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FOREWORD

The series titled Guidelines for the Development of Policies and Procedures is produced by the American
Correctional Association as supplementary material fo the Standards manuals. The guidelines include information on
how to develop policy and procedure manuals and contain prototype policies that illustrate the application of standards
to typical administrative and operational issues.

This manual is intended to assist juvenile detention facilities that are developing or revising policies and procedures.
Facilities of any size secking accreditation will find it particularly valuable, as the guidelines were developed directly
from the third edition of Standards for Juvenile Detention Facilities and the new Standards for Small Juvenile Detention
Facilities. The guidelines translate both sets of standards into specific, applicable administrative and procedural
activities.

The guidelines do not attempt to comply with the very different statutory and case law structures in which each
correctional agency operates. Agencies using this publication must still independently assess the applicability and
legality of each policy and procedure for their specific systems, The American Correctional Association makes no
representation as to the legality of these policies in a specific jurisdiction and is not responsible for the final use of these
samples or any future adaptations of this material.

The development and publication of this manual were supported by cooperative agreement #87-JN-CX-0003
awarded by the Office of Juvenile Justice and Delinquency Prevention, United States Department of Justice, Ad-
ministrators Robert Sweet, Emily Martin, and James Gould of that office were especially supportive in completing the
project. Requests for additional information should be directed to: Lloyd Mixdorf, Director, Juvenile Projects and
Programs, Training and Contracts, American Correctional Association, 8025 Laurel Lakes Court, Laurel, MD 20707-
5075.

James A. Gondles, Jr.
Executive Director
American Correctional Association
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INTRODUCTION

Although the average length of stay in a juvenile detention facility is relatively short, detention centers around the
country process a major percentage of all juvenile admissions that translates numerically to more than 500,000 cases
each year. It becomes increasingly imperative that Juvenile Detention Facilities have policies and procedures based on
sound standards when one considers the tremendous impact detention centers have upon juveniles as their first contact
with the correctional system.

These Guidelines have been developed as a resource guide for facilities that are involved in reorganization and/or
internal policy formulation, In format, this guide reflects the organization of the new third edition of Standards for
Juvenile Detention Facilities and the new Standards for Small Juvenile Detention Facilities published by the American
Correctional Association (ACA). We suggest that facilities engaged in writing and/or expanding their own policies and
procedures use a similar approach to format construction. (See ‘*Guide to Developing aPolicy and Procedure Manual’’).
In addition io the references cited, the ACA staff gathered and carefully reviewed many existing juvenile detention
facility manuals. At various stages of developing these Guidelines, we asked our Advisory Board, composed of
recognized authorities in the juvenile detention field, to review drafts and to make suggestions for improvement or
change. Guidelines for the Development of Policies and Procedures (Juvenile Detention Facilities) is intended tobe a
companion to the Standards Manual for Juvenile Detention Facilities and the Standards Manual for Small Juvenile
Detention Facilities manuals.

The terms “‘policy’’ and ‘‘procedure’” are, by definition, distinct and specific.

Policy answers the questions ‘‘why’” and ‘‘what.’’ A policy states the facility’s philosophy and therefore determines
its present and future decisions, It is a definitive statement of the facility’s position on an issue of concern to the
administration or to the operation of the facility.

Procedure answers the question ‘‘how.’’ A procedure is a detailed, step-by-step description of the sequence of
activities necessary for achieving a specific policy. ’

STRUCTURE OF THE GUIDELINES MANUAL

This publication contains three sections: a ‘‘Guide to Developing a Policy and Procedure Manual’’; the *“User’s
Key’’; and sample policies and procedures.

The “‘Guide” is meant to be an aid to staff members responsible for developing or updating/upgrading a
comprehensive policy and procedures manual. This ““Guide’ should be viewed as a set of suggestions in terms of
processes, writing style and format based on the practical experience of many agencies, facilities, and individuals.

The ““User’s Key’’ is a detailed explanation of policy format. Additional sample heading blocks are also included.

