factors - T~is is like a script. Ask questions 
almost in the exact'cl"rderthe factors ate listed. The first two aggravating · · · 
factors will be answered bythe probable cause declaration I arre.sting 
agency. The first five mitigating factors are just facts to be checked in 
JALAN. Pay special attention to any discrepancy between the minorand 
parent statements for the remaining factors. !f decent rapport is 
established then the drug, .school and gang questions will be close to the 
tr!,Jth from the minor·. Th.e parent will know_ about the school out might be 
clueless/ lying about the g~ng or drug and alcohol issues. The only other 

· area of concern is whether the parent will take responsibility for their child. 
This where you nE;?ed to pay attention to the overall story, rather than the 
specific question, "Do you believe your child is beyond your control?" This 
is where sorne parents will atternpt to shirk their r.esponsibility by mciking 
implausible statements. You will likely recognize their lack of merit. 
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INCIDENT RESPONSE 

The supervisor/CIC will respond t.o all emergency situations. He/she will 

be expected to respond and coordinate all activities during the ind.dent. · 

1 .. INCIDENTS. 

2. MEDICAL EMERGENCIES 

3. SPECIAL INCIDENT REPORTS 

IN'CIDENTS: . 

' ' "Incident'' covets a variety of actions. Facility fire, irate parent, staff 

shortage, staff issues, 'etc. The supervisor/o'IC 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 

emerg.ency procedures. Remember, all the staff are looking atyou for answers 

and leadership. Learn the things you need to know and know where to look up ·. 
. . . . 

the things you do not know. 
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MEDICAL EMERGENCIES: 

If there is a medical emergency with a resident or a staff member, the 

supervisor/DIC will take control of the situation. The supervisor will asses.s the 

situation and ma~e the decisions to;_ 1} Call the on-call medical provider,~} Call 

91°1, 3} Give __ the resident a turns or Tylenol, 4} Initiate first..:aid/CPR or 5} Do a 
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, CALL THE 

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 offens~ 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 p"lace a minor into the protective custody of CFS. Whatever the 
purpose of the report, the author must insure that the document dearly 
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 crime or incident. 

a.· Date and Time 

b: · Pe_ople pr_esent 

c. Location of the incident. 
'. ' 

d. Nature of the incident .. 

e., Description of the incident. 

· · i. ·Detailed descrip.tion . 

.ii. Include all elements of alleged offense. 

iii. Aggravating or mitigating factors (if any). 

f. Interviews 

i. Who you interviewed 

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 specifically said/did to indicate they waived 

or invoked the right .. 

v. What you asked 

· vi. What they said 
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g. Evidence 

i. Description of item 

ii. Where it was found 

iii. Who seized it (should always be case officer) 

· ·iv. Chairi of custody 

h. Photos Taken · 

i. Description of the photo. 

ii. Who took the photo 

iii. How it was saved to ·be stored as evidence. 

Disposition of Case 

iv. Closed 

. 1. Done with the investigation. Ready to be forwarded to · 

the PO/DA for review . 

. v .. Pending . 

1. Needs additional investigation 

·: · .. 

Su.pplemental 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 necessary. 

• Follow up investigation after the original report is completed. 

o le: Documenting the nature and seriousness of injuries after medical 

treatment is obtained. 

• 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. 

• Document evidence collected following thE;! completion of thE;! original 

report. 
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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- _ 

incrimination and Sixth Amendment right to counseL 

Right to counsel is not triggered by the suspect's custodial status, but whether the 

suspect has beeri .charged with the offense about whi.ch you want to interrogate 

thern. -"Charged',.~ean.s a prosecutor.has .filed a criminal ·complaint or a grand . 

·jury returns an indittment. Once they.are charged, they cannot be intervi~wed 
() w.ithout their counsel present (or approval) pursuant to .Massiah v United States 

(19.64). This, howeve~, does not prevent an officer from.ihterrogating the suspect 

about other uncharged crimes. 
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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 actiol"): Some actions 

require the supervisor/DIC to.review and sign door sheets or documents. 
• • - • I • 

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 residentthat someone will be speaking with them shortly 
regarding their right to due process .. 

After these steps are completed, the supervisor/DIC on duty will: 
a. Make sure the inddent is docu·mented in the folder on the SIR and Due 

. . 
Process· Log 

· · lncludi~g the residents name, violation, staff.l"!ame; ahd if the due process 
is needed 

b. Read the SIR in· its entirety 
c. In the "Reviewer Conclusibh(s)/Corrective Action(s) section of the.SIR, write 

. . . . . . . . 

their conclusion and state whether the recommended consequences are 
. appropriate. 

d. Sign and date the SIR 

Regarding Due P.rocess the supervisor will: 
a. Assign the due process to a sta.ff member they identify as capable of 

overriding a supervisors/OIC's decision. If there _is not a staff capable of 
doing so then 

a. If the division director i.s available, ask if he can complete it 
b. Or have the oncoming supervisor/Ole complete .it. 

The oncoming supervisor/DIC 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 involved in the incident to assist that r·esident in 

understanding the process and to express the resident's views 
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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 whC? .completes the Du.e. Process will: ... 
a. Fill out the supervisor/OIC'S finding of Fads/Discussion of Evidenc~· 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 residen.t wants to appeal to the division director: 
a. The supervisor/Ole wil_I Circle "yes" on the back side of the Due Process 

form 
b. Place the form in the SIR book . 

. c. Notify the director via email the due process i~ ·waiting for their review. 

