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NEW HAMPSHIRE PROBATION DEPARTMENT 

The law creating the New Hampshire Probation Department 

was approved June 30th 1937. 

From the start it was the policy of the Department to make 

use of methods intended to bring about the rehabilitation of the 

offender and at the same time adequately protect society against 

delinquents and criminals. 

This policy is reached by thorough investigations and 

adequate, sincere and meaningful counseling. 

Industrious, dedicated staff, working at the above tasks and 

others, is the way the Department will achieve its goals listed 

below: 

1) Protection of society and rehabilitation of the offender. 

2) Improve offender's anti social behavior through proper 

monitoring, guidance, planning, evaluation and follow up. 

3) Assist victims of crimes by providing their input through 

the investigation ",t the time of sentencing. 

4) Offer an alternative to incarceration that is cost 

effective. 

5) Provide the court, institutions and social servic~ 

agencies with a thorough and impartial investigation of 

the offender's background and criminal history. 
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SUBJECT: TYPES REQUESTED 

I. TYPES OF INVESTIGATIONS DONE BY PROBATION OFFICERS: 

A) Adult Criminal 

B) Juvenile 

C) 

D) 

Custody 

Annulments 

E) Civil Judgments 

F) Out-of-State Request for Supervision 

G) Out-of-State Request for Juvenile and Adult or 
Other Type Investigations 

H) Others at Special Request of Court 

- 1 -
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SUBJECT: PURPOSE OF 

II. PURPOSE OF THE PRESENTENCE INVESTIGATION: 

In selecting for probation those defendants who appear 
to be favorable risks for supervision in the community, or 
other dispositions, the COllrt will want to have before it 
all the information necessary for a clear understanding of 
the individual and the factors underlying his difficulties 
with the law. In determining what probation change plan 
to select and what sentence to impose, the Court relips to 
a great e~tent· on the problems and needs explained in the 
report. The more thorough and comprehensive this inquiry, 
the less likelihood there is that persons and the community 
will not receive the best disposition. 

The presentence investigation report is primarily for 
the Court's use in its determination of the type of sentence 
to impose. It should be held confidential by the Court and 
all others. 

The presentence report also serves other purposes: 

A) It is a useful resource for the probation 
officer during probation supervision or 
later if the defendant is on parole or 
conditional release; 

B) It will assist the judge in the designation 
of institution in cases of commitment; and 
other nispositions. 

C) When the report on a committed defendant 
reaches the institution, it is one of the 
resources used for the institutional classi
fication and treatment program; 

D) Used in planning for parole release; 

E) It is utilized as a basis for surveys and 
research; 

F) Probation Classification prior to recom
mendation. 

',1 
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ROLE 

III. PROBATION OFFICER'S ROLE IN THE PRESENTENCE INVESTIGATION: 

. The probation o~f~cer is responsible for giving to the 
Judge an acc~rate an~ 1mpartial evaluation and appraisal of 
the person~11ty. att1tude, and social history of the defen
dant and.h~s pr9spects for becoming a law-abiding and res
pected c1t1zen 1n the community. 

. Th7 Cou~t.has placed full confidence in the probation 
off1cer s a~1l1ty t? make a careful appraisal of all possible 
source~ ?f 1nformat10n about the defendant and his background, 
to ass1m11ate.and e~alu~te the data he has compiled, and to 
ass~mble ~he 1nvest1gat10n data into a meaningful report. As 
an ~nvest1ga~or.for the Court he must strtve constantly to 
a~h1e~e the.1ns~ghts and special skills generally associated 
w1th 1nvest1gat2ve work and at the same time retain qualities 
necessary for effective counseling and guidance. 

A) The Probation Officer should: 

1. Be familiar with techniques of interviewing; 

2. Know the sources of information available in 
the community; 

3. Learn what type of information may be obtained 
from each; 

4. Interpret to the Court what the community 
expects in the way of disposition; ~ 

5. Be selective, ie., be able to distinguish 
readily between pertinent facts and incon
sequential data; 

6. Verify data; 

7. Weigh t~e information given him, avoid drawing 
conclus10ns based on unfounded opinions, and 
be careful not to read into situations what is 
not there; 

8. Learn those factors which contribute to behavior 
difficulties and conflicts with the law' , 

- 3 -
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9. Be ob~ective in all his work and remain free 
from biases growing out of differences in 
race, nationality and creed, personality 
clashes, and prejudices against certain types 
of offenses; 

10. Not be concernpd with the question of inno
cence or guilt but primarily interested in 
giving the Court a complete, accurate, and 
unbiased picture of the defendant, and the 
outlook for the future. 

Obviously, the Presentence is important. This is a document 
that can determine whether an offender goes to jailor not. 
This is the reason why each Presentence should be done as 
thoroughly and as well as possible -- you are dealing with a 
person's freedom. 

B) You will find, or perhaps have already found that as 
a Presentence investigator, the Probation Officer must 
assume many roles. These roles are: 

1. Reporter to the Court and for the Court; 

2. Data collector; 

3. Data evaluator; 

4. Empathy developer. 

1. Reporter to the Court and for the Court - A Presentence 
investigator is responsible to the Court for obtaining 
as complete and unbiased a background report of the 
offender as is possible. Also, a Presentence investi
gator is a reporter and assistant of the Court. The 
Probation Officer must inform the offender of why the 
Presentence, what responsibility Probation Officer has 
to offender and what responsibility off~nder has to 
Probation Officer. The Probation Officer should tell 
probationer his expectations and enlist his help in 
providing information. 

Above mentioned should be done in the initial in
terview. It puts the offender at ease if you will ex
plain clearly just what is your function. Obtain as 
much material about the offender as possible for the 
initial interview. If he knows that you are already 
aware of some phases of his personal and family back
ground, he will be less inclined to test you. 
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2. Data Collector - The areas to be emphasized in a 
Presentence investigation will vary with the in
dividual offender. Information about such things 
as age, offense, marital status and family relation
ships will provide clues and inSights as to which 
areas to focus upon and to investigate further. 

3. 

1\ 

Once you have decided upon which areas to concentrate, 
then you can start to collect significant data. 

The Probation Officer in dOing his investigation 
must be selective in gathering his facts so that he 
restricts himself to relevant material which will 
help him to understand the offender, his problems, 
his situation and how these interact. Be aware that 
interchanges between you and the offender during the 
Presentence investigation have strong therapeutic 
elements. Probation Officer's future efforts with 
the offender can be either hindered or facilitated. 

In addition to objective facts, such as age, 
date of birth, place of birth, marital status, etc., 
there are subjective factors such as personal biases 
attitudes and feelings that have to be taken into ' 
consideration. 

Recognize and control your own feelings and 
biases so they are used in a positive, purposeful 
way when doing a PSI. 

Evaluator - After you have finished collecting your 
data, you then evaluate. Evaluation is a conscious 
disciplined process involving first the organizatio~ 
and synthesis of the data collected; then an analysis 
of the data; and then a change of action plan. 

Objective facts, such as marital status, employ
men~ an~ health should be verified whenever possible. 
SubJect1ve facts, such as the Probation Officer's 
attitudes and feelings about the offender, must also 
be appraised. 

Eval~ation involves an assessment of the positives 
and ~egat1ves in the offender's current adjustment. 
Part7cul~r attention should be given to the major parts 
of h1s l1fe, such as work, school and friends. 

- s -
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In writing an evaluative summary and evaluating 
the data that we have collected, the facts are only 
the beginning. If Presentence investigations were 
written with only facts as the main objective, we 
could hire vital statistic clerks. 

Keep in mind probation officers are writing 
about actual flesh and blood people. 

We are not just vi tal statistic workers. life are 
not people who just go around asking questions and 
putting down the answers. Probation Officers investi
gate and find facts, but then the officer must be will
ing to leave the safe haven of just reporting facts. 
We must be willing to stick our necks out • . • willing 
to analyze our facts and to tell the Court what they 
mean. 

Preparing the Evaluation and Analysis is one of 
the most difficult tasks in the entire Presentence 
investigation. Here the Probation Officer displays 
his analytical ability, his diagnostic skills, and his 
understanding of human behavior. Here he brings into 
focus the kind of person who is before the Court; the 
basic factors that~rought the person into this trouble; 
and what special assistance the offender needs to re
solve his difficulties. 

A brief summary of the data evaluator role is to 
remember that first there is the organization and 
synthesis of the data that you collect. Then comes an 
analysis of this data, using the data for a Probation 
Plan and in a recommendation. 

4. Empathy Developer - Consider this one of the most impor
tant aspects in determining why the defendant is in his 
present situation. Everyone has a meaning for empathy 
however, empathy is simply putting yourself in another 
person's shoes. It is also respecting the defendant's 
feelings and respecting him as a person. 

Develop empathy. By recognizing and responding to 
an offender's feelings, you help him talk about himself, 
learn more about him, and give him the opportunity to 
share his concerns with you. Some of you have a natural 
ability to empathize and others may need to develop this 
skill. 

Put yourself in the other person's place. Say to 
yourself, "If I were in his shoes and under similar 
circumstances, how might I feel?" It is not necessary 
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to be exactly correct; merely having some idea of 
the range of possible feelin~s could increase your 
sensitivity. A point to remember is always to try 
to keep a little distance so that you will not over
identify with the client and lose all objectivity. 

It is important to treat the offender with respect. 
The way you respond to him will indicate your concern 
for him. His response will in turn be related to his 
view of you. Respecting the offender can be a diffi
cult concept for some of you to accept. However, re
specting the offender should not be confused with 
implicit trust in all his statements. 

- 7 -
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IV. PRELIMINAR.Y INVESTIGATION PROCEDURES: 

A) Investigation commences upon indictment. 

B) Supervisor reads order and puts Probation Officer's 
name on request for investigation. 

C) Supervisor gives request to secretary who registers 
in master log. 

D) Secretary checks master index, files, etc. to see if 
there has been a prior case. 

E) 

F) 

G) 

Secretary sets up folder, index card. 

Secretary 'sends to Central Office for police check 
and other pertinent records. 

Secretary checks with Probation Officer to see when 
he wants interview with individual. 

H) Secretary sends letter to alleged offender, with a 
specific date and time for interview, wi tl' a carbon 
copy to attorney. 

I) 

J) 

K) 

L) 

M) 

N) 

After completion of all the above, secretary then 
gives case folder to Probation Officer. 

Probation Officer checks with jail. 

Probation Officer reads the file for deta5.ls about . 
the offense and the record of previous arl"ests; other
wise confer with the persons preparing the case to 
secure details of the offense. 

Probation Officer clears with the local law-enforcement 
officials as well as those of any other community within 
the district where the defendant is likely to have had 
an arrest record. 

Probation Officer interviews the arresting officers 
when specific information is desired. 

Probation Officer requests a summary of the institu
tional file if the defendant was formerly a prisoner. 

0) Probation Officer contacts any other officer who may 
have supervised the defendant on probation or parole 
or otherwise had experience with him. 
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p) Review past chronologicals for behavior while on 
probation in the past. 

- 9 -
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SECTION: INVESTIGATIONS 

SUBJECT: SECRET INDICTMENTS 

On occasion a District Office may receive a secret 
indictment. The Supervisor shall retain the secret indict
ment in a separate folder until such time as the defendant 
is arrested. No investigation shall be done until the def
endant is arrested. The Supervisor shall check monthlYJ or 
unless notified sooner, with the Sheriff's Department, Clerk 
of Court, or County Attorney in order to find out if defendant 
has been arrested. Upon arrest, follow the same procedures as 
indicated under preliminary procedures (see page 8 ). 
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SECTION: INVESTIGATIONS 

SUBJECT: ADULT FORMAT & 
EXPLANATION OF 
CATEGORIES 

The following lists categories that must be included in 
every report,with a brief explanation. 

A) Facesh~ - complete all areas. If a section does 
not prov~de for an adequate space such as prior 
record, write "Included in report." If an area 
does not apply write "N.A." in the space. (see Appendix A) 

B) Official Version of Offense and Status of Codefendants 

This section should contain a brief summary and des
cription of the offense and an explanation of the 
pres~nt status of any codefendants. The official 
vers~on should not be a simple reiteration of the 
charge or indictment. Sources should be credited. 

C) 

D) 

Defendant's Version - (included only in investigation 
after finding of guilty or plea of guilty). 

Victim Input - If applicable, this section should con
tain information regarding the financial emotional 
or psy~hological impact suffered by the ~ictim(s) of 
the cr~me. It should also contain information con-
cerning the victim (see page 66. 

E) Biographical Summary - should cover the following: 

1. Family History 

Specify the age of the respondent and 
give the names of the natural par~nts, 
along with the relationship in age to the 
siblings i.e., oldest, second oldest, etc. 
Personal data may also be appropriate, such 
as date and place of birth. 

2. Family Members 

Identify all other natural brothers and 
sisters of the respondent, as well as sib
ling~ prese~t in the home through prior 
marr~ages, ~.e., stepbrother, half sister 
etc •• Note such facts as (1) ages and cur;ent 
status inside, as well as outside the home' 
(2) describe relationships and significant' 
attitudes for consideration, i.e., favoritism 
friction, poor influence, etc •. (3) describe' 
whethe~ there wer~ parental adjustment prob
lems w~th other s~blings during their devel
opment; .(4) indicate if other children have 

- 11 -



T--~ 

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

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

SECTION: INVESTIGATIONS 

SUBJECT: ADULT FORMAT & 
EXPLANATION OF 
CATEGORIES 

([

,:;> 

I 
~ -------------------------------+-----------------------------------

been involved with the police and indicate 
the basis for such involvement; (5) if applic
able, identify the presence of other relatives, 
boarder, "boyfriends", etc. in the home and 
note any effect on the respondent related to 
their presence. 

3. Developmental History 

While the main focus of an adult report is geared 
toward the present status of the respondent in the 
home, consideration may be extended to the develop
mental history of the respondent as it may offer 
insight into the current behavior and attitude dis
played. Such areas for consideration would include: 
(1) Inquiry as to early manifestation of misconduct 
and identifying types of problematic behavior, i.e., 
aggression, stealing, deception, conflict with 
authority, emotional disturbance, etc.; (2) descrip
tion of any significant health problem or physical 
disability during early development; (3) adjust
ment problems to other extenuating circumstances 
of the family history, i.e., death of a parent, 
divorce, residen.tial changes, etc •. 

~.. Family Adjustment 

This section of the report addresses the behavior 
and attitude of the respondent in the home from 
the dual perspective of both parents, as well 
as the adult. If problem areas exist, one should 
try to compare and contrast the perceptions of 
such difficulties and conflicts. 

5. Marital History 

Describe the marital history of the natural 
parents, as well as prior and past marital 
arrangements. Such areas as the following 
should be addressed: (1) The date, ?lace and 
length of the parent's marriage; (2) the number 
of the respondent's siblings born to the union' 
(3) prior marriages of either spouse, reviewing 
the above same areas; (4) if a history of divorce 
exists, indicate dates and solicit reasons for 
the breakup of prior marriages. If relevant, 
address divorce decrees as it may relate to cus
tody or special condiUons concerning the respon
dent or other siblings; (5) as to the current 
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marriage, describe whether there is any his
t?ry of marital problems, periods of separa
t10n,.and/or perceived lack of marital or 
parental responsibility of either party by 
the spouse; (6) describe significant elements 
in either parent's background, such as criminal 
record, alcoholism, abuse, poor health etc' 
(7) finally, any unusual or extenuating cir~um
stances surrounding the marital history. 

6. Economic Status 

Describe the economic and financial stability 
of the respondent's home. Address such factors 
as the .following: (1) identify occupation, 
employer, and length of employment for either/or 
both parents; (2) note any significant aspects 
surrounding employment such as long hours part 
time vs. full time work, obligations to t;avel 
often, self-employed, etc.; (3) when applicable 
describe other sources of income, such as Wel
fare assistance, Social Security benefits 
Veteran's pension, support paymen.ts or di~ability 
benefits; (4) when it is appropriate, evaluate 
the assets and liabilities of the family's finan
cial stability. 

7. The Home Environment 

Briefly describe the physical home setting where 
the respondent lives, reviewing such areas as 
(1) type of dwelling, size, number of rooms 
location and neighborhood, (2) observations'as 
to housekeeping standards and cleanliness· 
(3) describe whether family owns or rents'home o 

(4) describe residential history, length of ' 
current residence and residential stability in 
past years; (5) finally, describe any unusual 
observations or significant circumstances sur
rounding the home environment. 

8. Educational History 

This section addresses the respondent's schola~
tic and social adjustment in the school environ
ment, and it involves the school's description 
and evaluations in contrast to the respondent's 
perspective. 

- 13 -
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a. General School History 

Identify basic objective information 
as· to the name of school, current 
grade level, prior schools attended 
and any repeated grades. 

b. Scholastic Standing 

(describe the respondent's current schol
astic performance and capabilities by 
consideration of the following:) 
(1) Respondent's grades for current aca
demic year, report cards for prior years, 
course schedule, and enrollment in any 
special classes or training programs. 
(2) Diagnostic data may be appropriate for 
review such as 1.0. tests, aptitude tests, 
achievement tests, and speCial school 
diagnostic evaluations or reports. (3) The 
evaluative statement of the respondent's 
guidance counselor as to the performance 
and capabilities as well as other observa
tions or judgments that may be applicable. 
O~) If a special educational problem exists, 
indicate type and history of learning diffi
culty or handicap, programs implemented in 
response to such needs, assessment of pro
gress in light of disability, and any pro
jected plan or alternative school for con
sideration. 

c. Social Adjustment 

Describe the respondent's behavior while in 
school, with particular focus on any and 
al1. disci-plinary contacts and c.oncerns. 