The sample policies and procedures section makes up the major portion of this pubiication, and the standards that
have been addressed are referenced on the first page of each policy.

“SAMPLE” FACILITY
Since no singular set of sample policies can directly relate or apply to every detention facility, program staff have
created a ‘‘sample™ facility and have written specific policies and procedures geared to that sample facility. These
policies address a medium-sized facility; however, in no way do they intend to imply an ideal size. Facilities larger or
smaller may adant these Guidelines by making appropriate adjustments to reflect their individual needs. All of the
sample documents, therefore, are applicable to a detention facility base! on these criteria:
1. An adequate level of staffing, including:
«  all positions required by the facility are filled
= asufficient number of careworkers present at all times ensuring that juveniles are constantly supervised

2. Ample availability of separate sets of comprehensive manuals with detailed instructions for operating facility
sections including but not limited to accounting, procurement, food services, safety, personnel, security, etc,

In our sample, the Parent Agency is the controlling body of the facility, responsible for financing and coordinating
it; the Director is responsible for the organization and day-to-day management, Sample forms (and in some instances,
several variations of the same form) have been attached to the policies as guides to the types of forms required for local
use.

CONCLUSION
As a management tool, a policy and procedure manual provides direction to staff and promotes efficiency and
consistency of operations within the framework of overall facility philosophy.



GUIDE TO DEVELOPING A POLICY AND PROCEDURE MANUAL

INTRODUCTION

This resource manual has been prepared to guide local juvenile detention facilities in the development of their own
policy and procedure manuals.

In general, a policy reflects the facility’s philosophy about a particular issue. It defines WHAT the facility intends
to do on a consistent basis and WHY the facility intends to take the defined action. A procedure, on the other hand,
describes sequentially HOW; and inherent in such a description, with WHOM, WHEN, and WHERE the facility intends
to implement the policy.

Policies and Procedures may apply to:

1. The facility as a whole;example: a policy about the facility’s non-discriminatory admission criteria and services

provided to juveniles.

2. One functional section of the facility; example: a policy and procedure(s) about the methods used by Food Service
staff in preparing meals for juveniles pertains only to the Food Service section.

3. Two or more functional sections of the facility; example: a policy and procedure(s) about the transportation of
Jjuveniles to activities conducted by the Program section may affect both Management Services and Program
Operations.

4, The facility or one or more if its functional sections and external agencies or organizations; example: policy and
procedure(s) about providing educational programs for juveniles by the local school district may affect both the
Program and Management sections of the facility and the local school district, an external organization,

STAFF INVOLVEMENT IN DEVELOPING POLICIES AND PROCEDURES

To ensure acceptance and successful implementation, as many staff members as possible should be included in the
policy and procedure development process. The staff will have a personal investment in the policies and procedures
and will feel a sense of responsibility for ensuring their implementation. The staff will not only understand the policies
and procedures because they helped to develop them, but they will also be aware of the alternatives that were considered
and reasons why they were rejected. The facility can capitalize on the staff members’collective knowledge and expertise
(which, if tapped, can increase the practical quality of the policies and procedures significantly).

Committees
Perhaps the best method of involving large numbers of staff in the policy and procedure development process is

formulating structured committees. Every effort should be made to ensure that all sections are included. The primary
work in the process of policy and procedure development should be assigned to acommittee chairperson (or coordinator)
and includes:

+ identifying policy and procedure topic items

« collecting and analyzing available resource documents related to specific policy issues

« dividing tasks among sections

+ developing initial and subsequent drafts of policies and procedures

» validating the accuracy and sequence of procedural steps

« formatting the completed manual

The following committees are suggested:

Administration

The Administration Committee should be responsible for developing policies and procedures directly related to:
+  general facility administration
« fiscal affairs, including purchasing
s personnel services
+  public information

Support Services

The Support Services Committee should be responsible for developing policies and procedures directly related to;
+ food services
+ health care service