() 2. : Room Confinement: 

0 

. When a resident is placed on room· confinement itrequi~es supervisor/Ole. 

approval. The resident may only be placed in his/her room for up to four (4) 

hours:, .and only for their safety, the safety.of other residents, or staff. If the 

resident requires further-confinement.time, medical must be notified to 

determine if it.is safe for continued 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/Ole wlll read the citation and decide if the consequences 

are appropriate for the resident's actions. The supervisor/Ole may also 

speak with the resident to hear their side of the situation. The 

supervisor/Ole will sign the citation and agree o·r disagree with the officer's 

recommended consequences. 
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B. Special Incident Report: 

An officer may write a Special Incident Report on a resident and 

recommend program loss, room confinement. The supervisor/DIC will read 

the SIR arid determine if the.consequences are.appropriate for the 

· resident's· actions; If so, Due Process must be in"itiated. 

3. Suicide Watch: 

If a resident is on Suicide Watch, he/she must have an Dbservatiqn sheet 

taped to his/her door. It is the responsibility of the supervisor/DIC to check 

in with 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 ma_ndato_ry a minimum of twice per shift'. 

4. Administrative Separation: 

·. If a resident i~_onAD-SE.P, he/~he must have an observ.ation sheet taped t_o . 

his/her door." It is the responsipility of the supervisor/DIC to check in _with 

the resident.have a tonversatiqn (if possible) with. the resident and write a 

review on the: d_oor sheet. This sh~uld be done several times during y_our 

· shift but mandatory a minimum of once per shift . 

. 5. Grievances: 

Grievances are to be addressed as soon as possible by the supervisor/DIC 

on duty. (See G.rievance Policy and Procedures) 

6. Communication Box: 

Supervisors/DIC must check the communication boxes on each pod at least 

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 tht;? . 
Shasta ·county Juvenile Rehabilitation Facility Evaluation and Training Program, or· 

. FTEP. The FTEP lasts approximately 88 hours, but_ can be extended f()r 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 h~/she is doing well on. 
The DOR's should be objective and honest, but professionai. Upon completion. of 
the shift, the Fadlity Training Officer (FTO) providing the -DOR-will go over the 
DOR With the new officer so that he/she has a clear understanding of the. areas 
where improvement is needed. 

The :r;>oR- is rated on a· ~e_t of_S standards· .. Below Standard, IVJeets ?tandard, . 
Exceeds.Standard, Fails to respond to training (N~T),~and Rerned.iati_on (RT)~ These . 
are defined in the New Hire Orientation file th.at is given to each-.new hire on the_ir 
first day of service. 

. .. 

. If a new hire fails to meet minimum standards,they:will be given an. opportunity · 
for reinediation. 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 opportunity for remediation. If the new hire fails 
to respond to remediation, t_hey may.be terminated from service." 

New hire critiques are very subjective and should be taken seriously. New officers 
need a _lot of coaching and mentoring and unless they have previous institutional 
experience, they will need a lot of coaching during their first few months on the 
job and continuous reinforcement. . 

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. 
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PUBLIC INTERACTION 

The Supervisor/DIC will be expected to maintain professional public interaction. 

He/she.shall be polite and supportive of the Probation Department and all 

employees under fill circumstances. 

The.re are a number of circumstances tha't arise when a supervisor/DIC is asked to 

intervene. 

1) Irate parents on the phone demanding to talk to a supervisor/DIC. 

a. The supervisor/DIC will find out from the JDO ·what the problem is. The 
' ·.. . . . . . . 

supervisor will then try to resolve the conflict~ as politely as possible. If it 
. . . . . . . . 

. cannot be resolved at tnis leve_I, refer them to the Divis_ion Director, 
,· 

. . during the ·next working hours~· 
.. 2) Vi~iting .• 

a. On occasion; the supervisor is.called to talk with~a· parent or anoth~r ·. 

visitor that has beeri denied a visit. - .· 

1. If they are 'not an approved visitor: E_xplain politely the visiting poliC:y . . . . . . . ' 

and refer theni to the probation officer, if appropriate. 

2. If they are suspected of being under the influence of drugs or 
alcohol: 1{the supervisor/DIC agrees that the visitor is likely unde·r 
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 their .well-being by 
offering to make.a telephone call fo.r them to arra.nge a ride. 

and/or .encouraging the visitor to take safe transportation'. 
b. Warrants: . 
1. If the· visitor- has a low-level misdemeanor 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. 
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2. If the warrant is for a more serious misdemeanor or felony, the visiting 
officer will contact the s·upervisor for the direction. The supervisor/DIC 
will call SHASCOM and inform them of a parent with a warrant. 

3) Law Enforcement: 

a. Occasionally L/E will bring in a resident that needs to be 

medically cleared. (And medical staff are not here) The . 

. supervisor will politely explain our medical policy to the· 

Officer. Sometimes the Officer gets angry, supervisor's shall 

. maintain a professional., polite attitude and explai.n again 

"we" will not accept custody of the resident until medically 

Cleared. Even if the officer gets.rude, i"emain»calm and trY 

and explain the policy.one more time.·. 
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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''i of the complete paperwork 

for OIC Officers. 

Instructions: 

1. Have employee sign Department Claim Log 
. . . ~ ' 

2. If employee declines medical treatment: 
. . . . . . . 

a. Have. employee fil.1 out and sign the Declination.of Medical Treatment 

Form --
h. s'upervisor will filLo~t Supervisor's Incident Report 

3. If the employee wants'._(non-emergency) medical treatment,. you will give 
. . . 

them a claim packet. (Together with the employee, complete the Claim . . . . . . . 

Form (DWC-1) 

a. Employee section: All questions mus(be answered by the employee 

only 

b. Em.player section: You.do not need to fili out questions 14 or 15 .. 

c. Bott~m of page, have th.e employee sig·n and date·. 
. . . 

d. Send original to Division Director (Ed Miller), who will send form to 

AdminASAP .. 