(1) Addressing the discipline record, 
identify by chronology the history of dis
ciplinary attention with the appropriate 
official. (a) dates of infract:ions, types 
of infraction and school action taken in 
each instance, i.e., detention, suspension 
(in or out of school), and number of days 
per detention or suspension. (b) review 
attendance record, noting number of absences, 
and if a problem area, explain the reasons 
why. (c) identify patterned tJ~es of mis
conduct such as aggression (against person 
or property), conflicts with authority, 
stealing, cutting classes, truancy, emotion
al disturbance or any other anti-social form 
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bf behavior. (d) solicit the assistant 
principal's description and evaluation 
of thp respondent covering the above areas 
and (e) describe any extenuating circum
stances surrounding the student's behavior 
within the school setting. 

d. Non-Attendance 

If the respondent is not in school, indicate 
age the respondent left school, grade level, 
and reasons for leaving, i.e, withdrawal, 
expulSion, etc. Depending on the length 
of time which has elapsed since the respondent 
was in attendance, one should assess whether 
contact \I,'i th the school is applicable. 

e. Respondent's Attitude 

Describe the viewpoint toward school consider
ing (1) his likes or dislikes of sUbjects 
(2) his attitude toward teachers and scho~l 
authorities, (3) ambitions for future school
ing, vocational careers, or post high school 
plans, (4) review disciplinary record with 
respondent and describe his explanation and 
attitude towards disciplinary contact and con
sequences, (5) describe the respondent's atti
tude toward any particular or salient area of 
concern discovered during the collection of 
school information. 

f. ,P.§rental Attitude 

Solicit,and describe the parental perception 
conc~rnlng school, covering relevant areas 
listed above and determine the level of par
ental involvement in following up on the 
respondent's education, i.e., school confer
ences, study habits fostered in the home 
attitude toward school's role and responsl-
bi1i ty, etc.. -

9. ]@p10yment History 

Depending upon the age of the respondent this 
area may vary from marginal to central i~por
tance in t~e report. ,D~scribe job stability and 
w?rk maturlty by examlnlng the following areas: 
(1) current job status; identify employer 10ca
t:lon, type of work. length of employment, 'wages 
hClurs worked r and job satisfaction. (2) prior ' 
employment record; review and present chronology 

- 15 -
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of jobs along the same lines, noting reasons 
for leaving and any other circumstances for 

. discharge offered by the respondent. (3) 
employment capabilities and limitations; 
make reference to skills learned, preferred 
types of work, and pro;jected employment goals. 
If'there are obstacles to employment, one 
should identify them, such as age, mobility, 
geographic limits, phys~cal handicap! family 
obligations, lack of Skl11 or educatlon, etc •• 

10. Health; Physical 

The generality or depth of this section is 
predicated on the assessment of the respo~
dent's physical well-being, unless otherwlse 
indicated. If there has been a history of 
physical illness, diseases, or serious injuries, 
identify the nature of this disorder, the . 
periods of infirmity, an~ th~ hi~tory of medl
cal treatment. Also reVlew lmpllcatl0ns of 
nealth problems for other facets of respondent's 
life, home, school, employment, inter-personal 
relationships, etc .. 

11. Mental Health 

NOTE: Any confidential reports or information 
shall be separated fro~ the report and placed 
in an envelope marked "Confidential". The 
envelope is submitted separately to the Court. 
(see page 20). 

Ensure the protection of all confidential reports 
received. 

If there has been a history of any prior involve
ment with separate mental health services, it 
should be fully described. List current and 
prior agencies involved, periods of therapy, 
and re'asons for referral. All ancillary agencies 
should be contacted as'to this particular area 
and applicable reports solicited. (1) reports 
and findings of psychological and/or psychiatr~c 
examinations, including tests, dates, and examl
ners. (2) areas of emotional instability should 
be identified, such as fears, hostilities, ob
sessions, compulsions, depressions, peculiar 
ideation, sexual deviation, suicidal tendencies, 
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etc., (3) State relevant prognoses and recom
mendations for treatment. (4) review with the 
respondent awareness of emotional problems and 
the manner in which he has dealt with them and 
(5) describe the implications of mental emotion
al health for other sectors of the respondent's 
life. 

12. Use of Leisur~ Time 

Review and describe the respondent's use of 
spare time, including particular interests or 
involvement in organized activities. Such areas 
for review would be sports, hobbies, artistic 
talents, reading, etc .. While inauiry is made as 
to constructive outlets, it is also at this junc
ture thAt harmful activities be described such as 
alcohol or drug abuse, poor associations or gang 
membership, etc .. Other negative activities should 
be examined closely, with regard to statements by 
the respondent, parents, school officials, police 
and other referential sources. Substance abuse 
should be described in detail, if not brought 
out earlier in other sectors of the report. As 
to associates, identify whether known to police, 
the Probation Officer or the Court, and any other 
concern for continued companionship. 

F) Prior Record 

Present chronologically the record of the respondent's 
past involvement with the police and Court system. 
Identify this history by date, place and nature of 
police contact, as well as the date, Court jurisdic
tion, prior offenses, and past dispositions. Summarize 
prior diversion efforts, probation periods, and if appli
cable, institutional experience. Specifically describe 
(1) any pattern of behavior as to prior contacts, such 
as property crimes, misuse of motor vehicles, aggression 
or assaultive behavior, vandalism, alcohol or drug usage, 
etc., (2) any extenuating circumstances or influences 
surrounding prior offenses, such as family conflicts, 
truancy, intoxication, poor peer association, etc., 
(3) when one is able, examine and describe role of the 
respondent in prior acts, such as being a leader, follow
er, loner, showing off, etc., (11) describe successes and 
failures of any prior probation or parole periods and 
review treatment efforts previously tried, (5) describe 
the respondent's explanation of prior involvement and 
observe his attitude toward prior incidents, (6) indicate 
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if other concurrent charges are pending, as well as 
dates of offense, type of charges, Court of juris
diction and the stage of Court proceeding, (7) 
finally, indicate whether the defendant is currently 
on probation and summarize his status particular.ly 
whether he has been amenable to supervision and to 
implemented treatment approaches. 

G) Evaluation and Analysis 

The Evaluation and Analysis should summarize, analyze 
and interpret all information gathered. At the end 
of each Evaluation and Analysis the Probation Officer 
must list the immediate needs, the long range needs 
and the specific problems of the individual. If no 
immediate or long range needs, so indicate in the 
report. 

H.) Probation Plan 

The Probation Plan should state what has to be done, 
when it will be done, where it will be done, who will 
do it, and how it will be done. Immediate needs, long 
range needs and specific problems, identified above, 
are dealt with to bring about changes through a posi
tive approach. Make sure each need and problem is 
addressed in this section of the report. List the 
proposed items point by point corresponding to the 
needs and problems identified. 

This is the most import~nt section of the report. It 
calls for thought, research and planning. 

Refer to next section, Probation Plan, for further 
information. 

I~ Recommendation 

The first sentence of the recommendation should begin 
as follows (if report done prior to finding of gt.lil t) : 

"If the defendant is convicted of the offense(s) 
as char6ed, the following recommendations are 
submitted to the Court:" 

The recommendation contains a brief statement of the 
Probation Officer's suggested sentence. Recommendations 
will include the feasibility of probation, incarcaration, 
the need of viable special conditions, etc. Recommenda
tion must be supported by information included in the 
report. 
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Classification Form is completed before formulating 
your recommendation. 

J) Sources of Information 

List sources and relationship to defendant. 
John Doe - Assistant Principal 

- 19 -
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VII. CONFIDENTIAL INFORMATION: 

Some sources prefer to remain unnamed. Explain to them this 
is the Court's prerogative, but indicate it will be presented 
separately from the report. state the information is presenteo 
as confidential and provide the information separately, either 
in report format or via letters or reports from other persons 
or agencies. 
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SECTION: INVESTIGATIONS 

SUBJECT: LETTER TO COURT 

A letter is sent to the Court in lieu of the presentence 
report when the defendant has refused to cooperate, has 
absconded or failed to make himself available. Prior to 
sending the letter contact the defense attorney, if known, 
the County Attorney and the Sheriff (police) to try and 
determine the defendant's whereabouts. The defense attor
ney may be able to get his client to cooperate. 

A letter to the Court is also used if the defendant's 
attorney refuses to allow his client to talk to the Proba
tion Officer. 

The letter should inform the Court as to the reason a report 
could not be done; and should express a willingness to con
duct the investigation upon order of the Court if the defen
dant is found guilty (when the report is done prior to a 
finding). Copies of the letter should go to the County 
Attorney and defense attorney (if known). 

_ ?1 _ 
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IX. SUBMITTING REPORT TO THE COURT: 

504:2-a Report 

In any criminal case involving an adult defendant the 
Probation Officer at the time of filing the report of 
the investigation'with the Court, shall notify counsel 
for the State and the defendant that said report is . 
available at the office of the Clerk of Court for reVlew 
and inspection. (see Appendix A - Form PRQl15) 

All reports must b~ completed within thirty days unless 
Valid reason exists. 
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x. PROBATION PLAN: 

The Probation Plan is a purposeful, positive attempt to change 
attitudes, behaviors or certain aspects of an offender's per
sonality so he or she is then able to function in society 
without the types of criminal or delinouent involvement that 
have led to the offender's past or present status in the 
Criminal Justice System. 

It is the Probation Officer who must be responsible for design
ing, controlling, conducting and, if necessary, redesigning 
the Probation Plan. 

The Probation Plan involves four steps: 

1. 
2. 
3. 
4. 

Determining clients needs and problems. 
Planning the method of action or behavioral change. 
Implementing plan. 
Following u~ (not after release but while under 
supervision) • 

The change function or the planned effort to correct is vital
ly important since it is the goal of the system to make non
criminals out of criminals, non-delinquents of delinquer.ts. 
Simple probation supervision, including office visits and 
other contacts between the agent and the offender are not~· 
strictly speaking, a Probation Plan. All contact may and 
should contribute to a change goal, but unless they are re
lated in a plan modeled to the individual's needs they may 
not modify the offender's attitudinal or behavioral pattern 
in the desired ways. 

The Probation Plan may include mobilization of resources, 
such as selection of educational, employment or other activi
ties acceptable to and required by the offender. It may also 
include counseling of the client by the agent, either individual
ly or in group settings. The plan may further include getting 
the offender into programs conducted by others such as psychia
tric therapy, Alcoholics Anonymous or group treatment for drug 
addiction. The plan a Probation Officer constructs for the 
client may include all or several of the above. 

A) Determining the Offender's Needs 

Isolating and analyzing the offender's needs is an 
essential starting point in the re-integration 
process. 

The Probation Officer must make his own assessment 
of the offender in a face-to-face situation. This 
is necessary because such a contact enhances under
standing and interpretation of other materials, and 

_ ?':l. ._ 
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because the offender may have changed in significant 
ways since any of the other investigations or evalua
tions were compiled. 

B) Probation Change Planning 

Following the diagnosis, the officer must plan the 
change to be implemented. The main point here is to 
set ob;jectives. 

1. A preliminary task is list the needs 
problems obtained through diagnosis. 

and 

2. The Probation Officer must establish 
prioritize the problems and needs of 
offender to be reacted to. 

and 
the 

3. 

4. 

5. 

The Probation Officer must assesS the 
able resources (programs, personnel, 
that can be drawn upon to supply the 
quired treatment. 

avail-
etc. ) 
re-

The Probation Officer has to set down the 
Probation Plan point by point. As stressed 
above, an important aspect of the plan is 
the objective the agent feels should be 
achieved, based on his assessment of the 
offender's needs. Each case will be differ
ent. 

It is nossible to consider a model that, with 
variations, may be utilized as a model check
list for setting up individual Probation Plans. 

Needs most offenders may share to one extent or another 
are: 

Immediate Adjustment Problems- Regardless of past ex
periences; at every instance of finding himself in 
probation status, an offender will have needs regard
ing his new situation -- notably shelter and employ
ment, immediate adjustment in the family, and in some 
cases, in the community. Unless these immediate needs 
and problems are dealt with, no other part of the change 
plan can be effective. 

Lon~ Ran~e Needs- Long term needs can be of several 
kin s. t ) the offender might require educational or 
vocational development to achieve constructive adjust
ment in the free community. (2) he may need special 
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treatment for emotional disturbance of some sort. 
Examples would by psychiatric therapy, Alcoholics 
Anonymous involvement, sUbstance abuse treatment, 
or family counseling. Some of these would be areas 
where the agent must rely on outside resources and 
personnel. (3) there are possible needs in terms of 
providing understanding, providing a model to identify 
with or providing counseling that the Probation Offi
cer can and should supply. (4) training on how to look 
for jobs, complete applications and handle oneself 
well in an employment interview. Probationer may 
not have any basic concept of how to schedule time, 
or he or she may not know either how to read or 
write. 

Above are reality problems that require immediate 
action by the Probation Officer. 

C) Implementing Probation Plan 

Carrying out the plan simply means taking action on 
the objectives established in the planning stage. 

An important aspect of implementing change is keeping 
a chronological record regarding the steps and objec
tives accomplished, results and other pertinent infor
mation, plus the Probation Officer's evaluation, 
changes made in the original plan and indication of 
the next phase. 

The importance of keeping chronologicals of all contact 
with the probationer cannot be stressed enough. An 
accurate record assures the continuity required for 
both the Probation Officer and the probationer to know 
where they stand in the process and to maintain confi
dence in it. 

It is equally important to share the objectives of the 
plan with the probationer to obtain his or her agree
ment and acceptance of the objectives of change in a 
particular case. Unless such agreement is reached, no 
change can be effective. '¥hen there is agreement on 
what needs to be done, both the Probation Officer and 
the probationer can work together to achieve concrete 
results. 

A useful definition of probation casework describing 
the role of the agent is: 

"To interpret society's expectations to the client and 
to help him conform to these expectations." 
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If this may be viewed as the overall goal, the 
change plan establishes specific objectives to 
achieve this goal. 

For instance help the offender to: Finish school 
Control his drinking 
Get a job 
Seek out-patient 

psychiatric 
care to reduce 
anxiety 

Budget 
Organize time 
etc. 

Each probationer, when reasonably approached, will 
reveal his own list of problem areas that, in some 
combination, have been more or less responsible for 
his current status as a probationer. 

The Probation Officer must know that list, priori
tize it, and help the client handle those problems 
that are a basic cause of his criminality. 

Follow Up 

Follow up here does not imply tracing the probationer 
after release from probation. It means following up 
while change is in progress. Adhering to the objec
tives and determining if and when they must be changed, 
and then making the changes required. 

Follow up is emphasized because quite often through 
the initial contacts (PSI, first interview, etc.) the 
agent determines some needs of the probationer and 
even proposes to deal with them. Soon the burdens of 
a large caseload, time pressures and a surface appear
ance of adjustment on the part of the client obscure 
the problems first seen, and the Probation Officer
probationer contacts deteriorate to meaningless 
chit-chat on reporting days or in other visits. In 
this way a new level of relationship is reached where 
problems are no longer sensed or reacted to. To avoid 
this, a plan must be set; it must be followed y it must 
be changed when necessary; and it must then be contin
ued to completion. 

T.1e Probation Plan can be considered the most difficult 
part of the criminal or juvenile pre-sentence to con
struct and also the most difficult but most important 
to follow once the judge makes his or her disposition. 
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The plan takes research, thought, analysis, insight, 
etc. for the Probation Officer in conjunction with 
the offender to determine the needs and problems 
and then come up with a plan to satisfy the needs 
and eliminate the problems. This is the part where 
the Probation Officer really has to do some real 
hard thinking. This is the category that will be 
probably the most important input the judge will have. 
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XI. JUVENILE INVESTIGATION FORMAT AND CATEGORY EXPLANATION: 

A) 

B) 

C) 

D) 

Face Sheet (See AppendiX A) 

The face sheet is the initial screening device for 
the investigation, the form representing a gener.al 
cross section of information to be covered in the 
report. All areas of the face sheet should be 
filled out with specificity in categories designated. 

Juvenile Petition(s) 

State the exact wording of the allegation of any and 
all petitions indicating date of offense, the classi
fication of the offense, felony, misdemeanor or viola
tion, the petitioning authority, and the Court of 
jurisdiction. 

Court Chronology of Instant Offense(s) 

Give a brief history oY the Court's jurisdiction, in
dicating any salient elements concerning the arraign
ment and adjudicatory phases of the proceeding, as 
well as relevant interim orders issued pertaining to 
the juvenile's status and custody. If detained, 
indicate period of detention. 

Description of Instant Offense 

1. Official Version 

(1) 

(2) 

This section involves a complete descrip
tion of the offense(s) and the circum
stances surrounding them, not limited to 
aspects developed for the record as part 
of the determination of whether the juvenile 
is chargeable. 

Briefly summarize the statement of arrest
ing authority or petitioner, drawing out 
salient factors surrounding the offense(s) 
such as (a) extent of property or monetary 
loss; (b) extent of juvenile's gain or 
profit from the offense; (c) extent of 
harm or injury to the victim or others; 
(d) aggravating and extenuating circum
stances; (e) extent to which offense fol
lows pattern of previous offense; (f) 
premeditated or impulsive involvement; 
(g) relation of juvenile to victim and 
(h) the influen.ce of alcohol or drugs. 
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2. Juvenile's Version 

This section addresses the respondent's 
depiction and perception of the act(s) 
alleged, his role and level of participa
tion, his explanation for his behavior and 
the observed attitude of the juvenile toward 
the charges. Factors for consideration 
shou~d involve the following (1) juvenile'S 
ve'rs:z:on of offense and arrest; (2) discrep
ancies between official and defendant's 
version; (3) juvenile'S attitude toward 
offense(s); (4) juvenile's explanation of 
why he became involved; (5) impulsive or 
premeditated involvement; (6) contributin~ 
~nvir?nmental and situational factors; (7) 
Juven11e's attitude toward arresting officer, 
Probation Officer and Court; (8) juvenile's 
understanding of the juvenile petition(s) 
and possible consequences; (9) juvenile's 
acceptance of guilt and (10) extent of 
juvenile's cooperation with parties, i.e., 
police, Probation Officer, etc .• 

3. Companion's Version 

If applicable, companions should be identified 
by name, as well as status (adult or juvenile). 
In instances of concurrent investigations 
statements concerning perceived roles and' 
levels of partiCipation should be noted and 
compared with respondent's version. 