* laundry




»  supplies and storeroom
*  maintenance
» communication: mail, visiting, telephone
Programs
The Programs Committee should be responsivle for developing policies and procedures directly related to:
»  court liaison
* intake and admission procedures
»  programming, including religious, educational, and recreational services
» release preparation
+  citizen involvement
Security
The Security Committee should be responsible for developing policies and procedures directly related to:
»  security and control
¢ juvenile supervision
» rules and discipline
» emergency preparedness

The Nature of the Committee

The committee coordinator is the single most important person in the policy and procedure development process.
He/she serves as the center point of the process, receiving and providing information, facilitating communication
between the committees, as well as determining and enforcing work schedules and deadlines.

Most importantly the coordinator integrates the resulis from each committee into a final policy and procedure manual
that is uniform in style and format.

Members of each committee should be selected on the basis of their knowledge, experience and eagerness to work
rather than their position in the facility. Each committee’s size should be limited to a manageable number. Individuals
may serve on more than one committee; however, in smaller facilities, people from outside the facility representing
agencies or organizations associated with the facility may be asked to serye on committees to augment available staff,
Additional care should be taken to ensure the knowledge of these individuals concerning the functioning of the sections
included in the committees to which they will contribute.

While the use of commitfees represents the most effective method of involving staff in the policy and procedure
development process, other methods are also available. Policies and procedures may be developed on a sectional basis,
with the section supervisor responsible for soliciting input from the section staff. The supervisor would then be
résponsible for taking the materials developed by his/her staff and preparing the final policy and procedure drafts, adding
his/her substantive input, As another alternative, policies and procedures may be developed by the administrative staff
members subject to review and comment from the staff and final approval from the facility Director. Whichever method
is used, staff involvement is paramount to the ultimate success of the completed manual.

WRITTEN POLICIES AND PROCEDURES

Policy and Procedure Content

Selection of topics to be covered, beginning with broad areas, is the next step in this process. Since the development
of a new manual provides an opportunity to take stock, the manual must not be limited to an examination of existing
practices, which can be outdated, and/or fail to take into account modern advances that have and will take place in
corrections. Established practice, however, is an important source of information for procedural—and to a lesser extent
policy—content because it reflects the operational realitics of the facility.

Properly developed policies and procedures must not only reflect established practice, but also legal and professional
requirements,

Lagal and Professional Requirements

Since the late 1960s, through decisions and newly established standards, the courts and various correciions-related
agencies have dramatically changed the face of the corrections profession. Resources that reflect the most up-to-date
input for policy and procedure content include;

»  court decisions that determine the legal criteria for facility operations. Since courts in various areas tend to
rule differently on particular issues, it is advisable to rely primarily on decisions from state and federal courts
in one’s own jurisdiction,

 state statutes and administrative rules and regulations relevant to the operation of detention facilities

xi



» national and state corrections standards. Although some of these resources may not pertain to your particular
facility, they should be regarded as an integral part of the continuing growth of the facility

Facility Philosophy

Unfortunately, far too few directors actually make available the philosophy behind the day-to-day operations of their
facilities. As a result, procedures can become fragmented and inconsistent, creating frustration for the staff because
they lack a clear picture of the facility’s purpose and their role in fulfilling that purpose.

The same is true for the development of policy statements. In the absence of a philosophy statement providing an
overall focus, the policy and procedure manual will, in all probability, contain policies lacking direction and
contradicting one another, wreaking havoc upon any attempt at implementation.

A workable facility philosophy statement is essential to the proper construction of policy statements because it
defines:
» the purpose of the facility
» the facility’s responsibility to its juvenile population and other major constituencies
«  the direction in which the facility is, or should be, headed

In developing a philosophy statement, the following criteria should be used:
»  the philosophy statement must be broad enough, yet still provide direction
+ the philosophy statement must be realistic and attainable; this criterion is especially important when
addressing the direction in which the organization is headed
+ the philosophy statement must be worded positively; its meaning must be concise and clear

The philosophy statement should be developed and distributed to the staff prior to the initiation of any effort to
develop policies and procedures. It should be the primary reference for all policy formulation. In fact, each policy
should be reviewed for its consistency with the philosophy statement.