4. Completing Supervisor's Incident Report 

a. This form must be completed within 7 days of receiving information of 

an injury or incident. (MUST BE COMPLETED BEFORE YOU LEAVE SHIFT 

PER DIRECTOR) 

. b. The purpose of the Supervisor's Incident Report Form is to get the 

s·pecific facts; Who,·what, Why, Where, When and How.· 
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c. Investigate-the injury or incident, even if employee declines medical 

·treatment. 

d. Focus on how the injury or incident occurred. 

e. · Location of lncide.nt: 

f. ·Description of the injury/body part injured. 

g. Injury source 

h. Description of ineident . 

i. Investigate and comment on source of injury· 

1) Unsafe Act 

. 2) Preventive Action(s) 

j:. Lost Time certification from Supervisor/DIC 
. . 

1) Name of clinic, physician, or hospital 

k. ·Supervisory Signature 

I. ·witness Statement: 

i) Get_ the. Witness' statement on all:hijury qr inddentrejJ~rts . 
. . 

EXPOSURE· 

An exposure occurs when blood or other potentially infectious matedal (of. 

another animpl 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 paperworkis filled out, turn all applicable paperwork in to the Director 

for review.· 
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ADMINISTERING MEDICATION 

The Supervisor/DIC shall pass ou,t medication in the following way: 

•!• Go to medical arid get the medication cart. 
· •!• Go to the pod medical room, prepare the cart . 
. •!• Have a pitcher of water on the· medical cart. 
•!• Have small drinking 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 dirett c;ommunicationY 
•!• Verify the medication with the ID Bracelet of the resident. 
•!• Obtain the resident's medication fromthe cart and place it in the resident's 

hand · 

•!• Have the resident place their me.dication into their mouth . 
.. ~:· . ~avethe residen.t "~wish" the water in their mouth• and swallow their. 

medication an.d water. . . . 

·. •!• .Have resident open their mouth,. to visually look for the medication. 
:•:• Have the resident "blow" into the,·air. · 

- . . ' . -

Should an Officer find medication in a resident's mouth after they have claimed to . 
ha.ve taken it or observe a reside.nt "spit" somethin~ into their hand or garbage, · 
they will talk with the resident about the ineident .. An Incident Report shall be 
written describing the niedicatiori incident 
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FOREIGN NATIONALS BINDER 

Located at the Booking Desk is the Foreign Nationals Binder. This binder has 

instructions and the necessary forms to fill out in the event we get a resident that 

is a Foreign National. 

It will be the supervisor's/OIC's responsibility to notify the consulate if a resident 

proves to-be a For.eign National~ 

There are strict guidelines and time constraints on reporting. 

BASIC INSTRUCTIONS FOR REPORTING FOREIGN NATIONALS 

1) Were they born in the U.S;? 
A. Yes · Book them. 

B. No .Goto#2 

2) Do th.ey have a green card? 
A. Yes Go.to# 3 

B. No·. Contact Immigration and CustC?m~ Enforcement (l_CE) 

http ://www, ice ~gov 
3) Is their· country of origin on the "Mandatory,°Wotification List" s·ee: 

http://traveLstate.gov./law/consular/consular · 51_25 html 
A. Yes 

i. · Inform them th_ey·can communicate with the Consulate and you 

must notify consulate of arrest/detention. . 
ii. ·Fax the nearest Consulate for that country, regardless of the 

·minor's request, without delay; 
m. Log the contact attempt: date, time, nu.mber, etc. If no fax is 

available, call person to person. 

B. No· Go to # 4 
4) Do they want to _contact their Consulate? 

A. Yes 

B. No 

. . . 

i. Locate consulate contact information and allow them to contact 
consulate without delay. Note: the consulate mt.ist be allowed to 
communicate with nationals in detention providing them with 
legal representation: 

i. Proceed with normal booking. 
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NOTES:. 

• Do not inform consulate ofdetainee's refugee or asylum status. !~the 

consular officer insists on information that the resident does not want 
disclosed, staff shall advise the Su.pervisor/OIC. 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 dedined or not) .. 

• Consular officers may have access to detainee regardless if detainee 

requests it: 

• You may have to search the internet to find .the closest consulate contact 

information .. 

• :. Staff shall make a :note of the comple.ted notifkatidn on. the face sheet in : . 
. the resident's.file .. Staff shall also retain the Cprisulate Notificatic;m Form 

· and fax confirmation in the fil~, which will also be scanned into Filebound. 
. . . 
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PREA RESPONSIBILITIES 

.PREA RESPONSIBILITIES OF THE SUPERVISOR/OIC 

() 
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. AREAS OF RESPONSIBILITY· · 

The Director will assign every supervisor a specific list of respo_nsibilities. This list. 

will be kept in this bin_der and updated by the DirectoL 

If a sup~rvisor isgonedcir·an exten.d~d perfod of.time, an actin.g supehti~or·m·ay be 
app~int~d to tak~~ his/her piace. The .acting-superviso.r.~hali ass:u."1e. all cf.ut.ies·~n: . 
~h~ ·lis.t.of thesu.pervisor. h~/s~e i~_-re.~la~i~g ... - .. . . . . . . . .. . . . 
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Daily Responsibilities 

1. Shift Briefings 

_a. Make sure all pods and control are updated from the previous shift 

2. Perimeter checks 

a; Make sure perimeter checks are completed 

3. Check to see if there are pending SIR's,·grievances, due process. 

4. Assist float/booking 

a. Officer's breaks 

· b. · Bookings 

5. Make unannounced "rounds" to the pQds at least once p~r shift (PREA 

requirements) 

6. Check communication boxes on each pod 
, ' ' .. 

a. Route items from communication box to appropriate places· 

b~ Address grievances . ~ . 