E) Victim Input 

Identify any and all victims of the instant offense(s) 
~d des?ri?e relev~nt rel~tio~ships which may pertain, ' 
1. e., v1ct1m. acqua1nted W1 th . Juv'~nile, employer, school 
official, ne1ghborhood conf11ct, etc •• As to restitution 
address the extent of loss suffered as to property and/ ' 
or money, amount of loss recovered, the amount of resti
tution to be made, and parties entitled to reimbursement 
'¥hen applicable, the degree of physical and/or emotional' 
harm experienced by the victim(s) should be described 
and any extenuating or unusual circumstances should b~ 
brought out (see pages 68~73 for further discussion of 
Victim Input). 
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F) Parental Statement 

One should begin this section with parental viewpoint 
of the child on a general level, and go on to examine 
particular areas of stabillty and instability. Such 
areas of focus would include: (1) A description of the 
relationship of each parent to the juvenile. Illustra
tive areas for consideration would be compatible or 
contrasting values and attitudes, respect or dis~e~p~ct 
for parental authority, common interests and actlvltles 
vs. parent-child alienation, time spent with child or 
lack of such involvement, degree of harmony vs. con
flict between parties, and any other characteristics 
brought out by the parents. Note: In dr~wing out,the 
strengths and weaknesses of the parent-chl1d· 'relatl0n
ship, one should use judgmen~ to ~ifferenti~te."typical" 
adolescent behavior from antl-soclal and ma.LadJusted 
manifestations which may need further emphasis and 
examination during the course of the report; (2) De~·. 
scribe the parent's viewpoint on discipline, addresslng 
measures used by the family, such as whi~ping, s~aming, 
nagging, depriving of p~ivileges, gro~ndlng"li~lting , 
associates, etc •• Identlfy the predomlnate dlsclplinarlan 
of the two parents, as well as the level and degree of 
consistency in their approach. Finally, indicate the 
parental judgment or perception as to the effectiveness 
of their discipline to inhibit and to control the re
spondent's behavior; (3) If specific problem areas exist, 
identify type of behavior, whether it is patterned and 
note, if possible, when such difficulties first arose. 
Examples for consideration are running away, verbal or 
physical aggression, lack of motiva~ion, active ?r pas
sive resistance to authority, steallng or deceptlon, 
lack of accountability, drug· or alcohol usage, school 
problems, etc.;(4) Describe the p~rental viewpoint 
toward their child's involvement ln the Court system. 
Examine such areas as their view of the seriousness of 
the offense attitude toward the police, Probation, and 
the Court, ~xpected Court consequences, etc.;(5) Inquire 
as to disciplinary actions taken by the parents subse
Quent to their child's arrest and Court appearance. (6) 
Indicate the parental willingness to cooperate as to 
rehabilitative approaches or programs that.are ~nde~ 
consideration. (7) Describe the parental vlewpolnt ln 
regard to any consideration for a change of custody or 
alternative placement of the respondent, if such a dis
position may be appropriate or necessitated. 

This section should also address the same areas as 
outlined above from the viewpoint of the respondent. 
(a) Areas of similar viewpoints or agreement should 
be noted. (b) Contrasting and conflicting depictions 
should be highlighted. (c) Particular attention should 
be focused on covert orotnitted problems not acknowl-
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edged by the parents, but brought out by the juvenile, 
i.e.", physical abuse, alcoholism, marital problems, 
etc •. 

G) Biographical Summary 

1. Family Background 

Identify the age of the respondent, and give the 
names of both. natural parents, along with the 
juvenile's relationship in age to other siblings, 
i.e., oldest, second oldest, etc •• Personal data 
may also be appropriate such as date and place of 
birth. 

2. Marital History 

Describe the marital history of the natural parents, 
as well as prior and past marital arrangements. 
Such areas as the following should be addressed: 
(1) the date place and length of the parent's 
marriage; (2~ the number of the respondent's sib
lings born to the union; (3) prior marriages of 
either spouse, reviewing the above same areas; 
(4) if a history of divorce exists, indicate dates 
and solicit reasons for the breakup of prior mar
riages. If relevant, address divorce decree .as it 
may relate to custody or special conditions concern
ing the respondent or other siblings; (5) as to the 
current marriage, describe whether there is any 
history of marital problems, periods of separation 
and/or perceived lack of parental responsibility of 
either party by the spouse; (6) describe criminal 
record, alcoholism, abuse, poor health, etc.; 
(7) finally, any unusual or extenuating circumstances 
surrounding the marital history. 

3. Economic Status 

Describe the economic and financial stability of 
th8 respondent's home. Address such factors as 
the following: (1) identify occupation, employer, 
and length of employment for either/or both parents; 
(2) note any significant aspects surrounding employ
ment such as long hours, part-time vs. full-time 
work, obligation to travel often, self-employed, 
etc.; (3) when applicable describe other sources 
of income such as welfare assistance, Social 
Security, Veteran's pension, support payments or 
disability benefits; (4) when it is appropriate 
evaluate the assets and liabilities of the family's 
financial stability. 

... ., 
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~.. The Home Environment 

Briefly describe the physical home setting where 
the respondent lives, reviewing such areas as: 
(1) type of dwelling, size, number of r?oms, 
location and neighborhood; (2) observatlons as 
to housekeeping standards and cleanliness; (3) 
describe whether family owns or rents home; (L~) 
describe residential history, length of current 
residence and residential stability in past years; 
(5) finally, describe any unusual observations or 
significant circumstances surrounding the home 
environment. 

5. Family Members 

6. 

Identify all other natural brothers and sisters of 
the respondent, as well as sib~ings present in the 
home through prior marriages, l.e., step-brother, 
half-brother, etc •. Note such facts as: (1) ages 
and current status inside, as well as outside the 
home; (2) describe relat~onsh~ps and sig~i~icant 
attitudes for consideratlon, l.e., favorltlsm, 
friction, poor influence, etc.; (3) describe 
whether there were any an,justment problems wi ~h 
other siblings during their development; (4) In
dicate if other children have been involved with 
the police or the juvenile C?urt system, and . 
indicate the basis for such lnvolvement; (5) lf 
applicable identify the presence of other rela
tives, boafders, "boyfriends", etc. in the home 
and note any effect on the respondent related to 
their presence . 

Developmental History 

While the main focus of a juvenile report is geared 
toward the present status of the respondent in the 
home consideration may be extended to the develop
ment~l history of the respondent as it may offer 
insight into the current behavior and attitude dis
played. Such areas for con~iderat~on w~ul~ include: 
(1) inquiry as to early manlfestat~on OI mlscon~uct 
and identifying types of pro~lematlc b~havi?r, l.e., 
aggression, stealing, deceptlon, confllct wlth 
authority, e:iilotional disturbance, etc.; (2) des
cription of any significant health problem or 
physical disability during early development; 
(3) adjustment problems to other extenuating circum
stances of the family history, i.e., death of a 
parent, divorce, residential changes, etc •• 
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7. Educational History 

This section addresses the respondent's scholastic 
and social adjustment in the school environment, 
and it involves the school's description and evalua
tions in contrast to the respondent's perspective. 

a. General School History 

Identify basic objective information as to 
the name of school, current grade level, 
prior schools attended and any repeated 
grades. 

b. Scho~ic Standing 

c. 

Describe the respondent's current scholas
tic performance and capabilities by consid
eration of the following: (1) respondent's 
grades for current academic year, report 
cards for prior years, course schedule, and 
enrollment in any special classes or train
ing programs; (2) diagnostic data may be 
appropriate for review such as 1.0. tests, 
aptitude tests, achievement tests, and 
special school diagnostic evaluations or 
reports; (3) the evaluativp. statement of 
the respondent's guidance counselor as to 
the .juvenile' s performance and capabilities, 
as well as other observations or judgments 
that may be applicable; (4) if a special 
educational problem exists, indicate type 
and history of learning difficulty or handi
cap, programs implemented in response to 
such needs, assessment of progress in light 
of disability, any projected plan or alter
native school for consideration. 

Social Adjustment 

Describe the respondent's behavior while in 
school, with particular focus on any and 
all disciplinary contacts and concerns. 
Addressing the discipline record, identify 
by chronology the history of disciplinary 
attention with appropriate officials, 
usually the Assistant Principal in most 
instances. Address such areas as the follow
ing: (1) dates of infractions, types of in
fraction and school action taken in each 
instance, i.e., detention, suspension (in 
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or out of school), and number of days per 
detention or suspension; (2) Review atten
dance record, noting number of absences, 
and if a problem area, explain the reason 
why. (3) Identify patterned types of mis
conduct such as aggression ~gainst person 
or property), conflicts with authority, 
stealing, cutting classes, truancy, emo
tional disturbance or any other anti-social 
form of behavior. (4) Solicit the Assistant 
Principal's description and evaluation of 
the respondent covering the above areas and; 
(5) Describe any extenuating ci~cums~an~es 
surrounding the student's behavlor wlthln 
the sohoo1 setting. 

d. Non-Attendance 

If the respondent is not in school, indicate 
age the juvenile left school, grade level, 
and reasons for leaving, i.e., withdrawal, 
eApu1sion, etc .• Depending on the length 
of time which has elapsed since the respon
dent was in attendance, one should assess 
whether contact with the school is applicable. 
Truancy should be researched. 

e. Respondent's Attitude: 

Describe the juvenile's viewpoint toward 
school, considering (1) his likes or dis
likes of subjects, his attitude toward 
teachers and school authorities, ambitions 
for future schooling, vocational careers, 
or post high school plans; (2) Review di~
ciplinary record with juvenile and descrlbe 
his explanation and attitude towards dis
ciplinary contact and consequences. (3) 
Describe the respondent's attitude toward 
any particular or salient area of concern 
discovered during the collection of school 
information. ' 

f. Parental Attitude 

Solicit and describe the parental percep
tion concerning school, covering relevant 
areas listed above and determine the level 
of parental involvement in following up on 
the respondent's education, i.e., school 
conferences, study habits fostered in the 
ho~e, attitude toward school's role and 
r~~ponsibility, etc •• 
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8. Employment History 

Depending upon the age of the respondent, this area 
may vary from marginal to central importance in the 
report. Describe job stability anti work maturity 
by examining the following areas: (1-) Curl"ent-job 
status: Identify employer, location, type of work, 
length of employment, wages, hours worked, and job 
satisfaction. (2) Prior employment record: Review 
and present chronology of jobs along the same lines, 
noting reasons for leaving and any other circum
stances for discharge offered by the respondent. 
(3) Employment capabilities and limitations: Make 
reference to skills learned, preferred types of work, 
and projected employment goals. If there are ob
stacles to employment, one 'should identi fy them, 
such as age, mobility, geographic limits, physical 
handicap, family obligations, lack of skills or 
education, etc •• 

9. Health 

a. Physical: The generality or depth of this sec
tion is predicated on the parental assessment of the 
juvenile's physical well-being, unless otherwise 
indicated. If there has been a history of physical 
illness, diseases, or serious injuries, identify the 
nature of this disorder, the periods of infirmity, 
and the history of medical treatment. Also review 
implications of health problem for other facets of 
respondent's life: home, school, employment, inter
personal relationships, etc •. 

b. Mental: If there has been a history of any prior 
involvement with mental health services, it should be 
fully described. List current and prior agenci~s in
volved, periods of therapy, and reasons for referral. 
All ancillary agencies should be contacted as to this 
particular area and applicable reports solicited. 
Areas for consideration would be: (1) reports and 
findings of psychological and/or psychiatric exami
nations, including tests, dates and examiners; (2) 
areas of emotional instability should be identified, 
such as fears, hostilities, obsessions, compulsions, 
depressions, peculiar ideation, sexual deviation, 
suicidal tendencies, etc .• (3) State relevant prog
noses and recommendations for treatment; (li) ~eview 
with both the parents and juvenile (separately) 
awareness of emotional ~roblems and the manner in 
which each haR dealt with them; (5) describe the 
implications ,"of mental/ emotional health for other 
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sectors of the respondent's life. 

10. Use of Leisure Time 

Review and describe the juvenile's use of spare time, 
including particular interests or involvement in or
ganized activities. Such areas for review would be 
sports, hobbies, artistic talents, reading, ,etc .• 
'~ile inquiry is made as to constructIve outlets it 
is also at this juncture that harmful activities be 
described such as alcohol or drug usage, poor associa
tions or gang membershipy etc .• Other negative activi
ties should be examined closely, with regard to state
ments by the respondent, parents, school officials, 
police and other referential sources. Substance abuse 
should be described in detail, if not brought out 
earlier in other sectors of the report. As to asso
ciates, identify whether known to police, the Proba
tion Officer or the Court, and any other concern for 
continued companionship. 

Prior Record 

Present chronologically the record of the respondent's 
past involvement with the police and juvenile Court system. 
Identify this history by date, place and nature of police 
cuntact, as well as date, Court jurisdiction, prior peti
tions, ancl past dispositions. Summarize prior diversion 
efforts, probation periods, and if applicable, institution
al experience. Specifically describe: (1) any pattern of 
behavior as to prior contacts, such as property crimes, 
misuse of motor vehicles, aggression or assaultive behavior, 
vandalism, alcohol or drug usage, etc.; (2) any extenuating 
circumstances or influences surrounding prior offenses, 
such as family conflicts, truancy, intoxlcation, poor peer 
association, etc.; (3) When one is able examine and describe 
role of the respondent in prior acts, such as being a lead
er, follower, loner, showing off, etc .• (4) Describe suc
cesses and failures of any prior probation or parole periods, 
and review treatment efforts previously tried. (.5) Describe 
the respondent's explanation of prior involvement and ob
serve his attitude toward prior incidents. (6) Indicate 
if other concurrent petitions are pending, as well as dates 
of offense, type of charges, Court of jurisdiction and the 
stage of Court proceeding. (7) Indicate whether the juvenile 
is currently on probation and summarize his status, par
ticularly whether he has been amenable to supervision and 
to implemented treatment approaches. 

Evaluation and Analysis 

The Evaluation and Analysis should summarize? analyze 
and interpret all information gathered. At the end of each 
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J) 

K) 

L) 

~r~~u~~;o~~n~,A~alYSiS the Probation Officer must 
th~,specifiCep~~b~e~~e~~'t~~ei~~~~i~~~~e n~~ds a~d 
me late or long range needs, so indicat~ in t~~ ~:~ort. 
Proba~tion PI§.!! 

The Probation Plan sh Id t t 
when it will b d ou s a e what has to be done 
do it, and hOweito~filw~:r~ it wii1 be done, who wiil 
long range needs and s ,?ne. mmedia~e needs, 
above, are dealt with ~~C~f~c pr~blems, ldentified 
a positive approach Makerlng a out changes through 
is addressed in thi~ sectio~u~~ ~~Ch need and ~roblem 
proposed items point b i e report. Llst the 
and'problems identifie~.Po nt corresponding to the needs· 

Thif i~ the most important section of the report. 
ca s or thought, research and planning. 