Policy and Procedure Construction

Policies and procedures are not classic works of literature, but rather useful statements that communicate the facility’s
philosophy and work plan. The policy and procedure writer, therefore, needs only to write in a style that is readable,
easily understood, and consistent from one statement to another. The most effective policies and procedures are those
with language that is direct, simple, and precise.

Policy Construction
« the policy statement should indicate the action to be taken, leaving the details of the execution to the
procedures

+ the statement should include the logic behind the policy
« tobe clear as well as concise, the following stylistic guidelines should be followed:
*  policies should be written in complete sentences
statements should be direct and simple. Several short sentences are preferable to one long,
complex sentence
simple present tense or future tense is preferred
+ policies should be general but not directive. In limited instances, an item of specific information, such as a
time or location, is of such importance to the understanding of the policy that it should be included in the
policy statement. In most instances, however, such detail should be left out of the policy siatements and
included in related procedures.
»  policy statements must be explicit in their assertions. The best method to determine the clarity of a statement
is to have several people read it and relate what they understood it to mean.
Procedure Construction
Like the policy statement, procedures should describe specific actions concisely and clearly in simple, direct
sentences in present and future tense. As procedures usually involve a series of actions to be performed by certain
persons under certain circumstances, the following considerations should be made:
« a procedure cannot exist without a policy. Procedures implement policy; they cannot, therefore, exist
independently.
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«  steps involved in completing the action are listed in the order in which they occur. A common error in
developing procedures is that they are often listed according to the people or sections responsible for them
instead of according to their actual sequence; thus format tends to lose the natural flow of the procedure,
increasing the potential for error.

» indicate the individual (by title) or operational section responsible for the action(s) described in the procedure;
inclusion of this information fixes responsibility for the completion of the procedure and minimizes
misguided blame when a mistake is made.

« indicate time(s) and location(s) relevant to the operating procedure. If precise information cannot be given,
some reference should be made to indicate the approximate time(s) and location(s). If relevant, list precise
form(s) to be completed. Identify forms by both name and number.

e identify modes of communication. In most procedures, some form of communication—written, verbal,
telephone, radio, intercom, etc.—occurs in one or more of the procedural steps. In instances in which
communication occurs between staff and juveniles, also indicate what the staff is to communicate.

Policy and Procedure Format
As previously indicated, the committee coordinator must consolidate all policies and procedures and see that they
are issued in a clear, useful and attractive format,
Manual Format
Manuals can be printzd in a number of formats including a three-ring binder or a soft bound book such as this
guideline manual. Each facility should assess its own priorities and choose what is best.
«  binders with dividers are best for a manual that will be changed and/or revised in part at different times. On
the other hand, they can be bulky and fairly expensive.
» the ACA has recently switched from the binder format to a soft-covered book. We have found it easier to
handle and store.
»  whichever format is chosen, each manual should be numbered so the central office can record the person or
section to which the manual was issued.
Document Format
Many variations in format may be used to present the policy statement and procedures. Certain elements should be
included in any format to provide the reader with adequate information. This can be placed in a masthead or in the body
of the document:
+ aclassification/policy number, which identifies and separates each policy and procedure
« adate to indicate when the policy was issued
» anindication of whether the policy/procedure supersedes another policy/procedure document
» achapter title, which covers a particular area, such as ‘‘Budget and Financial’’ or ‘‘Personnel’’
» asubject title, which describes or identifies the specific subsection of the chapter, such as ‘‘Budget Request
and Justification’’ or ‘‘Personnel Records™’
»  asignature indicating that the policy/procedure has the approval of an issuing authority
= a citation which describes or identifies the official document, law, regulation, or opinion (including the
specific article, chapter, section, etc.) that serves as the foundation of the policy
« anindication of the division, department, or personnel to whom the policy is directed
« an implementation schedule or statement that indicates when the policy will be put into effect

Organization and Content of the Manual

The committee determines the sequence of the chapters in the manual, making sure they correspond to functional
sections within the facility.