. 7. Checkto see .if any residents are on AD-SEP or suicide watch_· 

a.· Sign .door sheets-· check time lines 
. , . . . . . I 

8. Ch¢ck with Control , · . 

a. 'Review daily calendar 

9. Saturday , 
. , , 

a.· Inspect pods for cleanliness (Pod cleaning sheet) 

b. Make sure all of building gets cleaned 

c. Assist with visiting . 

10.Sunday· 

a. Assist with visiting 
, . . 

b. Be available for potential problems during visiting 

11. Swing Shift/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 

CJ 14.Sign off all cites and SI R's 
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DIRECTOR NOTIFICATION 

The Director of Shasta County Rehabilitation Facility shall be notified when: 

1) A resident is placed on .Suicide Watch and/or in a Safety Gown. (CALL) 

2'} ·A.resident is O.C: Sprayed (EMAIL)· · · 

3) A resident is restrained (WRAP or hard restraints) (CALL) 

4) A resident is injured and taken to the nospital (CALL) (~arent/Guardian 

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 no SPO's,on · 

duty to approve release (CALL) 

6) Any serious incident: (CALL) 
' . ' 

a. Serious resident incident (use of force or questionable use of force) 

b. Serious staff incident (OSHA must be notified if adm_itted to th~. 

Hospital) 

c .. Se_rious .Facility· i~cid~nt: · . 
· ·. 1. Bomb threat · 

2. Fire 

' 3~ Facility Lockd6wn 

ASSISTANT CHIEF NOTIFICATIONS 

The Assistant Chief Probation Officer shall be notified within 60 minutes of the 

incident when: 

1. A resident is placed in a Safety Gown (telephone call or text message) 

2. Placem~nt in the .Safety Cell or Transition_ room for Suicidal ~ssues 

(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) 

The above are all mandatory Director and Assistant Chief Notification and shall 

() be done by the supervisor/CIC. 
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SAFETY ROOM 

If a resident is placed into the safety rodrri, Title 15 requires: 

SUPERViSOR/OIC 

1) Prior to placement in the safety room,.supervisor/OIC approvai or 

directives from medical personnel 

2) If approved the supervisor/Ole will; 

a. Notify Division Director -

b .. Notify medical staff (if they weren't the ones authorizing the safety · 

room) 

c. Evaluate resident ~very 2 hours and document evaluation on 
' . .. . . . . . . ' . 

Observation Sheet 

. d .. Ensure Special 1-n~ident Report is wrltteD 

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-inflieted physical 

harm. It shall not be used for punishment or discipline, or as a substitute for 

treatment. 
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Supervisor/Ole will make sure staff does the following: 

1) Provides direct supervision 

2) Document every 15 ·minutes. the resident'.s behavior with ·a note of actual 

time on the Observation Sheet 

a. Make sure staff wri~es detailed, specific notes. 

i. Staff's efforts of intervention 

ii. Ate or dedined meals, water, etc. Specific times 

iii. Offering of water, toilet, etc. 

3) Offer water every Z hours (paper cup) 
. ' ~ . . . . . ' . . . 

. 4) Offer meals and snacks, at appropriate times (disposable, safe eating ware) 

. 5) Offer use of toilet and prov.ide assistance if nec~ssary 

6) Write incident report 

a. ·Make. sure in the.incide11t reportto iociude.: .. 
. •, ·. 

L ·. Detail the events resulting in using the safety room·. 

ii.: The attempts. to use less restrict.ive· means of contrpl · 
. . . 

iiL Details and documentation of dedsions to continue' and end 

·placement in safety room. 

NOTE: 

e Be sure and have good documentation describing the events that led up 

to placement in safety ro.om and while in the safety room. 

e Make sure staff writes detailed notes on observation sheet. 

e Make sure medical staff is notified. 
I 

e Once out of the Safety Cell/Transition ~oom, make a copy of the tracking 

sheets and provide it to Medical. 
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Tl MELIN ES 

*** 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 • 

. 2. CFMG will be notified within one (1) hour of'placement in restraints. 

3~ ·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. 

· 4. The resident must be medically clearedthrou·gh an .on site·face-to-face · 

assessment by :Health Services staff and approved for remaining in physical 

· restraints. This o.n· site clearance myst take pface every three (3) hours 

thereafter, to determine appropri~teness of continued use of restraints... . 

5. As soon as possible, but within four {4) hou.rs 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 long term mental 

health treatment. 

6. Hydration (water) offered every half hour, and documented. 

7. Sanitiation (bathroom) offered every hour and documented. 

8. Ata minimum the resident's behavior and any staff interventions shall be 

documented at least every 15 minutes. 

9. Range of motion exercises of alternating extremities .a minimum of ten (10) 

minutes every two (2) hours. 

iO.Restraints checked for tightness once. (1) every 15 minutes. 
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Safety Room: 

If a resident is placed in the safety room, the 'following timelines must be 

followed: 

1. Safety gown 

2. Continuous direct visual supervision 

3. Behavior pocumented every 15 minutes 

4. ·Water every two {2) hours 

5. Provisions for meals at appropriate times 

6. Evaluated by a su_pervisor/OIC a minimum of every four (4) hours. 

7. ·Medical staff shall be notified no longer than one (1) hour of a ·resident 
. . . . . . . 

. . being placed in the safe~y room .. 

8 .. The resident must be medically clearedfor continued safety room 

placement every 24 hours.• 

9. Mental health eval'µation must occur within 24 hours ofplacement in a 

safety room 
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OC Pepper Spray: 

If a resident is sprayed with QC PEPPER SPRAY, the following timelines must be 

followed for decontamination: 

· 1 .. All residents sprayed with QC mu·st be referred to med.ical 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. Resid~nt will be allowed to flush face and eyes with cool water or a shower 

of cool water. 