Refer to prior' sectl' on P b t 
information. ' ro a ion Plan, for further 

Recommendations' 

It 

~~~b~~~~~~~~~~!~~ contains a brief statement of the 
tions will includeSt~~g~:~~edfdi~p~fition., Recommenda-
etc •• Recommendatio 0 Vla e speclal conditions, 
included in the repo~t~ust be supported by information 

Sources of Information 

1. 5i~t sources a~d relationship to defendant 
o n Doe - Asslstant Principal • 

2. Confidential Information: See page 20. 
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XII. JUVENILE CERTIFICATION INVESTIGATI0N 

A) Goals and Objectives 

The juvenile statutes are based on the philosophy of 
providing rehabilitation and treatment of the juvenile 
offender outside the adult criminal justice system. 

The certification of a juvenile to the adult criminal 
system is the process that takes into account the fact 
that some juvenile offenders are so vicious, so hardened 
as to suggest unamenability to treatment in the juvenile 
system. Society is in just as great a need of protec
tion from these children as it is from adult offenders. 

Note: A certification investigation is not a present-
ence investigation. 

The goal of a certification investigation and report is 
to provide the Court with information for its decision 
to treat a particular person as a juvenile or as an 
adult. 

B) statutory Authority 

The statutory authority to transfer a juvenile to the 
adult criminal code lies in RSA 169-B:24. 

I1All cases before the Court in which the offense con
stitutes a felony if committed by an adult may be 
transferred to Superior Court prior to an adjudica
tory hearing 'in the juvenile Court." 

RSA 169-B:24 further establishes criteria in deter
mining whether a case should be transferred. This 
criteria will be discussed below in section D. 

C) Procedures 

Check with the District Court in your area for admin
istrative procedures. 

The State must set forth, in a petition presented to 
the Court, the nature of the offense and reason(s) 

for reauesting certification. The juvenile petition 
alleging the offense(s) shall also be submitted to 
the Court by the State. The juvenile is entitled to 
the assistance of counsel, who shall havp access to 
said Court records, probation reports, or other agency 
reports. If the Court orders transfer to Superior 
Court, it shall provide a written statement of findings 
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and reasons for such transfer to the minor. 

A minor who has been transferred when certified in 
Superior Court may, be required to recognize suffi
cient sureties or in default thereof be detained in 
an adult correctional facility to await disposition 
of said case in said Superior Court. 

The Court has the alternative of releasing the minor 
pending hearing in Superior Court to the co~nunity 
under the supervision of a Probation Officer. 

D)' Outline by topic of the report, what is to be in-
cluded in each topic and how to do it. 

Suggested checklist during investigation: 

--review R8A 169-B:24. 
--make a list of agencies to be contacted. 
--make a list of individuals to be contacted. 
--make a list of records to be reviewed and/or obtained. 
--make a list of supporting documents to be obtained. 
--make a list of the necessary releases or Court orders 

needed to complete any of the above. 

1. Juvenile Facesheet is to be completed and sub
mitted with the report. 

2. Court Chronology of Case 

The report should begin with data on the date(s) 
of prior Court hearing(s), what occurred in any 
previous hearing(s), the name of the presiding 
justice and others in attendance, and orders 
issued at the hearing(s). This should also in
clude any specific aspect of the order such as 
whether or not the Court has granted the Proba
tion Officer permission to speak with the juve
nile, to review police records and whether or 
not the Court specifically ordered particular 
documents to be obtained. 

3. Seriousness of Offense 

The seriousness of the alleged offense(s) to the 
community and whether the protection of the 
community requires transfer. 

This section should include the RSA violated, 
alleged offense(s), category of felony (Class A 
or B), and the maximum penalty under the criminal 
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code of the State if the offense(s) were 
committed by an adult. 

The protection of the community issue should be 
addressed in terms of the juvenile's age, prior 
involvement in similar offenses and the inability 
of the juvenile justice system to deter his con
tinued delinauent behavior. 

4. Nature of Offense 

The aggressive~ violent, premeditated or willful 
nature of the alleged offense(s). 

Indicate if force was used in the commission of 
the offense(s), if any victim was injured or 
threatened as a result, if dangerous weapons were 
involved. This information can be obtained from 
the juvenile petition, petition to certify, re
view of police reports (if granted) or interview 
with County Attorney. 

5. Type of Offense 

lfhether the alleged offense(s) was committed 
against a person{s) or property. 

6. Prosecutive Merit of the Complaint 

Determine, after discussion with the County 
Attorney, whether or not he would go forward 
with an indictment of the juvenile if he were 
transferrc"u. 

Note: In severe cases the Attorney General's office 
would be involved and would have to be inter
viewed in reference to the alleged offense(s). 

7. Consolidation 

The desirability of trial and disposition of the 
entire offense in one Court if the minor's asso
ciates in the alleged offense(s) were adults who 
will be charged with a crime. 

Again, determination is primarily the result of 
the interview with the County Attorney. Indicatp. 
all codefendants and state their current_ status-~ 
for example, bound over, disposition pending, 
treated as a juvenile, or no prosecution. 
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8. Sophistication and Maturity 

Describe the positive and negative aspects of 
the family. This section should also include 
much of the information that is included in a 
regular juvenile presentence investigation, 
for example, Parents: full name, address, tele
phone, date of birth, place of birth, background, 
education, employment, police/Court record, 
phYSical/mental health, date and place of mar
riage, any prior marriages, other children, date 
of divorce, custody, support, any separations 
and for how long, current incomes, supplemental 
income, abuse of alcohol, habits and hangouts, 
conduct of defendant while at home (curfew, 
chores, assaultive,stealing, etc.), disciplin
ary measures utilized by parents, indication of 
abuse or neglect, characterize neighborhood, 
unannounced home visit (upkeep, space, heat, . 
food,furnishings, health standards), list name, 
age, date of birth, place of birth of all sib
lings (include those deceased), lisi any priors 
on siblings, have defendant and siblings always 
been in parent's custody, list home addresses 
(and any placements), how long they were there 
and why they moved. List schools attended by 
defendant--review cummulative record, test 
scores, attendance, grades repeated, special 
problems, discipline record--interview appro
priate school officials. Employment background-
where, how long, why left. Interview of employer 
when appropriate. Finances--income and how 
spent, savings, debt. Habits--glue, booze, 
drugs, gambling, clubs/teams, dating, homo
sexual activities, hobbies, associates, hangouts. 
Medical--normal birth/full term, any hospitali
zations, medication, last physical, last time 
seen by doctor, why, any accidents. Mental 
health clinic or private evaluations. Any at
tempts at SUicide, any military background. 

9. Prior Record 

This paragraph should include a comprehensive 
background of the juvenile's prior involvement 
with all police, Court and probation agencies. 
This could include offense(s~ dates of offense(s), 
disposition(s), and any other material pertinent 
to this section and include any periods of commit
ment to any juvenile facility (offenses, dates of 
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confinement, release date, pertinent data). 

10. Feasibility of Treatment as Juvenile 

Prosp ects of adeauate protection of th~ J?ubl~c 
and the likelihood of reasonable rehabl1ltatl0n 
of the minor through the juvenile Court system. 

This section should include a comprehensive 
background of any agency contacts either c~m
munity-based or residential. This s~o~ld In
clude any previous attempts to rehabl1~tate the 
juvenile offender in the juvenile justlce system. 
A list of agencies to be considered, although 
not limited to the following, should be included: 
counseling agencies, mental health/residential 
facilities, youth service pr09r~ms, place~ents, 
group homes, foster homes, crlS1S homes, ~nvolve
ment by city, county, state welfare agencles. 

Additionally.the juvenile offender's behavior 
during prior periods of probation must ?e.con~ 
sidered. All previous efforts at rehabl1ltatlon 
should be outlined to indicate if the juvenile 
offender has responded to the rehabilitative ser
vices available to the juvenile justice system 
and whether or not the juvenile appears to be 
amenable to treatment in the juvenile justice 
system or if adequate protection of the public 
wbuld best be met by transfer to Superior Court. 

11. Comments & Recommendations 

This section would be a summation of the report 
and considerations to be made are the juvenile's 
age, exposure to the juvenile justi?e syste~, 
seriousness of the offense(s). If lnformatl0n 
gathered is sufficient to determine if transfer 
is warranted or should further evaluation be 
required prior to a decision to transfer being 
made it should also include any other salient 
points for the Court with recommendation as to 
whether or not transfer is warranted. 

12. Sources of Information 

List all sources contacted. 
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A) Statutory Authority 

~~~~~~~~~~~~D~u~t~i_e~~. The duties of Probation 
be: 

1. To investigate at the request of any Court 
any case, matter, or question, whether then 
pending or not, and to report to such Court 
the result of such investigation, with recom
mendations. 

RSA Visitation Ri hts. Probation Officers 
when so or ered by the our, shall take temporary 
custody of children for the purpose of enforcing visi
tation rights of parents under a judgment of divorce 
or legal separation. 

B) Superior Court Rule 114 - Probation Reports 

In all civil actions, including libels for divorce, in 
which a report of a Probation Officer has been ordered 
by the Court, the report will be examined by the Court 
at such time in the course of the proceedings as the 
Court deems proper, and the substance of the report 
will be revealed to counsel for each party at the time 
of such examination by the Court. Each party will be 
afforded a reasonable opportunity to rebut any material 
matters contained in any probation report. The Court 
may withhold the identity of the sources of information 
on which such report is based. This paragraph shall not 
apply to reports made in connection with proceedings 
for temporary orders, pending a final hearing, relating 
to custody, alimony and support of minor children. 

C) Department Procedure: Investigation Fees; 

All custody investigations ordered through the New Hamp
shire Probation Department are done by the assigned 
Probation Officer. 

When a $200.00 fee is ordered by the Court for an investi
gation, the fee is collected by the department. The 
Court order does not have to state "payable through the 
New Hampshire Probation Department"; this will be assumed 
unless otherwise stated by the Court order. 

The client is informed of this fee at the first inter
view and that it is to be paid through the NH Probation 
Department. No investigation will beini~ted or started 
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until the fee is paid in full, unless otherwise ordered 
by the Court. 

D) Goal and Objectives 

E) 

The goal and objective of the custody investigation is 
to present a thorough, comprehensive and concise report 
regarding the best possible plan as to who should have 
custody of the minor child(ren). 

These investigations are most important and should be 
completed with the welfare of the child(ren) fore~ost 
in the minds of the investigating officers. The lnves
tigation should be independent and helpful to the Court 
in determining the custody of the child(ren)~ Therefore, 
a great deal of thought and consideration should be 
given to these reports. 

Format and Explanation of Categories 

1. 

2. 

Facesheet is to be completed and submitted 
with the report. (See Appendix A) 

Court History 

A brief statement on how and why the particular 
case was referred for investigation. A check 
and review should be made of any other orders 
of the Court which were made prior to referral 
such as temporary Qrders of custody, support 
and visitation. This information may be valu
able in preparing the statement under this 
category. 

3. Personal History & Comments (Plantiff and Defendant 

This section of the report should include but not 
be limited to the following: 

a. Family History - a brief summary of the 
family history of each party and should 
include: 

Family background of each par'cy, 
particularly if significant to 
the present investigation, and 
worthy of notation for Court's at
tention, should be included in the 
report. 

Current family status, which should 
include date and place of marriage, 
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b. 

previous marriages, children of 
previous and present marriages, 
divorces, custody of children of 
previous marriages. 

List of present marital disagreements 
regarding the children and their care 
for both parties. An attempt should 
be made to sharpen the issues of dis
agreements and complaints regarding 
each parties' feelings regarding the 
custody of thr children. This should 
bring into focus the more significant 
areas for investigation. However, 
caution should be observed in this 
area as often the parties are bitter 
and will go on at length regarding 
each other with material that is not 
germane to the issue of custody. The 
Probation Officer should realize that 
there are very strong feelings in 
these matters and should be certain 
that reasons given by the parties are 
valid and realistic. Often times the 
parties invent or magnify normal prob
lems. 

Home C?nditions- During the investigation, 
home vlsits should be made to each par
ties' home. The home condition should 
be described briefly and conCisely and 
should include a physical description 
as well as any other observation as to 
the household, number of rooms, sleeping 
arrangements, cleanliness, etc .• The 
object is to determine the adeauacy of 
the home to meet the needs of the child
ren. 

c. School History- A brief narrative regard
ing the school history of each party 
noting formal and informal education and 
achievem~nts or future plans, if any. 
The partles' general types of experience 
with education and their attitude toward 
this area should be explored. This is 
important for it may reflect their atti
tude to their children's educational 
future. 
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In so far as the children are concerned, 
if the children are of school age, schools 
should be checked for grade level, schol
astic achievements, attendance, behavior 
and appearance. Notes should be made of 
opinions expressed by school administra
tors, teachers, nurses and counselors 
regarding any aspect of the children's 
behavior, progress, attitudes and adjust
ments. Also, parents' interest demon
strated in the children's progress. If 
there is any physical or emotional neg
lect, school authorities oan be most 
helpful. At times these people have been 
in or are knowledgeable of the home situ
ation and can add greatly to the total 
picture •. 

Work History- A brief chronological work 
history for both parties should be obtain
ed. This should include places of employ
ment, type of work, length of employment, 
wage levels and reasons for job changes. 
v.Ti th this information t"'e Probation Offi
cer can determine job or employment stab
iIi ty, re'sponsibili ty, and the employment 
direction that the parties are following. 
It should also give an indication as to 
each parties ability to provide a stable 
support environment for the children's 
future. 

Financial Status- Basically a financial 
statement of each party should be in
cluded in the investigative report if 
this is an issue. Finances are impor
tant but it must be realized that unless 
ther.e are unusual circumstancps which 
might effect the children's fu,ture, 
financial subsistence for each family 
varies as do their standards of living. 
Finances shou:d not be the prime guide 
in determining custody. 

vlliere requested in determination of cus
tody and support, it is preferred that 
the ~isting of weekly or monthly expenses 
of each party be obtained, along with 
assets and liabilities for each party, 
be included in the report. This should 
provide a clear financial picture of the 
parties. 

, 
I 
I 
! I 
il 

I 
I 

I 
! 
! 

I. 
11 r 
1 ! 
I 

! , . 
i~ 

il 
i I 
i ! 

1\ 
I ! 

1 t 
- 46 

I ' -J 

qr 

N.H. PROBArION DEPARTMENT 

PROBATION MANUAL 

SECTION: INVESTIGATIONS 

SUBJECT: CUSTODY 

--,~--------------------------------------~------------------------------------------

if 

The following is a suggested method of 
inclusion in the report: 

Rent 
Food 
Electric Service 
Telephone 
Insurance (Type) 
Medical Expenses 
Dental Exper:ses 
Laundry & Clothing 
Car Payment 
Incidental Expenses 

Total Expenses 

Income from all sources 

Total Credit or Deficit 

$;150.00 /mon·th 
100. nO/month 

?5.00/month 
25.00/month 
3S.00/month 
10.aO/month 
10.00/month 
20.00/month 

150.00/month 
20.00/month 

In order to facilitate the obtaining and 
verifying of this information, support 
affidavits are obtainable from the Court 
as they are renuired to be filed by the 
parties. 

4. Investisative Summary 

This category is for the inclusion of other infor
mation gathered from various sources such as police 
neighbors, relatives, friends, physician, psychia
trist, psychologist, social agencies, and any 
other independent sources which are used by the 
investigating officer in the determination of 
custody. The officer should l<:eep notes of 
interviews with the various sources and indiv
iduals interviewed for the record. Care should 
be taken for those people giving confidential 
information and their names should not be used 
in the body of the report. Those wishing to have 
their statements held confidential may be sup
plied to the Court under separate cover and 
marked "Confidential Information for Court Use 
Only." 

It is beneficial to taUt to the children if 
they are old enough to lend meaning to the 
investigation. It is required that the in
vestigating officer see each child in the 
in.vestigation of the custody matter, but the 
information the officer solicits from each 
child is a matter of personal judgment. 
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It is sometimes not fair and emotionally up
setting to put a child in a position of making 
the choice between parents. The investigating 
officer should be mindful of this and use a 
great deal of tact when exploring the child's 
feelings regarding this area. However, if 
this question is asked or comes up, the 
child's choice should be considered, but more 
importantly the child's reasoning behind the 
choice. Caution should be stressed in accept
ing the child's statement as often the child
ren are influenced by the parent caring for 
them at the time. It is helpful if children 
are interviewed awa.y from either parent and 
other children involved. 

~. Evaluation and Summary 

The most important segment of the report is 
the investigative officer's logical and real
istic reasoning which leads to the recommenda
tions. No report can be as important as 
reports dealing with the custody of children. 
The report must be thorough and the investi
gative officer must take the time to THINK. 

This category is most important for it should 
present the evaluation of the case as seen 
by the investigating officer with the best 
interest of the children the paramount focus. 
It should clearly summarize all the material, 
without repetition, to a logical conclusion 
as to the final determination of custody. 

6. Recommendations 
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parent is suitable to care for the 
children and there is no other rela
tive available). This should be 
used only when no other custodian 
can be found. 

5. Joint Custody. 

7. Sources of Information 

All sources should be listed except those 
who wish to give confidential statements. 
Those should be handled by the procedure 
prescribed (Confidential Information for 
Court Use Only) in Section E-4 (pg. 47). 

F) Special Notes 

1. Keep in mind that attorneys are always want
ing to put their client in the best possible 
light and if they discuss their cases with 
the investigating officer they tend to stress 
their client's positive attributes and mini
mize their more negative attributes. 

2. Attorneys have a way of wanting to have their 
cases proven by the investigating officer. 
The request for an investigation is not to 
prove one's case one way or the other but 
it is to be an independent study of the sit
uation, an independent evaluation and recom
mendation as to the custody of the children. 

3. Lists of witnesses supplied by attorneys may 
be used and the weight given to the infor
mation obtained is a matter of personal judg
ment of the investigating officer. 

At ~imes the qu~stio~ of minors electing 
the~r own guard~ans ~s asked 6f investiga
tion officers. The reference is RSA 463:14 
(Election by Minor). Essentially it indi
cates a minor over the age of 14 years may 
elect any person for his guardian who if 
su~ta~le, shall be appointed by the j~dge. 
Th~s ~s a Probate Court matter and does 
not affect the custody investigation pro
cess. If the client's wish, they may pro
ceed with a separate action in the Probate 
Court. 
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5. It is most essential that a Probation Officer 
take his time, do a thorough investigation 
and keep appropriate notes in the record 
which may be useful at a later date. 

6. Contents of the report are never to be dis
cussed with attorneys, clients or anyone 
else without permission of the Court and 
never prior to submitting the report to the 
Court. Refer any reouest for information 
to the Court. 

7. When the investigation is typed up, signed 
b¥ the Probation Officer and read by Super
vlsor, the original and one copy is for
warded to the Clerk of Court. 

I 
: j 
r 
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. XIV. CIVIL JUDGMENT INVESTIGATION: 

A) The civil" judgment investigation is a means to pro
vide the Court with information about a defendant's 
ability to make paFdents on a civil judgment which 
has already been entered against the defendant. 

B) Statutory Authority 

RSA 524:6-a: Weekly payments of Judgments. Whenever 
judgment is rendered against any person in this state~ 
the Court wherein said judgment is rendered shall 
either at the time of rendition of the judgment in
quire of the defendant as to his ability to pay the 
judgment in full or upon petition of the plaintiff 
after judgment order the defendant to appear in Court 
for such inquiry and, at either time, order the defen
dant to make such weekly payments as the Court in its 
discretion deems appropriate. Failure to make such 
weekly payments shall constitute civil contempt of 
Court. The Court may order Probation Officers to 
make an investigation and recommendation as to the 
defendant's ability to pay said judgment. Said judg
ment may be enforced against any property of any kind 
of the debtor, except such property as is now exempt 
from attachment or execution. 