Policies and procedures may include additional materials of administrative interest, such as organizational charts,
personnel regulations, copies of relevant forms, etc. These optional addenda should be carefully selected so that the
manual does not become a catch-all for miscellaneous materials.

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

IMPLEMENTATION OF POLICY AND PROCEDURE MANUAL
The successful implementation of a policy and procedure manual depends on several key steps:

Final Review of Content
When the manual has been assembled, final review of the material should be conducted.
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+  validation and test procedures should be run

« review by both internal and external experts is advised; this is always a consultant fee well spent
= other facilities can also be a valuable source of input

« legal assistance to ensure full conformity with the law is indispensable to this process

Submissicn for Final Authorization
When the committee members are satisfied with the final draft, the policies and procedures manual is submitted to
the appropriate authorities for approval.

Distribution of Manual )

For the manual to serve its purpose, it must be made easily accessible to all facility personnel and other relevant
parties. A small facility may find it feasible to issue a copy to each staff member. At a minimum, the following
distribution should be made:

« each section chief should be issued a copy of the manual, which shall be made accessible to all staff in the
section
» each agency working directly with the facility should receive a copy
+ there should be several additional manuals in a central location for public access
All manuals should have a number, which is recorded in a log in order to keep track of the location of each copy.

Training of Staff
A comprehensive training program should be developed to ensure that all staff become familiar with those agency
policies and procedures directing them in their assigned responsibilities. It should be designed to provide:
« initial as well as ongoing training
« general as well as specific training
« classroom as well as hands-on experience
» required levels of achievement (established by tests)

ENFORCING AND MAINTAINING POLICIES AND PROCEDURES

In order to assure the proper discharge of policies and procedures, a system should be established to monitor the
staff’s activities including sanctions for non-compliance.

The policy and procedure manual must be responsive to change in order to keep pace with carrent philosophy, goals,
legal considerations and successful operational procedures. Reviews and revisions should be conducted periodically as
well as on an ad-hoc basis.

Establish Procedures for Periodic Review of the Entire Manual
The manual should be reviewed at least annually in its entirety. The following should be considered:
+ policies and procedures that are unclear or inconsistent should be rewritfen
« policies and procedures that have become outdated should be removed
»  policies and procedures should be added to reflect changes in the field pertinent to facility operations

Establish Procedures for Changes in the Manual on an “As Needed’’ Basis

In a healthy facility, operations are in a continuous stage of growth and change. Provisions should be made for
changing relevant sections in the manual to respond to a policy and/or procedure that has been modified, removed or
added.

Establish Procedures for Staff Recommendations for Revisions
Steps should be taken to ensure that staff recommendations will reach and be acted upon by the proper authority.

Establish Standard Procedure for Changes to the Manual
A standard procedure should be developed for all manual changes. Revised policies and procedures should be issued
in the same format used in the manual and be distributed to all manual holders.

Establish Procedures for Notifying Stafi of Changes in the Manual

All staff must be notified immediately when changes in policies and procedures occur. Since often a section, rather
than each staff member, has been issued a manual, bulletins should be distributed to inform all staff as the manual is
revised.

Establish Annual Supplemental Manual
An annual policy and procedure supplement listing all changes should be published and distributed.
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USER’S KEY FOR JUVENILE DETENTION FACILITIES POLICIES AND
PROCEDURES - SAMPLES

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

THE AGENCY HEADING BLOCK

A. The justice logo (or your local, state, etc., logo) identifies the publishing facility, accompanied by other publi-

cation identification.

B. The policy number identifies both the chapter number and the policy within the chapter. For example, 2.7

means Chapter 2, Policy 7.