3. Direct supervision for one (1) hour from time of spray incident. 

4. All contamimited items (clothing, bedding, etc.) should be removed and· 

laundered. 
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SUPERVISOR/CIC EXPECTATIONS 

"As a team and individually embrace the following values:" 

~ Dignity & Respect for our clients, public and employees. 

~ Integrity to do the right things for the right reasons - all of the time. 

4 Leadership to deveiop an organization that is sustainable and will attain 

national prominence. 

4 Rehabilitation is fou·nded in a belief that people have the ability to 

transforrninto faw-abidi.ng .individuals. 

(--... ). 4 Contribution of everyon~ is valued and eve~yone has the opp~rtunity to 
, . ..,.·· 

perform to their highest potential. 

4 Commitment to providing service excellence to achieve positive outcomes 

for healthy families and c·ommunities. 

4. Collaboration by working w·ith others to maximize efforts and achieve 

positive results. 

~ Evidence-based practices and policies as a way of assuring that our best 

efforts are leading to desired outcomes. 

C
-··. 

~ ,. 
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() It is expected that you will maintain the philosophy and expectations set 
, .· ·forth in the mission statement of the Juvenile Rehabilita~ion Facility, both on duty 

0 

0 

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 logical, sound and 
within policy. 

• You are expected to be a teache.r, mentor and role.models for the 
officer's und~r your care and guide them in the proper direction. 

• You are expected to act quickly and know what to do in emergency 
situations. 

• Yo·u are expected to have dear, effective and caring communication 
with the officers you work with. 

• You are expected to notice when an officer is ·doing well and are '. 
expected to addr.ess an officer when they are not doing well. · 

. •!• Part of being a .teacher and mentor is to help.officers when 
they are having problems. 

•!• Site files a~e used for "good"-_notes and "not so ~ood" notes. 
(You should be making an.entry AT LEAST bi~mC;>nthly on the 

. . 

staff you supervise.) 
•!• Lead by example, not by your words. 

• · You are expected.to treat the reside.nts and everyone else with 

respect and consideration. . . .. 
• You are expected to confront serious issu.es as they arise, ALWAYS.· 

• Y~u are expected to.know Policy and Pfocedures 

Supervisor /OIC Expectations Page 2 



{\ 
~---// 

0 

_ POST ORDERS- SUPERVISOR/OIC 

KEY MANAGEMENT 

)> Once per shift, a supervisor/DIC will check the Key Management System 

and verify contents_._ . . . . . 
)> If an Officer arrives to·work without their swipe card, they will be sent 

home to get it. (time 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 

. place a note in the Officer's site fil~ regarding not bringing swipe card to 
work. Two occurrences of forgetting your swipe card (should) will be a 
performance_ reminder. . 

)> If you are the OICand ao Officer forgets his/her swipe ca·rd, you will open 
th_e key locker for them and leave a not~ for that Officer's _supervisor of the· 
ihdden~. (Alsofollow the directives above}· 
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Contract-County Commits Instructions 

.Intake 

1. Placing Cou~ties· will.obtain cle~rance prior to admi.ssion as described ·in the 
business rules. · 

.2. Placing Counties ~ill provide documentation to tlie JRF, ihcluding: 
·A. Name(s), phone number(s), and email address( es) of the case 

carrying probation officer/probation contacts. · 
B. Documentation that the. yo"uth is on formaf 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 tosupport a probable cause declaration 
that shall be compl~ted by a Supervising ProbatiorrOffice_r or 
t~e Facility Director.. . 

2) lf:this is a WarrantArf~st,".a copy of thew.arrant.~ . 
3) lfthls is a Commitm~ntArrest, a copy '?fthe Juvenile Court . 

OrqeL · 

C The criminal history of the y·outh, if ~pplicab_le.·, 
D. The eta of the youth's arriv~I at the.JRF. 
E. The date and time the Placing County will pick up the youth, if 

applicab_le.- . 
F. 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 signed by the parent/legal 

guardian/Juvenile Court Judge. 
3) Any dispositional or supplemental reports associated with the 

youth's current commitment. 
3. The JDO completing the intake shall: 

A. Pre-booking 
l) Insure that a PC Decla.ration is completed. 

a. Fresh arrest or warrant PC Declaration shall be 
·completed by a Supervising Probation Officer, Facility 
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Director, or other officer in the Deputy Probation Officer 
· Classification. 

b. Commit PC Declarations can be completed by the JOO 
completingthe intake. ·The JDO shall inditate 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 PG-
Declaration. . ·. · 

B. Complete the Intake Medical Pre-Screening form. 
1) If the youth requires a medkal clearance, then the 

transpo.rt offlc::er is responsible for obtaining that prior to 
accepting custody. 

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

C. Booki~g 

· 1) Complet~the foliowl.ng: ~ . 
a. Face Sheet 
b .. The assig.ned.probation officer.caseload i's P0148. 

c .. Property Sheet 
d. VAi 
e. Detain/release 
f. Medical Bracelet 
g. Search Form 
h. Medical Consent Form 
i. Chlamydia Screening 

· j. Sexual Abuse Orientation 
k. DoorTag 
I. Pod Info. Sh~et 
m. Release Form 
n. Resident Orientation 
o. ***Note, the DRAI and Live Sca·n process will not be 

done for· contract county youth. 
2) Classify the youth and assign them to the appropriate pod. 

. . ' 
Follow the Courtesy Hold instructions, DO NOT initiate a file on these residents 
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Supervision/Case Management 

1. Contract County Youth shall be ass_igned to Caselo~d P0148, which will be 
supervised by the Supervising Probation Officer assigned to the JRF. 