C) Procedure 

1. A civil judgment investigation is assigned a 
Probation Officer after receipt of an order 
under 524:6-a. 

2. In contacting the defendant for an interview 
and in the interview itself care should be 
taken to focus attention on whether or not 
the defendant can make regular payments on 
the particular judgment. 

3. Remember the fact that the money is owed and 
the amount has already been determined. 

D) Format and Content of Report 

1. Facesheet 

(See facesheet in Appendix A ). In most cases 
the facesheet provides sufficient space to 
record the entire report. If a lengthy schedule 
of assets, liabilities, income, etc. is to be 
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E) 

provided attach a separate page. 

2. Case Summary 

List the date and judgment amount. Next 
give a brief statement of the defendant's 
present financial condition. Make ref
erence to any unusual changes in the def
endant's circumstances that influence abil
ity to pay. This will include business 
failure, loss of employment because of ill
ness or injury, divorce settlement, etc •• 

Evaluate the defendant's efforts to pay his 
debts with the income presently available 
to him and his potential for paying when a 
temporary financial problem is ameliorated. 

3. RecommendatiQ£ 

It should be both specific and simple. If 
a defendant cannot make a weekly payment now 
but will be able to when he returns to work 
state the fact. Recommend a specific amount. 

NOTE: Do not recommend that payments be 
made-through the Probation Department, but 
directly to plaintiff or plaintiff's attor
ney. 

Letter to Court .-
If the defendant has not responded to the notice of 
investigation letter within fourteen (14) days after 
it was mailed, notify the Court via letter, with 
copies to any attorneys involved, that the investi
gation cannot be completed due to the defendant's 
lack of cooperation. 
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xv . INTRA-STATE REQUEST FOR INVESTIGATION: 

A) Definition 

A request for an investigation originating in one 
district or locale is transferred to another dis
trict for completion. 

B) Procedure 

1. All such requests must be sent via Central 
Office on form PRl13 (see Appendix A ) • 

2. The Probation Officer, prior to sending a 
request for investigation, shall insure that 
all necessary documents concerning the case 
are attached to the request. These should 
include, but are not limited to, the follow
ing: 

a. Police Report 

b. Complaint, Indictment or Petition 

3. The requesting office shall forward two 
copies of the completed PRl13 form, with 
necessary attachments, to Central. 

4. Central Office will forward the request to 
the receiving district for investigation 
unless Central Office designates otherwi~e. 

5. The district office receiving the request 
shall conduct the i~vestigation as soan as 
possible, or as requested, but in no more 
than thirty days; and forward the completed 
investigation to the requesting office. 
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XVI. OUT-OF-STATE REQUEST FOR INVESTIGATION: 

A) Definition 

Another state requests N.H. to conduct a presentence 
investigation on an adult or juvenile residing in 
this state. 

B) Procedure 

1. The request upon receipt from Central Office 
shall be handled as any other investigation. 
NOTE: If a requesting state sends the inves
~tion request directly to a district or 
local office, forward the materials to Central 
Office with a cover memorandum advising Central 
of the occurence. Central Office will advise 
if request is to be honored. 

2. If the subject cannot be located or refuses to 
cooperate in the investigation, prepare a 
letter for the Director's signature outl~nfng 
the reason the investigation cannot be done. 
The letter shall be reviewed by the Supervisor 
and upon approval signed by the Probation Offi
cer with the original and one copy forwarded 
to Central for the Director's signature. 

3. All investigations requested shall be completed 
within thirty days and preferably within two 
weeks. 

4. If for any reason the investigation is not com
pleted within thirty days, the Supervisor shall 
forward a written explanation, listing the 
reason(s), to the Director. 

5. Leave recommendation up to requesting state 
but do indicate whether or not we would be 
willing to accept supervision if the subject 
is placed on probationc 
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XVII. N.H. REQUESTING OUT-OF-STATE INVESTIGATION: 

A) ~inition 

N.H. requests another state to conduct a presentence 
investigation on a subject residing in that state. 
~: Some states, such as Massachusetts and New 

York, will not honor such a request if the 
subject has not been found guilty. 

B) Procedure 

1. The Probation Officer shall prepare a letter 
requesting another state's (receiving state) 
assistance in conducting an investigation 
for New Hampshire. 

2. The letter shall be reviewed by the Supervisor. 

3. Upo~ approval from the Supervisor, the Probation 
Off1cer shall sign the letter, along with a 
space for the Director's signature. 

By:, 

Example 

Sincerely, 

John A. King, 
Compact Administrator 

John Doe . 
State Prbbation Officer 

4. On the letterhead, where it has address reply 
blank out, in order that replies will be for-' 
warded to Central Office. 

5. Include the following information with the 
Investigation Request. 

6. 

a. 
b. 
c. 
d. 
e. 

f. 

Identify the Court 
Identify offense and circumstances 
Police Report 
Indictment, Complaint or Petition 
Address of the offender or other 
location information ' 
Any other pertinent information 

Forward the original letter and two copies 
along with the material, to Central Office' 
and keep one copy for the district office }ile. 
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7. If you have not received a reply within 
30 days, contact Central Office. 
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XVIII. OUT-OF-STATE REQUEST FOR SUPERVISION: 

A) Goals and Objectives 

1. To assist other states in allowing proba-" 
tioners to move to N.H. while still on 
probation with the hope the move will make 
it possible for the probationer to be more 
successful in all areas affecting a proba
tioner's life style. 

2. To check conditions before a probationer is 
transferred to New Hampshire to determine 
if it is best for probationer to transfer 
to New Hampshire and let the other state 
know if New Hampshire can provide what is 
needed to rehabilitate probationer. 

B) Procedure for Investigating Reauest 

1. Central Office received from the Interstate 
Oompact of another state the request to 
supervise one of their probationers in New 
Hampshire. 

2. Central Office forwards the request to the 
appropriate district office to investigate. 

3. 

4. 

5. 

6. 

7.. 

8. 

9. 

The Supervisor assigns the superv~s~on re
quest for investigation to the Probation 
Officer. 

Administratively, the investigation shall 
be handled the same as all investigations. 

The Probation Officer shall contact the 
probationer requesting supervision. 

At the initial interview complete a social 
investigation facesheet. 

The investigation should clearly note per
tinent family information, employment, 
associates, attitude, etc •• 

A home visit should be conducted. Verify 
employment, using discretion. 

Complete case classification for supervi.sion. 
(see Supervision Section - pgs. 47 - 63) 
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11. 

12. 

1. 

2. 

3. 

4. 

Forward a letter to sending state, via Central 
Office relating information gathered in the 
investigation and indicating whether or ~ot 
supervision is accepted. If sup,e~ision 1.S 
not accepted be sure to specify the reasons. 

The Supervisor is to review the letter and 
upon approval the Probation Officer shall 
forward the original and two copies to 
Central for the Director's signature. 

Upon approval of the Director, actin~ as 
Compact Administrator, the response 1.S for
warded to the requesting state. 

The investigation for supervision of a pro
bationer should be completed within two . 
weeks, if possible, but not later than ~h1.rty 
days after receipt. If not completed w1.thin 
thirty days the Supervisor shall inform the 
Director as'to the specific reasons. 
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XIX. ANNULMENT INVESTIGATIONS: 

A) Goals and Objectives 

B) 

C) 

1. The purpose of the annulment provision of the 
S~es is to provide an added incentive for 
convicted persons to lead a law-abiding life, 
following their conviction and sentence, in
cluding compliance with any conditions they 
may have been required to live up to as part 
of a sentence or Probation or Conditional 
Discharge. The purpose of the investigation, 
under this statute, is to examine the peti
tioner's level of compliance and report back 
to the Court whether the individual is suitable 
for an annulment of his conviction. 

2. The annulment, while providing a clean record 
through the sealing of the record if annulment 
is granted by the Court, still places the of
fender under an obligation to not break the 
law because if convicted the prior record is 
no longer sealed. 

Statutory Authority 

The statutory authority and criteria for sentencing 
an individual are generally outlined under RSA 651:2, 
§entences and Limitations, and are specifically desjg-

nated for each disposition appropriate for annul
ment considerations, they being Probation (RSA 65l:2V), 
Conditional Discharge (RSA 6,51: 2VI) I and Unconditional 
Discharge (RSA 651:VIII). The statutory authority and 
criteria for conductin an annulment investi ation is 
outlined in RSA :, isposit1.on 0 ertain Records 
(See pages 82-83). 

Report Format & Category Explanation 

1. Offense 

Statement describing the original offense, 
the prosecutive authority, date of the of
fense, date of sentence, Court, sentence and 
any other salient information concerning the 
original charge. 

2. Level of Compliance 

In instances of a Conditional Discharge, de
termine and state,whether all obligations have 
been met, i.e., fines paid, restitution made, 
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completion of counseling program, etc.. In 
cases of probation, the file should be re
viewed as well as chronologicals of the in
dividual's supervisory period, subject to a 
synoptic description and assessment of the 
probationer's performance. 

A statement describing whether the applicant 
has been free of any subsequent arrests, con
victions or prosecutions since the date of 
original conviction. Verification is obtained 
by way of a New Hampshire State Police record 
check, informal inquiries with police depart
ments in the localities in which the appli
~ant has resided and, when appropriate, a 
New Hampshire Motor Vehicle record check. 
If the applicant is out of state, an inter
state record check should be doneo 

If in any instance subsequent police or Court 
involvement is de'cermined, all applicable 
documents should be obtained, i.e., police 
reports, Court records, etc •• A description 
of such circumstances should be specifically 
stated in the report. When appropriate, con
sideration should also be given to any criminal 
record prior to the original date of conviction 
to insure a comprehensive depiction of the ap
plicant's background in regard to this area of 
examination. 

Biographical Summary 

Under this section, a general statement is pro
vided addressing the relevant background in
formation concerning the applicant, with par
ticular focus on updating the Court of the 
individual's status and efforts subsequent to 
the date of conviction. Key areas of stability 
examined should include residence, family 
status, education, employment and special cir
cUmstances of note. 

In this section should be included a descrip
tion of the~itioner's reason(s) for seeking 
the annulment of the record and the future 
rehabilitative purpose of an annulled record. 
In addition, note if the local police, County 
Attorney, or Attorney General objects to the 
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annulment application and, if possible, list 
reasons for opposition. 

4. Assessment 

Interpretative statement of report evaluating 
whether the annulment of the record would 
assist in the applicant's rehabilitation and 
be consistent with the public welfare. 

5. Recommendation 

A specific statement indicating whether the 
annulment should be granted or denied. 

6. Sources 

Identification of referential sources. 

7. Attachments (if necessary) 

a. Police Record Check(s) 
b. Reports of ancillary agencies that may be 

applicable. 
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xx. THE INITIAL INTERVIEW: 

The initial intervlew with the defendant may be at the County 
Jail at the defendant's home, at the office o~ elsewhere. 
The ideal interview situation, however, is alone with the de
fendant at the office. If the interview takes place outside 
the office it would be desirable to have it prearranged so the 
defendant ~an be free of interference by family members or 
other persons. The physical surroundings and atmosphere s~ould 
be conducive to a good interview relationship and helpful ~n 
placing the defendant at ease. The following are helpful points 
to keep in mind. 

A) 

B) 

Send a copy of all correspondence with the defendant to 
his attorney. 

Before you begin interviewing the defendant ~xplain the 
nature and purpose of the investigation to h~m. 

1. 

2. 

3. 

4. 

5. 

The report provides the Court with information 
on the defendant's social cir'cumstances so the 
judge will be able to make an informed deci
sion when determining the sentence. 

The position of the Probation Officer is neu
tral, he does not help the state prosecute 
the case, or the defense attorney present 
the defendant's side. 

If the defendant is found guilty, the prosecu
tion and defense will make recommendations for 
sentencing. The probation report will also 
include a recommendation for sentence. However, 
the Courts are not bound by any of these recom
mendations. 

If the investigation is being completed before 
a plea or finding of guilt, the offense is not 
discussed. The defendant does not admit any 
guilt or waive any rights by participating in 
the investigation. 

When the report is completed it is sent to the 
Clerk of Court. Both the prosecutor and defense 
attorney are notified and the report is avail
able for their personal review through the 
Clerk of Court. The defendant will have an 
opportunity in Court to object to or correct 
any contents of the report. 
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C) 

D) 

E) 

F) 

G) 

H) 

6. The recommendation of the probation report 
will not be as a result of plea bargaining 
between the prosecutor and defense attorney. 

The consent form must be signed by the defendant, n2 
exceations, before doing the interview. Ma.ke sure 
theefendant can read and understand the consent form, 
if not, read and explain it to him. If he refuses to 
sign DO NOT do the investigation but contact the de
fendant's attorney. (see Appendix A) 

Complete the facesheet. Make sure all the questions 
have been answered. Depending on how you interview, 
stop at appropriate places and obtain additional in
formation. 

Go over the defendant's prior record, explore any dis
crepancies or additional charges not included in the 
state police record. Also, any previous probation and 
parole. 

Have release of information forms signed before the 
defendant leaves. (see Appendix A) 

Tell the defendant to keep us informed of any changes 
of address employment, etc. between now and the time 
when he go~s to Court. Ask him to contact you if he 
has forgotten to tell us something. 

Inform him you may require another interview. 
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XXI • STATE POLICE RECORD CHECK - PROCEDURE: 

A) 

B) 

C) 

D) 

E) 

Forward three copies of the police request form used 
to request state police records to Central Office. 

Check for a previous record in your office where a 
state police record has already been received. If 
there is one, take the BCI number from top of the 
first page of the state police record (usually six 
numbers), and place under the date of birth. This 
will expedite the search for the police records. 
With the BCI number, State Police can go directly 
to the folder. 

When making out index card after finishing investiga
tion and before forwarding to Central Office, include 
BCI number on line under school dropout. 

Central Office will also check to see if there is a 
prior ~ecord listed at Central Office. If so, BCI 
number will be included under date of birth column. 
All new BCI numbers will be listed on master index 
card as received for future reference. 

Request the state police record as soon as you receive 
information to start your investigation. This means 
you will receive the request early enough to assist 
you in your investigation. The State Police send a 
copy of the request to the County Attorney in your 
county. 

F) Completion of State Police Record Check form (see 
Appendix A). 

1. Accurately record defendant's name, any alias, 
address, date of birth, sex and race. 

2. Clearly designate the offense(s) with which 
defendant is charged. 
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XXII. STATE POLICE REPORTS: 

A) Juvenile Police Reports 

B) 

1. 

2. 

3. 

Juvenile state police reports are provid.ed 
only by the State Police Central Office in 
Concord. 

Forward your request for juvenile police 
reports to Central Office. 

If you know the state trooper who did the 
investigation, it would be a great assist to 
the people at State Police to have the case 
number on the individual from the trooper 
who wrote the report. This would also guar
antee we are getting the right police report. 

4. Send only two copies of request to Central 
Office. 

Adult Police Reports 

1. All state police felony reports will be for
warded to New Hampshire Probation Department 
automatically. 

2. The police report will now contain the full 
police report, not just the synopsis forwarded 
in the past. 

3. Do not destroy any of the police reports even 
if you do not have a case when report is re
ceived. File, so if later assigned an inves
tigation, you can go to your own file to get 
the report. 

4. M,isdemeanors investigated by State Police will 
be provided only by special requests. If you 
need the state police report on misdemeanors, 
forward a request to Central Office. These 
will not be provided automatically. 

5. On state police misdemeanor requests, get 
case number from state trooper who wrote the 
report if you know which trooper did report • 
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XXIII. FBI RECORDS AND REPORTS: 

A) Reports 

Information from the Federal Bureau of Investigation 
is available to state and local agencies of the Crimi
nal Justice System, including Probation. 

The only time a report may not be released is on a 
pending investigation. If an investigation is pending 
and information is needed, contact Samuel Matson, 
Special Agent, Tel. 225-9201, Concord, New Hampshire. 

When requesting FBI police records or investigations, 
use official state or local district Court stationery 
over the Director's signature. 

When requesting information, include as much informa
tion as possible, such as local I.D. or state Police 
BCI Number. 

Information necessary: 

1. Name 
2. DOB 
1. POB 
4. Arrest - Dates and Places 
5. Any other pertinent or social background information 
6. Institutional Commitments 

B) 

7. A brief synopsis of what you believe the FBI 
might have available. 

Records ---
If you are requesting a prior criminal record, send in
formation directly to Washington: 

ATTN: 

Director of Federal Bureau of Investigation 
Identification Center 
J. Edgar Hoover Building 
Washington, D.C. 20535 

NOTE: Fingerprints are not necessary, unless you are 
trying to identify the subject under investiga
tion. 

C) Background Information 

For background information and investigations in the 
New England area, excluding Vermont, send the request 
to: 
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Special Agent in Charge 
Federal Bureau of Investigation 
JFK Federal Office Buildihg 
Government Center -
Boston, Massachusetts 02203 

D) Annulment of Records 

The FBI does not automatically clear annulled records 
from its computers. The originating agency that ar
rested the defendant has to make the request directly 
to the FBI. It is a police function (the arresting 
agency) to notify the FBI that a record has been 
annulled. 

Example: A subject is arrested and fingerprinted 
by Berlin Police Department and con
victed. The subject receives an annul
ment of record. Berlin Police Depart
ment, the originating arresting authority, 
request the FBI to return all records. 

The FBI is only a depository of records. When the 
police department notifies the FBI of an annulled 
record, the records in ~heir entirety are returned 
to the local police department. 