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

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

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

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

Sample Policies and Procedures Policy Number Pages
A Juvenile Detention Facilities
B C
Chapter Related Standards
D E
Subject
F

If bound loose-leaf, the following should be at the top of each subsequent page of policy:

Chapter Subject Policy #

Page of

The following may be added to the bottom of the last page of policy:

Effective date Approved by

CATEGORIES USED

Each policy document is divided into two distinct sections: the policy itself and procedures.
Policies

The policy statement is the focal point of each document. It must be stated clearly and concisely. Usually, it contains
two parts: the reason for the policy and the policy itself. Although the length of policies will vary, they should notexceed
two paragraphs.
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Procedures

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

SAMPLE HEADING BLOCKS

For local use, the variety of heading block formats is unlimited. The following samples are typical of information

frequently used in policy and procedure manuals.

SAMPLE HEADING BLOCK A

Department Statement Number:
Seal
Subject:
Date of Issue:
Issuing Officer:
Effective Date:
Special Implementing Orders: Completion
‘ Date:
Date of Scheduled Review: Training:
(assigned to)
Review to be Accomplished By: Construction:
Name of Staff . (assigned to)

Additional Instructions to be Issued By:
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SAMPLE HEADING BLOCK B

Policy Memorandum Statement Number

Subject:

Date Issued:

Date Revised:

This Policy Memorandum Will Become Effective:

SAMPLE HEADING BLOCK C

Top of each individual page of document

Department Document Page
Seal Number of
Subject:
Bottom of each individual page of document
Chapter: Amendment No.: Effective Date:

Xvii




CHAPTER 1
ADMINISTRATION, ORGANIZATION, AND MANAGEMENT

COMMENTARY

This chapter encompasses American Correctional Association Standards 3-JDF-1A-01—05, 07, 10—14, 16—23,
25—32; 3A-01, 18, 27, 30.

These policies concern the establishment of the facility, assignment of management authority, and development of
a framework for facility programming and relationships with the community.

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



Sample Policies and Procedures | Policy Number Pages
M Juvenile Detention 11 2
Facilities :

Chapter Related Standards
Administration, Organization, and Management 1A-01—05, 07,27
Subject

Establishing the Facility and Delineating Its Mission

POLICY

This facility is established to provide short-term care in secure custody to juveniles who are accused or adjudicated
pending court action or awaiting transfer to another facility and who cannot be served in an open setting. Specifically,
the facility shall do the following:
provide for juveniles’ basic needs, such as shelter, food, clothing, and medical care
prevent the abridgment of juveniles’ legal rights during detainment at the facility
provide for the physical, emotional, religious, educational, and social needs of juveniles during detainment
house juveniles in a safe and humane environment, maintaining the level of security necessary to prevent escape
and assure that juveniles live free of fear of assault or intimidation by staff or other juveniles

PROCEDURES

Legal Establishment

The facility or its parent agency has a governing authority.

If services for adult and juvenile offenders are provided by the same parent agency, the statement of philosophy,
policy, program, and procedure shall distinguish between criminal codes and the statutes that establish programs for
juveniles.

Development and Management

The Director shall develop and manage all phases of the facility accordirnig to parameters set by law and the parent
agency. A written mission plan including the facility’s philosophy and long-range goals shall be developed. The
facility’s philosophy should include the following:

Goals: Statements of specific intentions based directly on the facility mission. Goals can be accomplished by
developing one or more measurable objectives for each goal.

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

Tasks: Statements of individual functions based directly on the objectives. The following tasks become the basis
for staff performance evaluation:

» physical and psychological care of juveniles (including shelter, food, clothes, etc.)