2. For the initial case set up, the SPO shall: . 
A. Contact the case carrying probation officer at the Pladng County to 

establish communication, insure contad information is exchanged, 
and request additional information as deemed necessary. 

B. Compfete assessments (PACT, other as deemed necessary) to identify 
Criminogenic Needs and other. pertinent information . 

. C. Meet with JRFMedical Staff to insure that medical needs and 
medications are in place and covered. · 

. D. Gatherthe information necessary to complete the Institutional case 
Plan, ari~ ~hen complete it within 72 hours of ~cceptance of the· 
.youth. · · . . . . 

E. Meet with SCOE staff to inst.Jre required school information has been 
received~ :1EP·status, and statu~ 9f requirements f~r . 

·graduation/educational goals, . . 
3. For case manageme~t/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.. 

D. Bi-weekly (Twice Monthly) reports shall be cre.ated 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 
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-5.) Pertinent JDO ca.se notes 
6) Visits 
7) Therapist contacts 
8) Citations or SIR's 
9} School progress 
10) · Changes in classification 
11) Any other pertinent information 

. . . 

1. JRF Medical Staff shall work with Contract County to obtain necessary 
. . 

. releases and medical history'. 
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 placing county prior to 

setting up appoin~ments for medical_ issues and service~ not covered by the 
· · JRF MediCal Provider. · · 

· .. i). Th·e Contrac;:t-Cou.nty is responsible for providing ~ransportation 
unless the JRF D.irector authorii~s transport by our staff. 

4. Medical or Psych_iatric Hospitalization,·, .. _ . ~ '. . 

l) In cases where the youth must be hospitalized pursuant to Section 
5150 WI, or for an emergency requirin·g long-term hospitalization or 
surgery, the SPO shall work with the Contract County to: 

a. Provide their staff to augment JRF detention staff. 
b. Re.quest that the pladng court release the youth to their 

parentor guardian . 

Termination from Custody 

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

A select few Officers have been identified as "Officer in Charge" capable. It is 

hoped that this list wm .continue to grow as Officers beco111e more 

knowledgeable, supportive of the over.all operations 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. 

Ma·nagement sees the OIC having the following qualities: · 
. . 

1. Knowledge Base 

· 2. Leadership Skills 

:3. Ability.· to make decisions that are sound and within: policy 

4~ : Work Ethic 

5. ·· Suppe>rtive of the JRF mission and goals 

6~, Supportive of .management .. 

7. Values - doing the right thing for the right reason 

8. Rapport 

As the OIC, you are expected to follow the guidelines set for the supervisors. (See~ 

Supervisor expectations,)· · 

As the OIC, Officers will be expected to follow y·our directives .. : 

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. 
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CITIZEN'S COMPLAINTS 

PURPOSE: 

To provide a system of receiving, reviewing and investigating citizens' complaints; · .. 
which protects the public interest as well as the integrity and reputation of the 
Probation Department and its employees. 

·POLICY: 

The. Shasta County Pr~bation Department _hereby establishes this policy; in 
a_ccordance with Section 832.5 of the California Penal Code to establish a .. . .. 

procedure for receiving, reviewing, and investi~ating complaints by members bf 
the public against personnel of the· Probation Department~ 

· PROCEDURE: 

I. Coffi.plaints . by members of the public _involving the . Shasta . County 
Probation Department!s personnel may be made .by telephone~ mail or in 

: ; ~ : ·: : ' : ~ 

person.. 

A. _Verbal complaints should be directed to a Supervising Juvenile 
Detention Offic·er, Supervising Probation Officer or Division Director 
(not to the Officer of the Day), who will attempt to resolve the issue 
or provide the complainant with a Citizens' Complaint .. 

B. Citizens' Complaint forms shall_ be available at all Shasta County 
Probation locations along with the: Citizen Complaint Procedure 
Brochure. 

C. 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: 
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Shasta County Probation 
ATTN: Administration 
1525 Court Street. 1st Floor 
Redding CA· 96001 

·' 

D. All complaints whether verbal or written shall be reviewed and 
investigated. 

II. All. completed Citizens' Complaint forms will be referr~d. to the Assistant 
Chief Probation .Officer (ACPO.) If completed forms are submitted outside 

·of normal County business hours applicable to the Admin·istration Division 
of Shasta County Probation, the complaint will be referred to the highest 

. ·.ranking supervisor on duty in the involved division. 

A. : Uthe complaint do~s ·~at require i:nime~iate action~ :th~ s~pervisor 
' will advise the ~omplainaht that he.· or she. will be, ·contacted by 

. . . . ' ' ' 

(~J. personnel from Administration as soon as practical. 

0 

B. If the complaint is. of such a serious nature that immediate action 
should be considered, the supe,rvisor 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. 

Ill. The ACPO will document all complaints by members of the public. An initial 
'investigation of the complaint 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 ru.le, investigations of complaints· 
shall be completed within 90 days following the date the complaint was 
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·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 complaint was either (1) totally and completely without 
merit, or (2) made for the sole purpose of harassing the peace 
~re~ . , 

2. Unfounded 

The investiga~ion clearly established that the allegation.is not 
· true .. 

" 

3, Exonerated 

-The investigation clearly established that the actions of the . . 

·peace officer that formed the basis for the complaint·are not 
violations of law or department policy.' · . . 

4. Not Sustained 

The investigation . discloses insufficient evidence to prove or 
disprove the allegation{s). 

5. Sustained 

The investigation discloses that the act complained of did 
occur and constitutes misconduct. 