THE FBI DOES NOT REQUEST NOR USE JUVENILE RECORDS. 
Juvenile records are considered sealed by the FBI . 

If the FBI request information from Probation Officers, 
please have them contact the Central Office. 

If you are having any difficulties concerning access to 
information, please notify Central. 
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XXIV. VICTIM INPUT - PHILOSOPHY: 

A) Advantages of Probation Servicing Victim Input 
(Where Probation is Involved) 

1. Access to criminal justice information. 
As opposed to a private agency or one 
based outside the criminal justice system, 
probation has access to crime reports and 
other important data about specific victims 
and witnesses. There is a built-in fam
iliarity with referral sources. (THE PROBA
TION DEPARTMENT PROVIDES VICTIM SERVICES 
ONLY TO THOSE VICTIMS WHERE PROBATION 
OFFICERS ARE CONDUCTING PRE-SENTENCE REPORTS.) 

2. Probation understands the language and pro
cedures of the other criminal justice agencies. 
This allows for relative ease in negotiating 
changes and to PROVIDE VICTIM INPUT TO THE 
COURT. 

3. Probation is statewide. Organizations in 
individual cities or districts orten may 
compete for the same resources. A statewide 
probation·.based agency can work comfortably 
with statewide agencies. 

4. Probation knows local services and resour ces 
in each community. This resource experience 
benefits a victim and witness program. 

5. ProbAtion is casework-oriented and impartial. 
While police or district attorney programs 
can be construed as pro-prosecution, probation 
is impartial as an arm of the judicial branch. 

6. Probation Officers can PROVIDE INPUT for victims. 
By evaluation of serious offenders, particularly 
in light of the harm they have caused victims, 
Probation Officers can give the Courts specific 
information as to what a particular offense 
means in terms of the victim's suffering. 
Victim Input statements can be incorporated 
into presentence reports. 

7. Probation is an "official" agency. Probation 
has an easier time getting funding than some 
private organization or ad hoc groups, and 
gives the victim program certain authority. 
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B) Goals for the Victim Input 

1. To report and determine the financial loss 
as stated by the victim and to bring about 
some payment of restitution.' 

2. To develop a vehicle through which recovered 
property may be returned to the victim. 

3. To personalize crime by bringing the victim 
and the accused together in certain selective 
instances so that the offender sees that 
people are aff~cted by their actions and for 
the victim to see that the offender is a 
person of worth. 

4. To develop, through personalizing crime, 
treatment techniques that may be utilized so 
that the offender is not a recidivist. 

5. To be a resource person for the victim to aid 
him in receiving help from legal sources, 
counseling or treatment. 

6. To develop better public relations by showing 
an increased concern about the victim. 

7. Provide information on progress of restitution 
cases. 

C) Objectives 

1. The primary objective of the service is to 
enrich the presentence investigation report 
with the victim's version of the crime and its 
aftereffects on him for the sentencing judge 
to consider. 

2. To respond to the victim's crime related needs 
as perceived by the PSI investigator. Some 
of these may be met through simple direct 
services, while others are dealt with by re
ferring the victim to one or more 6f the de
partment's network of social agencies in the 
community. 

3. To use these victim contac~to better understand 
the offender. 
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4. To fashion the most appropriate sentencing 
recommendat~ons for his case. 

5. Whenever he is given a probationary sentence, 
to give his supervising Probation Officer in
sights on the most appropriate treatment plan 
to be followed. 

6. Inform the victim of the Court disposition 
and outcome of the case. 

D) Stage at Which Services Are Rendered 

1. Between the indictment and Court dispositional 
hearing on case or after finding of guil to' 

2. In some cases, through the subsequent period 
of probation supervision. 

E) Services 

F) 

G) 

1. The services all proceed from an interview, 
personal if possible, by the PSI investigator 
wherein the victim's statement is taken as 
part of the PSI report. 

2. Typical referral services are to locally 
known effective agencies. 

3. The PSI investigator obtains the documentation 
needed to formulate a restitution plan in the 
event one is ordered. 

4. Provide victims with Court's disposition. 

Service, Providers 

1. 

2. 

In the main, the providers of the Basic Vic
tim's Services are regular departmental staff 
responsible for preparing PSI reports. 

Regular Probation Officers supervising proba
tioners may continue services to victims 
initiated during the presentencing phase. 

The Basic Program 

1. The program operates entirely within the most 
traditional province of probation, where 
presentence reports are prepared and probationers 
are supervised in the community. 
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2. The program can be adopted purely on admin
istrative, professional or philosophical 
grounds -- the model requires virtually no 
new resources as a condition of implementa
tion. 

3. 

4· 

5. 

6. 

a. The administrative advantage of the 
service is performed by regular 
staff in the course of their regular 
duties. 

b. The: professional advantages are first 
to obtain a better understanding of ' 
the criminal's behavior, the better 
to help the Court arrive' at a just 
sentence and to use the same insights 
to better supervise and assist the 
probationer in the community. 

c. The philosophical advantages are to 
offer the community's victims a sense 
of participation in the sanctioning 
of their offenders, and to help many 
of them get their just due in the 
process. 

The department itself stands to gain some fav
orable public recognition by offering its social 
service skills and resources to offenders and 
victims alike. 

The Basic Program calls for probation staff 
who prepare presentence investigation reports 
to contact the victim in the course of their 
investigation. 

The major task in these victim interviews is 
~o document the victim's interest and concerns 
~n respect to the offender's sentence A 
primary focus of those concerns but ~ot the 
exclusive one, is on the approP;iateness of 
restitution as part of the sanction. 

The secondary but still important task is to 
look for an attempt to meet social service 
needs in the victim which cannot be dealt \'1i th 
by the sentence alone. Methods of meeting those 
~eeds include direct services by the investigat
~ng Probation Officer, by the Probation Officer 
who is later responsible for supervising the 
offender, or through referral services. 

,..,.., 



i<i':> 

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: INVESTIGATIONS 

SUBJECT: VICTIM INPUT - PHILOSOPHY 

~1----------------------~------__________________ : 
H) Program Characteristics 

1. The victim is considered an invaluable source 
of information. If the victim and offender 
are acquainted, the former often has useful 
insights about the offender's motives and. prob
lems; if strangers, the victim can often ac
curately depict at least a part of the offender's 
chara(.'te:r. Irhe 'discerning Probation Officer can 
usually see past the victim's anger and distress 
to obtain these insights. 

2. The need for social services, which are un
covered in the victim interviews, occurs fre
auently enough so the department can devise 
a special roster of community agencies as a 
referral network. 

3. The program has strong emphasis on restitution 
whether money or services. 

4. For juvenile and adults after finding of guilt, 
restitution planning during the PSI phase can 
develop into something similar to the mediation 
services more often connected to diversion pro
grams. Here, the staff attempt to work out a 
"reconciliation" between offender and victim -
often in an informal hearing -- so that the 
restitution sentence recommendation forwarded 
to the judge is subscribed to by both parties. 

5. Category in PSI will be labelled "Victim Input." 
In the input statement so conceived, the "costs" 
of the crime to the victim are calculated in 
four areas: property loss or damage; medical 
expenses; the psychological effects; and the 
social effects. Though no attempt is made to 
translate the psychological and social conse
quences of the victimization into dollars and 
cents, both are thought to be crucial parts of 
the "input statements" so that the sentencing 
judge (and the offender) can contemplate the 
full consequences of the offense on the person 
vdla::bated. 
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XXV. VICTIM INPUT - PROCEDURE: 

A) If a victim lives outside the county in which the 
investigation is being conducted, forward the 
victim part of the investigation to the district 
office in the other county~. 

B) Victims requesting their views to the judge be 
confidential, notify the victim that this is judi
cial discretion. That we will seal the information 
and forward to the judge marked: "Confidential." 

C) If a victim does not respond to department's letter 
within 14 days, then follow up with contacts such as 
phone calls, home visits, neighbors, police, and 
County Attorney, etc. to reach the victim. 

D) If there is a severe conflict concerning restitution 
between the victim, defendant and police, restitution 
should not be determined by Proba+.ion Officer, but 
inform the Cou~t of the differences. And if nothing 
can be determined at the Court hearing, then the vic
tim should enter a civil suit. 

E) See Appendix ".A" for samples of the victim letter and 
victim input form. 
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A good report must: 

A) 

B) 

C) 

D) 

E) 

F) 

G) 

H) 

I) 

J) 

K) 

L) 

M) 

N)' 

Convey information, fact'or opinion. 

Be comprehensive but not cumbersome. 

Be accurate in every detail. 

Ht3.ve eye appeal - a·ttracti ve as possible. 

Have paragraphs short - margins large. 

Use capital le~ters and underlining on headings. 

Hav(e 8dequate spacing of categories. 

Use simple words but don't eliminate big words, just 
make sure big word is appropriate and the meaning is 
clear without referring to a dictionary. 

Eliminate unclear phrases. Refrain from use of-to a 
lesser degree, not very often, has a tendency, etc •. 

Make good use of the short sentence. 

Exercise care in the use of opinion or hearsay infor
mation and so note it is hearsay or opinion. 

Make sure your report is not suffering from "constipa
tion of ideas and diarrhea of words". 

Be organized before dictating to prevent repetition. 

Be selective with the gathered material, providing only 
the significant material in the report. 

0) Be signed by Probation Officer - the officer's trademark 
of a good report. 
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XXVII. CONFIDENTIALITY OF REPORTS: 

A) Contents of Investigation 

It shall be the policy of the New Hampshire Probation 
Department that the information contained in the 
presentence report shall be kept confidential. Never 
is the information to be given over the telephone. 

B) Persons or Agencies Who Can Receive Report 

1. The Court 

2. Other probation departments 

3. State Prison 

4. youth Development Center 

5. state Hospital 

6. County Houses of Correction as long as in com
pliance with RSA 169-B:19 IV. 

Note: Once these agencies have a copy of the report it 
is then their responsibility to respect the con
fidentiality as the Court and Probation Department 
do. 

All reports to the above list are inly disbursed from the 
Central Office or the Court itsel ; unless a copy can be 
sent with the sheriff or police officer transporting 
the defendant (juvenile) to the institution. 

Investigations are not to be discussed between the Pro
bation Officer or Supervisors and the prosecutor or 
the defendant's attorney prior to the judge's disposi
tion. 

Both prosecutor and defendant's attorney are notified 
when the report is delivered to the Clerk's Office and 
have an opportunity to read it there. They do not read 
it in the Probation Office. 
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XXVIII. SUPERVISOR'S ROLE IN INVESTIGATION: 

A) 

B) 

C) 

D) 

E) 

Review and approve reports completed by all new 
Probation Officers for the first six months and at 
least half of them after completing proba'tionary 
period. 

Assign an experienced officer to assist but the re
sponsibility for a good investigation rests with the 
Supervisor. 

Investigation has to be completed within thirty days 
unless approved by the Supervisor. 

Investigations done in a timely manner so clerical 
help will not be given an abundance of investigations 
to type at one time. 

Supervisor must read every custody investigation to 
make sure i~ adequately prepared. 
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XXIX. WITNESS FEES: 

A) It shall be department policy that Probation Officers 
will appear in Court to testify on any type of inves-. 
tigation only in one of two ways: 

1. At the request or direction of the Presiding 
Judge, conveyed directly or through the Clerk 
of Court. 

2. Upon being served a subpoena which is requested 
by one of the parties of the action. This means 
the person receiving the subpoena is paid a 
witness fee ($30.00) plus mileage, if necessary. 

B) Whenever a Probation Officer receives a witness fee 
this money shall be turned over to Central for credlt
i~g to the General Fund, to Witness Fees. The excep
t~on to turning in witness fees, as in the case of Law 
Enforcement, is that if you are on an unpaid day off. 
In such a case, the Probation Officer shall keep the money received~ , 
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xxx. STATUTORY AUTHORITY: 

A) Overall Authority 

B) 

RSA 504:15-1 - To investigate at the request of any 
Court any case, matter~ or question, whether then 
pending or not and to report to such Court the result 
of such investigation, with recommendations. 

Presentence Investigations 

1. 

2. 

3. 

RSA 504:2 - No defendant shall be placed on 
probation until the report of the investigation 
by a Probation Officer shall have ~een pr~se~ted 
to and. considered by the Court havl.ng jurl,sdl.c
tion, provided that a justice of,the Supe~ior 
Court having jurisdiction may wal.ve such l.nves
tigation and report if he is satisfied they are 
not necessary • • • ~ 

RSA 651:4 - No person convicted of a felony 
shall be sentenced before a written report of 
a presentence investigation has been presented 
to and considered by the Court, unless waived 
by defendant and the State. The Court may, in 
its discretion, order a presentence investigation 
for a defendant convicted of a misdemeanor; pro
vided that, upon the recommendation of the pro
secution, the Court shall order a presentence 
investigation report where the misdemeanor VIas 
violent and the Court has reason to believe that 
the defendant committed a similar act within 
the past year. The report shall include a rec
ommendation as to disposition, together with 
reference to such material disclosed by the 
investigation as supports such recommendation. 
(Amended 1979, 377:9, eff. Aug. 22, 1979). 

Before imposing sentence, the Court shall take 
. such steps as may be necessary so that the 

defendant is advised, by his counsel, or other
wise as the situation' 'warrants, of the factual 
cont~nts of any presentence investigation, and 
afforded a fair opportunity to controvert them. 
The sources of confidential information need not, 
however, be disclosed. (Amended 1975, 158:-1, 
eff. July 25, 197~~~ 

RSA 50~:2-a (Filing Report) - In any criminal 
case involving an adult defendant, the Probation 
Officer, at the time of filing the report of the 
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C) 

investigation with the Court, shall notify 
counsel for the state and the defendant that 
said report is available at the office of the 
Clerk of Court for review and inspection. 

Juvenile Reports 

1. Delinguency Cases 

~: The, juvenile Court makes a finding of 
dell.nauency then requests a social 
investigation prior to a final dis
position. 

169-B:16 Adjudicatory Hearing 

III. If the Court finds the minor has committed 
~he alleged offense, it shall, unless a report 

done on the same minor less than three 
months previously is on file, order the proba
tion department or other appropriate agency to 
m~ke,an investigation and written report con
sl.stl.ng of, but not limited to the home condi
tions, school records and mental and physical 
and social history of the minor. 

When ordered by the Court, such investigation 
shall include a physical and mental eXRmination 
of the minor. • • • No disposition order 
shall be made by the Court wi thmlt first re
viewing the ir.vestigation report. 

IV. The Court shall share the report with the 
parties. The report shall be used only after 
a finding of delinauency and only as a guide 
for the Court d2termining an appropriate dis-
position for the minor. -

2. CHINS Cases 

169-D:14 Adjudicatory Hearing 

III. If the Court finds the child is in need 
of services, it shall, unless a report done on 
~he sam~ child less than three months previously 
l.S on fl.le, order the probation department or 
other ~ppropriate agenc¥ t? make an investigation 
and wrl.tten report consl.stl.ng of but not limited 
to, the home conditions, school ~ecord and the 
mental, physical and social history of the child. 
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When ordered by the Court, such investigation 
shall include a physical and mental examina
tion of the child, parents, guardian, or person 
having custody. The Court shall inform the 
parents, guardian or person having custody and 
child of their right to object to the physical 
examination or mental health evaluatioln. Ob
jections shall be submitted in writing to the 
Court having jurisdiction within five days 
after notification of the time and place of 
the examination or evaluation. The Court may 
excuse the child, parents, guardian, or person 
having custody upon good cause shown. No dis
position order shall be made by the Court with
out first reviewing the investIgation report, 
if ordered. 

IV. The Court shall share the report with the 
parties. The report will be used only after 
a finding that the child is in need of services 
and will be used only as a guide for the Court 
in determining an appropriate disposition for 
the child. 

3. . Victims of Juveniles 

On July 25, 1979 the Attorney General's Office 
ruled: 

As of August 21, 1979, the second sentence 
of RSA 504:2 will read as follows: 

Said investigation shall include an 
interview by the Probation Officer with 
the victim, if a natural person v or a 
member of his family, and said report 
shall include a summary of such. interview. 

The utilization of the word "shall" in the above 
sentence limits the discretion of the probation 
department, and mandates that in most cases the 
victim of a crime must be interviewea and that 
the substance of the interview be included in 
the probation report. As there is no exclusion 
for juvenile cases, the victims of crimes com
mitted by juveniles fall within the prOVisions 
of RSA 504:2, as amended, and those persons 
should be interviewed. 

Use of juvenile records when conducting an 
adult presentence report. 
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On November 20, 1979, the Attorney General's 
Office ruled: 

• • • While there may be another statute 
which prohibits the use of juvenile records 
when preparing a presentence report, the 
use of such records is not prohibited by 
RSA l69-B:35, and penalty provided in 169-B: 
36 would ~ be applicable. 

D) Victim Input 

RSA 504:2 - Investigations. No defendant sh~ll be. 
placed on probation until the report of the ~nvest~ga
tion by a Probation Officer shall have been presented 
to and considered by the Court having jurisdiction, 
provided that a justice of the Superior Court having 
jurisdiction may waive such investigation and :ep?rt 
if he is satisfied they are not necessary. Sa~d ~n-. 
vestigation shall include an interview by the Probat~on 
Officer with the victim, if a natural person, or a mem
ber of his family, and said report shall include a 
summary of such interview. 

In view of the above Probation Officers shall include 
a summary of an intefview with the victim or relative 
in their investigation and reports. 

NOTE: July 25, 1979. The Attorney' G:ne:al's Offi?e 
has ruled: ••• in most cases the v~ct~m of a cr~me 
must be interviewed and that the substance of the 
interviews be included in the probation report: ~s 
there is no exclusion of juvenile cases, the v~ct~ms 
of crimes by juveniles fall within the provision of 
504:2, and those persons should be interviewed. 