» legal rights of detained juveniles (listing specific procedures for preventing violation of these rights)

« secure custody of juveniles (while maintaining their right to live free from fear of assault and intimidation by

others)
» purpose of detention

Programs

The facility should offer programs in the following areas:

Evaluation and Prescription

Caseworkers shall have the following responsibilities:

e ‘assess juveniles’ strengths and weaknesses through the use of a variety of screening techniques

« identify any difficulties experienced by juveniles in school and transmit that information to the probation officer
or caseworker

» distribute the assessment data collected to the probation officer/caseworker

» arrange for any specialized medical and/or psychological testing deemed essential or court-ordered

« offer a diagnostic perspective of each juvenile’s educational needs to school, court, and other involved agen-
cies/individuals




Education
This program shall do the following:
» provide an educaticnal experience that promotes achievement and replaces patterns of failure with patterns of
success
« provide educational services that motivate juveniles to continue their education
» provide occupational and vocational counseling emphasizing the skills, knowledge, habits, and attitude required
for employment
» introduce community resources to the juveniles
Treatment Programs
These sessions shall do the following:
» deal primarily with coping skills for daily detention living and secondly with the problems that may arise after
release
» provide information to juveniles to reduce anxieties about their living situations
» improve the quality of staff-to-juvenile relationships, helping juveniles respond more positively to adults as
authority figures
« assist juveniles in solving problems for themselves
Recreation
These programs shall do the following;
= provide activities that improve juveniles’ self-image through personal skill development and increased oppor-
tunities for achievement and success
« provide activities that expend energy and allow physical and psychological release for juveniles
Annual Review
The Parent Agency shall hold meetings at least annually with the Facility Director to enhance communication,
establish policy, and explore problems. Programs will be analyzed and evaluated in terms of their objectives, cost, and
relation to the facility’s philosophy and goals. The mission staternent that describes the philosophy, goals, and purpose
of the facility shall be reviewed and vpdated at least annually to reflect changes in the juvenile detention process. Goal
predictions shall be designed to enable periodic goal achievement and will be assigned to specific staff members, who
will be given definite dates for completion.




Sample Policies and Procedures Policy Number Pages
) Juvenile Detention
vt 1.2 2
Facilities

Chapter Related Standards

Administration, Organization, and Management | 1A-12, 14,20
Subject

Coordination with Community Agencies and Educational Institutions

POLICY

The Director shall coordinate planning efforts with community-related groups and service providers o ensure
maximum use of available resources for detained juveniles. The Director shall also cooperate with other departments,
divisions, and agencies of the state, its political subdivisions and municipalities, as well as appropriate private agencies
and organizations to assist in providing necessary services for those juveniles who must be detained.

PROCEDURES

Since reducing ties with family, peers, and other support systems within the community can only increase juveniles’
feelings of alienation, even for a short detention stay, the facility shall maintain as close a tie with the community as is
possible.

Coordination with Community-Based Programs and Services
Maintaining ties with the community requires the foliowing:
« ample opportunities for juveniles to be with family and friends
+ involvement in appropriate community activities
 permitting volunteers from the community to work directly with juveniles
» taking full advantage of community services and resources in the facility, as well as the community

A Citizen’s Advisory Board shall be appointed. The members shall be a representative group of citizens who are
active in community affairs and have a broad background in juvenilz interests, Varying degrees of responsibility are
delegated to the Advisory Board, including evaluating, recommending, and supporting policies and procedures that are
in the best interest of the juveniles. Its specific functions are to evaluate existing programs and funding needs; to assist
in securing needed funds from private and governmental sources; to provide input from the community; and to provide
information about the detention program and activities to the public.

interagency Cooperation

Since the operation of a facility both affects and is affected by other agencies within and outside the juvenile justice
system, an information-sharing mechanism shall be established to maintain contact with advisory committees, justice
councils, state and regional planning organizations, and other community resources. General guidelines and procedures
forreferral shall be developed in cooperation with the juvenile court, intake staff, probation officer, and the community-
based program about conditional and unconditional release of juveniles to these programs, payment for services,
emergency use, etc. These agreements shall be monitored and updated as needed on at least an annual basis (see Policy
19.1).