IV. The department will provide written notification to the complainant of the 
dispositi0.n of the complaint. within 30 days of the disposition. If an address 
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was not provided, an attempt to notify the complainant by telephone ·Will , 
be made. The letter will include: 

A. An explanation of confidentiality restrictions imposed under Section 
'_ 832.7(a) of the P~~PI Code. 

B. The finding. 

V. Complaints and any reports or findings relating to the complaints shall be 
retained and filed as follows. 

A. _Records maintained pursuant to this policy shall be maintained in , 
accordance with Section 832.5 of the Peria I Code and shall be kept 
secure at all times with access only by designated personnel. These 
records shall be confidential and s~all disclosed in a!ly criminal or 
civil proceedings' except pursuant to Section .832.7(a) of-the Penal 

<code. · · · 

i. Internal Affairs Files 

When _it is determined that a - formal internal affairs 
investigation should be conducted concerning a Citizen's 
Complaint, the complaint,. reports and findings shall be 
retained and filed as follows: 

a. 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 ofthe findings will be r~tained. in 
the "Substantiated Citizen's Complaint. file". for at least 
five years. 

b. Where the complaints are determined to be 
"Sustained," in whole or in part, copies of the 
compla.ints, reports and findings may also be retained in 
the officer's departmental and/or official personnel files 
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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 
evaluatio.ns, and/or formal disciplinary action. 

. ' - . . . . 

Where the complaints are determined, in their entirety, 
to be "Not Sustained " "Exonerated " "Unfounded " or . I I _ . I 

"Frivolous," the complaints, reports and findings will be 
· retained in the "Unsubstantiated IA File" fo.r at least five 
years,. and copies of the. findings will be retained in the 
"Unsubstantiated. Citizen's Complaint file" for at least 
five years. 

2. . Citizen's Com.plaint Files. 

\fYhen: Citizen's Cort:lplaints do· not result in formal internal. 
·.·.affairs· investi~ations, the complaints, reports, and findings 

() shall be retained a11d filed as follows: 
~ : . 

a. Where the . complaints : 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 documentation indudes, but is not 
limited to, counseling · memoranda, . performance 
evaluations, and/or formal disciplinary action. 
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Where the complaints are determi,ned, ·in their entirety, 
to be "Not Sustained," "Exonerated,". "Unfounded," or 
"Frivolous_," the complaints, reports and findings will be 
retained . ih the "Unsubstantiated Citizen's .Complaint 
File" for a_t 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 applicable. · · · · 
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VULNERABILITYASSESSMENJ INSTRUMENT 

(VAi) 

GENERAL INFORMATION: 

The Vulnerability Assessment Instrument (V AI) 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 V AI? 
I. The Prison Rape Elimination Act of 2003 (PREA) established a zero tolerance 

. standard for the incid~nce of rape in juvenile institutions and mak~s the prevention of 

rape a top priority. 

· 2. The V AI is used to place residents with the probability for victimization or sexually 

aggressive behavior on Room Alone (XXX). status. The intent is to separate victims 
and aggressors by: Pod and/or room. : : · 

3. ·Information from theVAI will be stored in:a database which provided for effective 
record keeping and_ access to data for analysis. 

B. ·Which minors receive a V AI? 
l. The V AI assessment is· to be· completed on all minors presentefby law enforcement 

and probation for booking who will be housed in the facility._ 

C. How the V AI works: 
I. Points are assigned to each element and the cumulative total is the score. When 

determining if a resident should be placed on· Room Alone status, first checkthe 
. ' 

Overall Risk Score for a ~'High" level (Score of 17 or higher). If the 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. froin the 

Vulnerabllity.to Victimization score arid the Sexually Aggressive Behavior score. If 
either of these were a "High" risk level then the resident would be placed on Room 
Alone status. 
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D. V AI Categories: 
1. Experience in Institution 

2. Social Skills 

3. Perception of Risk 

4. History of Victimization 
5. · Offense Type 

6. Engagement in Violent or SexuallyAggressive Behavior 

7. Age of Resident 
8. · Intellectual impairment 

9. Lack of Fit 
10. File Review 

11. Overall Risk Score 

E. Procedure for V AI Screening · 
l. .. Resident is presented at booking 

2. Juvenile Detention Officer (JDO) or Supervising Probation Officer (SPO) completes 
· · the V AI to determine. whether the resident Wiil be. on Room Alone status. 

3. · A "High" score will result in Room ·Alone stafus. . 

4. 'The Shift Super\risor qr Officer in Charge (OIC).will review for an, override if 

necessary.- . . . . . . .. 
s.· When the V Al is completely filled out, it Will be placed in the resident_s fil~. 

F. Overrides 
. . 

1. In the event you need movement to a lesser or higher risk pod or room assignment, the 

Supervisor or Division Director will determine m.ovement. Proper doct.~mentation must 
be stated as to the reason why resident is moved, Le., behavior, maturity, 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 V AI screening process it is determined that you need to initiate an 11166 

report, follow these procedures: 

a. If the alleged abuse is sexual in natUre, an SIR will be initiated by the 
screening staff. The SIR will state simply ''during the V AI screening, the 

Resident made statements that initiated an investigative report" no other 
. . . 

details of the alleged abuse s)).ould be in the SIR. 

b. Notify the Supervisor/OIC on duty that you are initiating an 11166 report and 

do as directed . 
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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: 

1. Child and Family Services (CFS) of Jurisdiction 
11. The District Attorney's Office, in County only, fax copy of 11166. 

iii. . The Law Enforcement agency of Jurisdiction, IE: SO, PD. 
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SPECIAL INCIDENT REPORTS 

It is the-responsibility of the supervisor/Ole to read and correct-all incident 

_ reports.- -
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Documenting Court Restraints for Residents 

The Juvenile Rehabilitation Facility (JRF) Management Team will review and 

asse.ss each youth on at ·minimum a weekly basis regarding t.he ·necessity for 

mechanical restraints during transportation outsi~e of the facility. Mechanical 

restraints include, but are not limited to: handcuffs, belly chains, shackles, or 

other similar items. 