RSA 504:2 does not, however, ma~date that your inves
tigatory procedure be totally inflexible. As your 
inquiry pOints out (questions numbered 4 & 6) there 
may be circu.mstances under which it would be inappro
priate to interview the victim of a crime. If a 
Probation Officer reaches such a conclusion, he/she 
may request permission from the presiding justice to 
interview a member of the victim's family rather than 
the victim himself. In the alternative, an officer 
may seek an order from a justice of ·~he. Su:perior . Court 
granting permission to exclude the v~ct~m ~~ter~~ew. 
As such a justice may waivl'; the invest~gat~on ~n tts 
entirety, it is reasonable to conclude that the.justice 
may waive a portion of the investigation. In e~ther 
case, the facts supporting the officer's decision not 
to conduct a "victim interview" should accompany the 
officer's request to the Court. 
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In regard to your question number 3, the phrase 
"natural person" contained in RSA 504:2, is nor
mally defined to include only human beings. Thus 
the provisions of RSA 504:2 regarding victim inter
views do not apply to corporations, firms or associa-
tions. 

Your question number 2 relates to a subject area in 
which I have little experience. I can only suggest 
that in conducting a victim interview, the individual 
Probation Officer should remember that the report 
he/she will file should serve as a guide for the 
presiding judge. The amount of damage, desire for 
restitution, as well as any mitigating or aggravating 
circumstances appear to be legitimate areas of inquiry. 

E) Annulments (RSA 651:5) 

I. If a person who has been sentenced to probation 
or conditional discharge has complied with the con
ditions of his sentence, he may, at the termination 
of the sentence or at any time thereafter, apply to 
the Court in which the original sentence was entered 
for an order to annul the record of conviction and 
sentence. 

II. If a person who has been sentenced to uncondi
tional discharge has been convicted of no other 
crime except a traffic offense during a two-year 
period, he may apply to the Court in which the orig
inal sentence was entered for an order to annul the 
record of conviction and sentence. 

III. If a person under twenty-one years of age at 
the time of his criminal act is sentenced to imprison
ment and in a three-year period following his release 
has been convicted of no other offense except a traf
fic offense, he may, at any time after such three
year period, apply to the Court in which the original 
sentence was entered for an order to annul the record 
of conviction and sentence. 

IV. When an application has been made under Para
graph I, II or III, the Court shall require a Proba
tion Officer to report to it concerning any convic
tions, arrests or prosecutions of the applicant 
during the periods specified in those paragraphs. 

V. The Court shall enter the order applied for under 
Paragraph I, II or III if in the Court' s opi~·,ion the 
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order,will assist in the applicant's rehabilitation 
and wll1 be consistent with the public welfare 
Upon ent:y of the order, the applicant shall b~ 
treated ln all respects as if he had never been con
victed an~ senten~ed, except that, upon conviction 
of any crlme commltted after the order of annulment 
has been entered, the prior conviction may be con
sid~red by the Court in determining the sentEnce to 
be lmposed. ~ 

VI. Procedures governing application of an entr of 
~n order annulling a conviction shall be establi~hed 

y rule of Court. The application l' however, may be 
made through an attorney or by a Probation Officer 
if the applicant gives hiU! written authorization. 

i~I. ~hon entry of the order of annulment of convic 
lon, e Cou:t shall i~sue to the applicant a cer- -

tificate statlng that hlS behavior after the convic
tion has warranted the issuance of the order, and 
that its effect is to annul the record of conviction 
and sentence. 

VIII. In an application for employment license or 
other ~ivil right or privilege, or in a~y appear~nce 
as a wltness in any proceeding or hearing a person 
may b~ questioned about a previous crimin~l record 
only ~n terms such as "Have you ever been arrested 

b
for Ocr convicted of a crime that has not been annulled 
y a ourt?" . 

IX. Nothin~ in this section shall affect any , ht 
of the appllcant to appeal from his convictionr~~ 
sentenc~ or to rely on it in bar of any subsequent 
proceedlngs for the same offense. 

X. A,person is guilty of a misdemeanor if, during 
the 11fe of another who has had a record of convic
tion annulled pursuant to this section he di 1 
or communicates the existence of such ~ecord.sc oses 

NOTE: The Attorney General's Office on October 3 
1979, has taken the f 11 ' , o oWlng position concerning 
annulments as l't pert' t St alns 0 ate v. Doe, 117 
N.H. 260 (1977). 

1. An annulment may not be granted to a person 
over 21 that has received a suspended 
sentence as RSA 651:51 or 651:511 apply. 
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2. During the probation. invest~.gation for 
annulment the Probat10n Officer cannot 
refer to the fact that t~e pers?n has a 
prior annulment. Probat10n Off10ers may 
refer to an annulment if the person is 
reconvicted after the annulment. 
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I. DEFINITION AND PURPOSE: 

A) Definition' 

Probation is a legal status whereby a convicted (adult) 
or adjudicated (juvenile) offender is released by the 
Court into the community under the supervision of a 
Probation Officer. The offender's release is subject 
to the rules and regulations set forth by the Proba
tion Department, as well as any conditions specifically 
ordered by tbe Court. 

B) Purpose 

The purpose of probation stiperv1s1on is to ensure the 
protection of the community and rehabilitation of 
the 'offender. Probation supervision can be rehabili
tation oriented, or surveillance and enforcement 
oriented, or a combination of both. 

! , I 
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II. OBJECTIVES: 

A) To protect the community. 

B) Obtain the probationer's compliance with the orders of 
the Court and conditions of probation. 

C) Assist the probationer toward the successful completion 
of his or her probationary period. 

D) Supervise the probationer's behavior and remain abreast 
of his or her conduct. 

E) Facilj. tate the reint.egration of the offender into the 
community at a reduced cost to the state. 

F) Assist the probationer in developing a positive atti
tude toward self and others. 

G) Assist the probationer in changing his lifestyle in 
order to become a more responsible, productive, law 
abiding member of the community. 

H) Assist the probationer through the use of social service 
agencies that can assist the probationer seeking employ
ment, alcohol and drug abuse counseling, and with family 
and financial problems, etc •• 

I) Keep advised of the probationer's overall progress while 
on probation in order to be able to petition the Court 
for an early release, or if warranted an extension of 
probation. 

J) Ensure that the probationer is returned to the Court 
for a violation hearing when he has failed to comply 
with the orders of the Court and/or the conditions of 
his probation. 

- 2 
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,III. STATUTORY AUTHORITY: 

A) Overall - Adults & Juveniles (RSA 504:15) 

1. To receive under supervision, upon request 
of the Court, any person placed on probation 

2. 

3. 

4. 

. . . 
To take charge of such persons before, at 
and after hearing of their cases as the 
Court may direct, and to perform any duties 
as Probation Officers assigned to them by the 
Board or any Court • • • • 

To supervise persons released on parole by 
any institution, if so requested by such 
institution, on such terms and conditions 
as may be agreed to by the Board. This re
sponsibility is usually handled by the New 
Hampshire Parole Department. 

To keep informed concerning the conduct and 
conditions of persons on probation and impel 
their obedience to the orders of the Court. 

5. To keep detailed records of each case • • • 
and to make such reports to the Courts and 
to the Board of Probation as they may require. 

6. ••• in case a probationer has violated any 
of the condi tic.ms of his probation, any 
Probation Officer with or without a warrant 
• • • may arrest him • • • • 

7. (RSA l69-A:6) Probation Officers shall effect 
supervision o~ juvenile probationers trans
ferred from another state under the Interstate 
Compact on juveniles. 

8. (RSA 651:56) Provides for supervision of adult 
probationers transferred from another state 
under the Interstate Compact. 

B) Delinquent Children (RSA l69-B) 

1. Applicability of Chapter, Purpose. This 
chapter shall apply to delinquent children 
as defined in RSA l69-B:2. This chapter 
shall be liberally interpreted, construed 
and administered to effectuate the following 
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purposes and policies. 

2. To encourage the wholesome, moral, mental, 
emotional, and physical development of each 
minor coming within the provisions of this 
chapter, by providing him with the protec
tion, care, treatment, counseling, super
vision and rehabilitative resources which 
he needs and has a right to receive. 

3. Consistent with the protection of the public 
interest, to remove from a minor committing 
a delinquency offense the taint of criminal
ity and the penal consequences of criminal 
behavior, by substituting therefor an indiv
idual program of counseling, supervision, 
treatment, and rehabilitation. 

4. To achieve the foregoing purposes and policies, 
whenever possible, by keeping a minor in 
contact with his home community and in a 
family environment by preserving the unity 
of the family and • • • • 

5. To provide effective judicial procedures 
through which the provisions of this chapter 
are executed and enforced and which recog
nize and enforce the constitutional and 
other rights of the parties and assures them 
a fair hearing. 

C. Children In Need of Services (RSA l69-D) 

1. Applicability of Chapter; Purpose. This 
chapter shall apply to children in need of 
services as hereinafter defined and shall be 
construed and administered in accordance with 
the following purposes and' policies: 

2. To recognize that certain behavior occurring 
within a family or school environment indicates 
that a child is experiencing serious diffi
culties and is in need of services to provide 
him with the treatment, care, guidance, coun
seling, discipline, supervision, and rehabil
itation necessary to assist him in becoming 
a responsible and productive member of so
ciety. 

- 4 -
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3. To recognize that we must no longer bring 
the weight of family problems down on the 
child alone but that parents must be made 
aware of their contribution to the problem 
and must account for their role in the sol
ution of the problem; 

4. To keep a child whenever possible, in contact 
with his home community and in a family en
vironment j by preserving and strengthening 
the unity of th~ family and separating the 
child from his parents only when it is clear
ly necessary for his welfare or the inter
ests of public safety and when it can be 
clearly shown that a change in custody and 
control will benefit the child. 

5. To provide effective judicial procedures 
through which the provisions of this chapter 
are executed and enforced, and which assure 
the parties fair hearings at which their 
constitutional and other rights as citizens 
are recognized and protected. 

6. To achieve the foregoing purposes and poli
cies by providing each child coming within 
the provisions of this chapter with the 
treatment, care, guidance, counseling, dis
cipline, supervision, and rehabilitation 
resources which he needs and has a right to 
receive. 
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IV. SUMMARY OF POLICIES AND PROCEDURES: 

A) Assignment of Cases 

All supervision cases shall be assigned by the Super
visor to individual Probation Officers withtn their 
districts. Upon assignment of a case the P~obation 
Officer's initials are placed on the ~aster ir.>:dex card 
in the upper right-hand corner for identificativn. 
Also, the Probation Officer's initials should be on 
th~ case file folder name identification tag. Dis
tr1ct Office Supervisors shall assign and distribute 
cases in a manner which will equalize workloads. 

B) Types of Cases Assigned 

The type of cases assigned vary and will include 
adult and juvenile probationers, collection offtnes 
or restitution, unofficial probation supervision, non
reporting probationers, work release or visitation 
supervision. From time to time Courts request super
vision of individuals under special circumstances. 
These cases are to be handled in compliance with the 
Court's order. 

C) Case Set Up 

Upon the assignment of a case for supervision, the 
case folder shall be reviewed by the Probation Of
ficer. In most circumstances it will include~ 

1. Case folder with name of probat~and 
initial of supervising Probation Officer 
on the identification tag. 

2. Presentence Investigation with prior 
record check. 

3. Presentence Consent Form signed by pro
bationer. 

4. Release of Confidential Information form 
signed by probationer. 

5. Miscellaneous correspondence. 

6. Supervision Caseload Scale. 

7. Completed Chronological up to First Session 
Interview. 

- 6 -
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8. If restitution is involved and determined, 
this should be included in order to assist 
in the completion of update notice. 

D) Dual Supervision 

Supervision cases should initially be checked for 
duplicity of supervision. There may be instances 
where an individual is on probation for a previous 
case within the office. These cases should be com
bined, counted as one case and supervised by one 
Probation Officer. In cases where there is dual 
supervision by parole and local probation or other 
district office, a determination of the method of 
supervision should be discussed with the district 
office Supervisor. The appropriate other agency 
should be contacted and a mutual agreement reached 
as to future supervision of the individual. 

E) Work Release 

In cases which are designated as Work Release, there 
are differences between counties as to how they are 
handled. However, the following are the statutes 
under which Work Release is granted: 

1. Release For EmploYment or Rehabilitation 
(RSA 651:19) . 

Any person who has been committed to a 
penal institution other than State Prison 
under a criminal sentence may be released 
therefrom by the sentencing Court at the 
time of sentence or at any time during the 
term of sentence for the purpose of obtain
ing and working at gainful employment or 
for such other purpose as the Court may 
deem conducive to his rehabilitation, for 
such times or intervals of time and under 
such terms and condi~ns as the Court may 
order. Any part of a day spent in the free 
community under such a release order shall 
be counted as a full day toward the serving 
of the sentence unless otherwise provided 
by the Court. If a person violates the 
terms and conditions laid down for his con
duct, custody, and employment, he shall be 
returned to the sentencing Court. The Court 
may then require that the balance of the 
person's sentence be spent in actual confine
ment and may cancel any earned reduction of 
his term. 

, ! 
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2. of Wa es 

In any criminal case, in addition to such 
other terms and conditions as may be im
posed by the Court, a defendant who has 
received a suspended sentence or who has 
been released under RSA 651:19 may be re
quired by the Court to surrender to the 
Probation Department or other agency des
ignated by the Court all or part of his 
wages ?r other income, less standard payroll 
deduct~ons required by law, earned during 
the time he is not confined under the sen
tence. The Court may direct that after de
ducting therefrom the cost of his mainten
an~e while not confined the balance be ap
p1~ed as needed for the support and main
tenance of his dependants and that any 
balance after such application be deposited 
in a savings account to be released to him 
or applied as needed for the support of his 
dependants as the Court may order before the 
expiration of his sentence. Upon expiration 
of his sentence the balance remaining shall 
be paid to him or hi s orde!'. 

3. Failure'to Report Deemed Escape (RSA 651:24) 

Any person released under RSA 651:19 or 
ordered confined under RSA 651:20 or 21 who 
willfully fails to report for confinement as 
ordered shall be deemed to have escaped from 
the institution to which he has been sen
tenced anG upon conviction shall be subject 
to the punishment provided for escape there
from. 

F) Incarcerated Probationers 

A defendant may be sentenced to a period of incarcera
tion prior to being placed on probation. In other 
cases ~he per~on may be placed on probation and the 
probat~on per~od runs concurrent with the confinement. 

In these types of cases the Probation Officer shall 
see the person once per month in order to maintain 
contact. The Probation Officer shall review and 
discuss the person's future plans upon being released 
and offer assistance to him in any appropriate way. 

- 8 -
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G) Non-Reporting Probation :J 

On occasion some Courts order non-rteporcting probhation, I,' 

as a specific condition imposed by he ourt. T ese 1 
cases shall be handled on a case by case basis with 
the Court's explicit cond'! tions written into the 
chronologicals. The supervision of these cases shall 
be governed by the Court's order. 

H) Collection Only: Fines & Restitution 

Cases which are referred for supervision and desig
nated as Collection Only (Fines or Restitution) are 
to be considered and monitored as are all other 
probation supervision cases. For classification pur
poses they shall be recorded as a minimum supervision 
case. These cases shall have a chronological which 
will indicate contacts that become necessary in the 
enforcement of the Court order. At the initial inter
view a payment schedule shall be discussed and a 
special payment plan and schedule of payments shall 
be set. A restitution pay card shall be set up and I 
an update notice forwarded to Central Office establish- '. 
ing the account. The update notice as well as the 
restitution card shall be clearly marked as a Collec-i 
tion Only case. On the reverse side of the update 
notice give the specific particulars regarding the 
fine or restitution. Once a repayment plan has been 
agreed upon~ it is the Probation Officer's responsi
bility to enforce these payments. If the schedule is 
not complied with take action by notifying the person 
of his delinquency;- and if the nonpayment CFtnnot be 
resolved within two weeks from the letter being sent, 
notify the Court. The Court may be notified by letter 
or petition, whichever is acceptable to the Court, 
and a request for either a capias or hearing date on 
the case. At the hearing the Probation Officer must 
be prepared to present the case with evidence of the 
original payment and schedule plan and specific 
reasons for probationer's failure to comply. 

I) Types of Cases Transferred 

Transferring cases is divided into four basic cate
gories: 

1. Out-of-State Transfers - These are cases 
transferred to other states which are 
parties to the Interstate Compact. (see 
section on Interstate Transfel"; pg. 64). 
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2. 

4. 

Transferred In - These are active probation 
cases being transferred from another district 
and received in your district office. 

Transferred Out - These are active probation 
cases being transferred out of your district 
to another. 

Intra-Office Transfers - These are cases trans
ferred from one Probation Officer to another 
within your office. 

J) Procedures Prior To In-State Transfer 

1. Facesheet and PSI report. 

2. Restitution if reauired shall be determined. 

3. Updates must be completed and forwarded to 
Central Office. 

4. The Rules and Regulations signed and witnessed. 

5. Ini tial ,interview completed. 

6. Caseload Classification Scale completed. 

7. Transfer Slip must be completed, si.gned 
and forwarded to Central Office. 

8. Form FR-114 (see Appendix B ) must have been 
sent to the receiving district office and 
returned as acceptable for transfer. 

9. If accepted, Notice to the Probationer of 
Transfer. 
Notice should include the office or Proba
tion Officer. This may be accomplished by 
letter or personal contact. ' 
N?TE: The type of contact and instructions 
glven to the probationer are entered in the 
chronological. 

10. When transferring within a district office 
the transferring officer and receiving offIcer 
should have a case conference. 