Facllity and Community-Based Programs

The facility Director, in conjunction with other juvenile justice agencies, shall develop and maintain a current
inventory of all state and local juvenile justice and delinquency prevention services. This inventory would aid the
facility’s planning process by both identifying existing programs and determining program needs. The facility Director
shall keep an up-to-date file on available community-based programs and services that function as referral sources for
juveniles whose circumstances do not or no longer require secure confinement.

Coordination of Educational Resources
Based on assessments of detainees’ educational needs and problems, the state or local educational institution shall
be notified of the needs of this population, as well as special cases requiring remedial assistance. Notification will be



made in time to assure that annual budgetary planning and fiscal arrangements can be made to ensure effective delivery
of educational support services.

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




Sampie Policies and Procedures Policy Number Pages
Juvenile Detention
ot 13 1
Facilities

Chapter Helated Standards
Administration, Organization, and Management | 1A-11, 16, 17
Subject

Establishment of Facility Director and Defining Criteria for Selection

POLICY

A Director shall be appointed to manage and operate the facility in accordance with state and federal laws, parent
agency policies, executive orders, and judicial decisions.

PROCEDURES

Appolntment of the Director

The appointment of the facility Director shall be made by the authority having jurisdiction. Minimum qualifications
include a bachelor’s degree in an appropriate discipline, two years of experience working with juveniles, and
demonstrated administrative ability and leadership. These requirements can also be satisfied by completion of a career
development program that includes work-related experience, training, or college credits at a level of achievement
equivalent to the bachelor’s degree.

Skilis of the Facllity Director
The facility Director must be skilled in personnel management, program research, planning, and evaluation. He/she
should have broad-based experience and/or training in the following:
dealing with delinquents and delinquency
managing personnel
the causes of delinquency and famiily problems
the common legal problems of juveniles
the relevant policies of pertinent agencies, including local law enforcement
crisis management
T2rm of Office of the Facillty Director
Each facility Director shall be appointed to continuous service after completion of an appropriate probationary period
that does not exceed one year.

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




Sample Policies and Procedures|  Policy Number Pages
Juvenile Detention 14 1
Facilities
Chapter Related Standards
Administration, Organization, and Management | 1A-19,34

Subject
Roles of Consultants, Contract Employees, and Employees of Other Agencies

POLICY

To avoid confusion, the duties and responsibilities of consuliants and contractors who provide services to the facility
should be clearly specified in a contract or other type of agreement.

PROCEDURES

Issue of Contracts and Employment Agreements

All people working in the facility who are not expressly employed by the facility shall have some kind of working
agreement between them and the facility. Contract empioyees, those who enter the facility on a regular basis but are
on the payroll of another agency or company, shall sign a formal, detailed contract specifying their duties. Service
providers, those who are not regularly at the facility, shall sign an agreement stating the work to be done. All contracts
and agreements shall include the Administrator to whom the employee is responsible and shall designate the Director
as the final authority.

Issue of Identification Cards
Identification cards may be issued by the Administrator for Program Operations after the following information is
received:
+ acompleted application form listing all information relevant to the program or service offered
» approval by the appropriate supervisors and/or the Director
 written statement from the provider agreeing to abide by the rules of conduct expected with juveniles, code of
ethics requirements, and security and disciplinary procedures of the facility

Identification cards shall display the photograph of the service provider, be valid for one year or until completion of
the assignment, and display the Director’s signature.

Card Distribution

Notification of approval by the Administrator for Program Operations of all part-time providers shall be made to the
Director, the Control Center, and the front entrance.

Records

The Office Manager shall maintain a file of both a current list of all valid cardholders and a list of expired or invalid
cards.

Supervision of Contract Employees
Identification cards authorize service providers to proceed through the facility under minimal staff supervision and
direction.

Supervision of Service Providers

Service providers shall be under constant supervision by the facility staff. Individual service providers shall be
accountable for any and all tools or materials they bring into the facility. At no time are any service providers to have
access to or handle facility keys.




Sample Policies and Procedures
M Juvenile Detention
Facilities

Policy Number
1.5

Pages

Chapter

Administration, Organization, and Management

Related Standards
1A