A. AH Court Restraint (CR) classified residents will' have this status reviewed . . . 

every Wednesday bythe JRF Management Team,.and any changes will be 

noted on the Control LocatoL The Graveyard .Control officer will update the 

. : resident(s) file that night. 

B. If there are changes in classification, either going on or coming off "CR" 

·status,_ the Graveyard Supervisor or Officer in Charge (01q·wm case note 

~his in the appropri,ate file inJALAN. · 

C. If a resident is booked in, and needs to be transported to court prior to, or · 

after Wednesday, the on duty OIC or Supervisor will review the resident'~ 

file history, and make a determination based on his/her .history following 

the guidelines in the JRF Transportation Policy 7.2 section IV. to qualify use 

of restraints during tr~nsport. 

D. If it is determined that restraints will .be used for transport, the resident will 

be placed on "CR" status at this tim~. The Supervisor or OIC will then case 
. . . . . ·. . . 

note the reason for this decision in the appropriate file in JALAN citing the 

reason/s why, which are to prevent physical harm to the juvenile or 

another per~on, or due to a substantial risk of flight/escape. 
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EVA~UATIONS 

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 emplo.yee's personnel file in Personnel. Employees shall be 

given copies of any formal written review of th.eir performance by thefr supervisor 

or other designated staff. Employees have the right to make comments in writing 

conce.rning any writt~n performance evpluation and supporting documents a.nd . 

have their comments attached to the relevant evaluation and placed in their 

personnel file . 

. Regular formal and inforni~I performance ev~luations and feed~ack between 

supervisor an~ employee ·are :ess.ential to prom~ting effective job ·p.erf9rmance. 

The goal. ofconducting evaluations is to: 

1. lmprov~ employee work performance by letting employees know what is 

expected;·. 

2. Set consistent and legitimate work standards; 
. . 

· 3. Identify and develop employee leadership, supervisory, and promotional 

potential; 

4. Recognize and reward exceptional employee performance; 

5. Serve as an accurate reflection of an employee's performance and offer 

constructive criticism to improve performance; 

6. Encourage open communication between sup.ervisor and employee; 

7. Establish ~nd monitor performance goals and objectives; 

. 8. lcientify employee training needs; 

9. Hold employees responsible for their work; and 

10.lncrease the effectiveness of supervisors and hold them accountable for the 

performance of their employees. 
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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 perfqrmance will be evaluated. 

1. During the course of the evaluation period any minor perform·ance 

deficiency should be promptly discussed with the employee. 

2. 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) 

3. A supervisor sbould coach an employee in a mannerthat addresses any 

deficiency by describing in detail the desired conductand/or performance. . . . 

The performa·nce evaluation form is used to describe the employee's_· 

performance and summarize and record discussions during the eva:luation period 

between a s_upervisor and an employee. 

1. Because a written performance evaluation is part of the process of 

continual feedback, performance ratings and· narratives should never be a 

surprise to an employee. 

2. Each performance evaluation is to be discussed with an employee privately 

in a face-to-face meeting. 

3. An employee must be given a copy of his/her written performance 

evaluation. 

Performance evaluation·s shall be. completed on or before the{ empl.oyee's ann:ual 
. . ·. .. " -·- . . . . -·· . ' - -

review date. 
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An employee with an overall rating of "Unacceptable" or "Improvement Needed" 

shall not be ·entitled to a meriUncrease 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 take in a 

specified time period for the supervisor to subsequently authorize a merit 

increase. 

1. A merit increase granted under such circumstances shall not be retroactive . 

.i:\n employee.may ~ppea1 any porti.onpf his or her p~rto~mance evaru·ati.on to his •· 

or her department head. If a department head is the supervisor who prepared the c) : . ·.performance evaluation. The appeai may be made to the County Administrative 

Officer. 

If the performance evaluation's overall rating is less than "Meets Expected 

Standards," by mutual agreement ~f the department head andthe empl~yee, the 

· Personnel Director or his or her designee, and a bargaining unit representative 

·.may participate .in the appeal meeting with the depar,tment head. 
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USE OF THE EMPLOYEE PERFORMANCE EVALUATION FORM 

A. A supervisor must complete narrative .for each rated performarice category. · · 

A narrative .includes, at a minimum, a short paragraph detailing how the 

rating 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 rating factor. 

· 2. All ratings checked as "Improvement Needed" or "Unacceptable" must 

be addr~ssed in a Performance Improvement Plan (PIP). To be effective, 
. . . . 

arid in order to appropriately guide an employee in a deficient area of · 

performance, a: PIP must set fo.rth; in clear terms,·a descriptions of the. · 

performance problem, the· standard of performance the sup~rvisor ·· 
. ' . . . . 

expects the employee to meet, and a deadline f9r achieving that 

standard of performance. A PIP should als.o describe all training, 

assistance and oversight that will be provided. to an employee dl,Jring the 

next evaluation period, and should settimelines for the employee's next 

evaluation period. 

3. A supervisor is strongly encouraged to set goals arid objectives: for each 

employee within his or .her performance evaluation for the n.ext 

evaluation period. Employee success in meeting assigr:ied·goals and 

objectives shall be addresse~ in the next subsequent evaluation. 
. . 

. 4. A supervisor shall give an employee his/her overall performance rating 
. -

and ·shall provide a narrative that describes the employee's job 

performance strengths and deficiencies for that evaluation ·period~ . 

5. A supervisor is encouraged to util.ize the Employee Devel<?pment Plan to 

. identify training, education, or relevant experience an employee might 

acq~ire to enhance his/her promotability and job satisfactiqn. 
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