K) POlicy on Transfers 

1. Interstate requests which are transferred into 
the State of New Hampshire shall be super
vised by the State District Offices and not 
local Probation Offices. 
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2. 

3. 

4. 

Intra-State transfers from the State District 
Offices shall be supervised by State District 
Probation Officers. 

Intra-State transfers between local Probation 
Officers do not have to go through Central 
Office and can be transferred directly from 
one local office to another. 

If a local office wants a State District Office 
to supervise a case, it shall go through the 
Central Office. 
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The probationer usually reports to the Probation Office 
immediately after being placed on probation by the 
Court. The Probation Officer is not usually present 
in Court at the time of sentencing, so in most cases 
the Court instructs him to report to the Probation 
Office immediately after sentencing. In the event 
the probationer does not report to the office after 
Court, upon receipt of the disposition slip, the 
probationer shall be notified by letter or phone to 
report to the office on a specific date and time. 

B) District Court Cases 

The Probation Officer is usually in Court at the time 
of sentencing and therefore the initial reporting 
or contact takes place immediately after Court. The 
juvenile and his parents shall be present during the 
initial interview. 

C) Initial Supervisory Contact 

The Initial Supervisory Contact (referred to as ISC) 
is the first official meeting between the probationer 
and the Probation Officer. It is the most important 
contact, for it sets the tone and direction of further 
contacts throughout the period of probation. It is ·a 
crucial meeting in establishing a proper relationship 
with the probationer. The ISC should take place at 
the district office. 

D) ISC Objective 

The objective is to lay the foundation for a mutually 
cooperative relationship that can contribute to the 
probationer's successful completion of his period of 
probation. In order to be aware of the probationer's 
background, and to be able to assess his problems and 
needs, and determine the intensity of supervision 
required, the supervising Probation Officer should, 
if practicable, complete the following preparations 
prior to the initial supervisory contact: 

1. Review in detail the entire case file to 
include PSI~ records of prior involvement 
with the Department, disposition, prior 
record, police report concerning current 
offense, c(assification sheet, psychologi
cal and psychiatric reports, as well as 
any other pertinent documents or correspondence. 

- 12 
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SECTION: SUPERVISION 

SUBJECT: INITIAL CONTACT 

('I --~ ------------------------------------~---------------------------------------

2. If not previously completed work up a pre
liminary classification sheet so that a 
reliable reporting schedule may be estab
lished immediately. 

3. Review the probation plan with a view toward 
immediate implementation. 

E) Items To Be Covered 

1. Disposition - review with probationer. 

2. 

3. 

5. 

6. 

Explain purpose of probation and what the 
probationer can expect for rewards and 
sanctions. 

Rules and RerelatiOl1S - Review and execute 
Probation Ru~s and Regulations - original 
and one copy, to be signed by probationer 
and witnessed by Probation Officer. One 
copy to probationer, original in file. 

Comprehensive discussion of probationer's 
current' situation. - Conduct a comprehensive 
interview to complete your understanding of 
probationer and his situation. Update pro
bationer's status as to residence, employment, 
school or any significant problems. 

Probation Officer's Roles - Make known the 
various roles you must fill as Probation 
Officer, and those roles you might possibly 
fill in your relationship with the probation
er, i.e., officer of the Court, counselor, 
referral source and advocate. 

Probation Plan - Discuss the probation plan with 
the probationer, update and implement. Iso
late problems and make referrals as necessary; 
i.e., drug treatment, psychological treatment, 
employment referral. 

7. Money Payments - Where payment of fines, resti
tution, counsel fees is ordered through the 
Probation Department., the Probation Officer 
shall advise the probationer of the payment 
procedures, and a specific payment schedule 
shall be established. A payment card (see 
APpendix B ). will be setup and a restitution 
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SECTION: SUPERVISION 

SUBJECT: INITIAL CONTACT 
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'.' 

" update (see Appendix B) completed in duulicate 
with the original forwarded to Central and copy 
in folder~ A completed facesheet will also be 
~orWarded to Central along with the update. If 
th~restltution amount has not been determined, 
an update and a face sheet will still be forwarded 

. to Central with a notation on the update, "Rest-
.' i tution amount not yet determined." As soon as 
'the Probation Officer determines the restitution 
figure, another update will be forwarded to Cen
tral listing the total amount to be paid. Story 
on back of update. 

8.. Civil Status- Probationers who express concern as 
to the effect of the conviction on their status 
as citizens should be advised of the provisions of 
Chapterl07-A of the Revised Statutes Annotated, 
excerpted and condensed as follows: 

A' .convicted person l"etains all of his 
rights, po;litlcal, personal, civil and 
otherwise, including the right to hold 
public office or employment, to vote, 

" , "to deal in property, to enter into con-
tracts, to sue or be sued, and to hold 
offices of private trust in accordance 
with the law, except as follows: 

A person convicted of a felony, from the 
'time of his sentence until his final dis
charge, may not vote or become a candidate 
for public office; except ,a felon may vote 
in an election if his sentence is suspended 
with or without probation, or he is paroled 
after commitment to imprisonment. 

A public office is forfeited upon conviction 
of.a felony. 

9. Firearms- Probationers convicted of a felony are 
by RSA 159:3 prohibited from owning, controlling, 
possessing or using any pistol or revolver. New 
Hampshire statutes do not bar a ~elon from having 

. and using rifles, shotguns, bows and arrows, nor 
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PROBATION MANUAL 

SECTION: SUPERVISION 

SUBJECT: INITIAL CONTAC'r 

F) 

10. 

is it forbidden for them to request and be issued 
a hunting license if otherwise qualified. The U.S. 
Code forbids these rights to felons as provided 
in Title VII 1968 Omnibus Crime Control and Safe 
Streets Act, as amended by Title III of the Gun 
Control Act of 1968, Sect. 1201 and 1202. 

It should be noted, however, that Rule #9 of the 
probation rules and regulations states: 

The probationer shall not receive, possess, 
or transport any weapon, explosive or firearm. 

Reporting Schedule - The Probation Officer will estab
lish a specific reportin~ schedule with the proba
tioner, and will make a efinite next appointment 
for an office visit. The reporting schedule will be 
determined according to particulars of the case and 
the level of supervision at which the probationer 
is classified. 

The Probation Department has the following three 
levels of supe~lision: 

Frequency of Contact 

Intensive • • • • • • • • • • . • Weekly 
Moderate • • • • • • • • • • • • Bi-Weekly 
Minimum • • • • • • • • • • • . • Monthly 

At the close of the Initial Supervisory Contact, the 
Probation Officer will also make an appOintment with 
the probationer for a home visit; as such a visit 
must be made with all new probationers within 60 days. 

Chronological Record 

The Probation Officer is responsible for seeing that page 
one of the supervision chronological (see Appendix B) is 
completed to include probationer's name, date of birth, 
disposition, date of disposition, terminat~on date, probation 
plan, level of supervision, total amount of restitution, 
fine, counsel fees, if any, and entry of initial contact. 

~: The entry of the initial contact should contain all 
salient details of the initial interview t recorded 
immediately upon completion of the interview.' 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: SUPERVISION 

SUBJECT: TERMS AND CONDITIONS 
OF PROBATION 

--_--------------------------------------L-----------------------------------------
VI. TERMS AND CONDITIONS OF PROBATION: 

A) Adult (See Appendix!~j~g. 7, For Sample) 

1. Comply with all orders of the Court, includ
ing any order for the payment of money. 

a. The probationer is required to 
make payments either directly to 
the Court or victim as ordered by 
the Court or through the Probation 
Department as ordered by the Court, 
and/or as determined by the Proba
tion Department. This will vary 
depending upon the Court order and 
the particulars of the case. 

b. The Probation Officer is responsible 
for insuring that the probationer 
is fully aware of and understands the 
Court order. If payment of money is 
involved, the Probation Officer is 
responsible for insuring that the 
probationer is informed of the total 
amount to be paid, that the payment 
procedures are clearly indicated, 
that a specific payment schedule is 
established, and that the probationer 
fully understands all the particulars 
of his obligation. 

2. Report promptly to the Probation Officer at 
such times and places as the Probation OffIcer 
shall direct. 

The primary means of contact between the Pro
bation Department and the probationer is the 
office visit. Other types of contact include 
home visits, phone calls, letters, field con -
tacts, etc •• 

The Probation Officer is responsible for insur
ing that the probationer understands his obli
gation concerning reporting. The Probation 
Officer should establish and maintain a SteCific 
reporting schedule based upon the particu ars 
of the case, and the level of supervision of 
the probationer. 

The probationer must, in turn, realize and 
accept that he is required to report to his 
Probation Officer as the Probation Officer 
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SECTION: SUPERVISION 

SUBJECT: TERMS AND CONDITIONS 
OF PROBATION 

/,~ .. :, 
~c ______________________________________ -L ______________________ . __________________ __ 

directs. The probationer should also realize 
that such reporting is necessary in order 
that the Probation Department and the Court 
can be kept informed of the probationer's 
status. 

3. of 
or 

4. 

In order to be informed of the probationer's 
status , it is very important that when a pro'
bationer moves or changes jobs, he immediately 
notify his Probation Officer. The Probation 
Officer should emphasize the importance of 
this condition at the initial supervisory con
tact, so that there is no misunderstanding of 
its meaning or importance. 

The probationer must be made to realize tha~ 
it is his responsibility to keep the Probatl.Oll 
Officer-Informed of any changes in his resi
dence or employment; and that it is not the 
Probation Officer's responsibility to have to 
continuously be looking for the probationer 
in terms of where he is living or working. 

The key point here is that the Probation Officer 
is authorized to visit the probationer at his 
home unannounced or announced. The Probation 
01'flcer must exercise good judgment in making 
home visits, so as not to be accused of harass
ing the probationer. Home visits for the most 
part occur very infrequently, depending upon 
the particulars of the ca~e. Home visits are 
usually made to gi ve the Probation Offi.cer ad
ditional insight into the probationer's parti
cular situation. When a probationer has not 
reported and/or has not responded to letters 
directing him to report, a home visit is usual
ly made to determine if he is still living at 
the same address. 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: SUPERVISION 

SUBJECT: TERMS AND CONDITIONS 
OF PROBATION 

5. Diligently pursue some lawful employment. 

6. 

7. 

The probationer is to be lawfully employed 
or seeking lawful employment. The Probation 
Departmentis position as well as the Court's 
position in this regard is that a probationer 
who is employed or otherwise productively oc
cupied (school or other training) is less like
ly to be involved in further criminal activity 
while on probation. Employment should be ver
ifiable in terms of time involved and income. 
Although it is the probationer'e responsibility 
and obligation to seek and maintain steady em
ployment, the Probation Officer has a responsi
bility to assist the probationer through job 
referrals and follow-up action to help insure 
compliance with this particular condition of 
probation. 

Provide ade9uate support for all persons depen
dant upon hl.m. 

The probationer has the responsibility' of sup
~orttinR hip family or those iUdivi~uals depen
nan u on him. Ii the probatl.oner complie~ 
with t is condition of his probation, he is 
likely to be a more responsible, productive 
member of the community, and he is less likely 
to be involved in further criminal activity. 
In many cases an offender's family or depen
dants are supported by the State, County or 
City through Welfare or some other type of 
assistance. Requiring the probationer to pro
vide support for his family or dependants can 
help reduce the Welfare rolls and instill in 
the probationer a sense of responsibility, 
dignity and self worth. 

Not associate with ant persons of harmful 
character or who may ave Court ~~cords or 
others who may be specified by the Probation 
Officer. 

This is a very difficult condition to enforce 
as many probationers will argue that most~ if 
not all, of thei~ friends have criminal records 
are on probation, or have been in some kind of ' 
difficulty with the law. In essence the pro
bationer should be encouraged to avoid any 
association that might result in his becoming 
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SECTION: SUPERVISION 

SUBJECT: TERMS AND CONDITIONS 
OF PROBATION 
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8. 

9. 

involved in further difficulty. He should be 
encouraged to seek new friends and associates, 
to change his lifestyle if necessary, to dev
elop a positive attitude about himself, so 
as to improve his situation and avoid any 
further difficulty with the law. 

It is rare that a probationer is re
turned to Court solely for violating 
this particular condition of probation. 
It is more likely to be listed as one 

. of several reasons for a violation. 

In any event it is the Probation De
partment's position as well as that 
of the Court that R probationer is 
more likely to successfully complete 
his probationary period if he avoids 
unfavorable companions and associates. 
And,'this is what should be related 
to the probationer. 

Not illegally use or possess any drug nor 
visit or be resent where dru s are sold, 
dis ensed and or ossessed bothers. 

It is on rare occasions that a probationer 
is actually observed in these illegal ac
tivities. Information of illegal use or 
possession of drugs is from time to time 
gained from collateral sources such as law 
enforcement, family, or associates. When 
such information becomes available the matter 
should be discussed with the probationer and 
if substantiated by dependable sources could 
lead to a violation. Should the probationer 
be arrested or convicted of a drug offense, 
this could stand by itself as a violation of 
the terms of probation. 

Not receive, ~ossess, or transport any weapon, 
explosive or Lirearm. 

This rule is explained previously and care 
should be taken to make certain that the pro
bationer understands fully NH statute RSA 
159:3 and the Federal US Code Title VII. The 
Gun Control Act of 1968, Sections 1201 and 
1202, are in conflict with RSA 159:3. Under 
no circumstances does the Probation Officer 
have the authority to waive this condition. 
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SECTION: SUPERVISION 

SUBJECT: TERMS AND CONDITIONS 
OF PROBATION 
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11. 

12. 

Above referrals are usually stipulated by 
the s~ntencing Court. However, if such treat
ment 1S not specified and the Probation Officer 
has knowledge that such treatment is not spec
ified, but believes that such treatment is 
necessary, the Probation Officer shall discuss 
the possibility of referral with the probation
er and should attempt to persuade the probati.on
er to undergo appropriate treatment voluntarily 
Should this fail, the Probation Officer, if • 
warranted! may petition the Court to amend the 
order to ~nclude appropriate treatment as a 
condition of the sentence. 

NOTE: When petitioning the Court to amend a 
sentence be sure to outline the need for such 
request and be sure of your facts. 

Be of good behavior, observe all laws and keeE 
the peace. 

Goo~ behavior.impl~es that the probationer shall 
be 1n conform1ty w1th standard behavior accept
able to the community. Observe all laws im
plies that the probationer will not break any 
laws which might get him into further difficulty. 
Motor Vehicle Misdemeanors depending on the sev
erity of the offense should be considered as a 
violation of the rule. Keep the peace implies 
that the probationer should not participate in 
aggressive behavior toward others. 

(a) Not leave the state without permission from 
the Probation Officer. 

This rule is designed to keep track of probation
ers who want to leave the state for changes of 
residence or employment opportunities, etc •• 
It also serves to discourage indiscriminate 
moves by probationers. It should be explained 
to the probationer that moves out-of-state must 
be discussed well in advance with the Probation 
Offfcer and need his approval for good cause 
Should the decision be made to allow the mov~ on 
a permanent basis, the necessary out-of-state 
transfer forms must be completed before permis
sion is granted. As transfers take time to 
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SECTION: SUPERVISION 

SUBJECT: TERMS AND CONDITIONS 
OF PROBATION 

effectuate a travel permit (see Appendix B) 
may be given~ 

Where permission is only for short periods of 
time, such as visiting relatives or v.acations, 
travel permits are acceptable with a return 
date established~ When travel permits are 
issued, the probationer should be advised to 
contact his Probation Officer immediately upon 
his return. 

In cases where probationer lives on the state ' 
borders and does business in the adjoining state, 
travel permits or permission to leave the state 
is not required as long as the Probation Officer 
is aware that this is occurring. This, however, 
should be discussed at the time that the rules 
and regulations are signed and the situation is 
noted. 

(b) And hereby does agree to waive extradition 
to the State of New Hampshire from any state of 
the United States of America, +'he District of 
Columbia U'. S.A., the Commonwealth of Puerto 
RiCO

I 
or any other placer to answer any charge 

of v olating the terms 0 probation. 

This rule is primarily to effectuate a proba
tioner's return from outside the territorial 
jurisdiction of New Hampshire in the event 
he is in violation of his probation. Further, 
that a violation will be filed and capias 
issued for his return to the original sentencing 
Court. 

(c) Return to New Hampshire if directed ,to by 
the Probation Department. 

This is for the voluntary return of a probationer 
wi th or "Ii thout a formal violation of probation 
being filed. Failure to return upon written 
notice to the probationer could result in a formal 
violation being filed and his return would be man
datory w1der 12(b) procedures. There may be 
various reasons for requesting a probationer to 
return to the State of New Hampshire. 

Other terms or conditions ma~ be imposed bI the 
Court and shal! be presurrLed 0 be in addit on to 
the foregoIng. 

If the Court has imposed other conditions such as 
restitution, attendance at counseling agencies, 
medical treatment, or any restrictions other 
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B) 

than those enumerated in the rules and regu
lations, they should be included under this 
category. 

Juvenile (See Appendix,~, pg.~ For Sample) 

1. to the Probation Officer at 
as the 0 icer shall 

The Probation Officer shall determine a re
porting schedule in compliance with the 
Supervisory Scale and level of supervision. 
This should be discussed with the juvenile 
and his parents and they should be made aware 
of the time and places for supervisory visits. 
It is important that both the juvenile and his 
or her parents realize and fully understand 
the schedule. The schedule should be worked 
out so that it is reasonable and does not put 
an undue hardship on the juvenile or the 
parents in the event that they have to fur
nish transportation. This does not mean 
inconvenience, but it should be a schedule 
that can be reasonably kept. 

The responsibility of the Probation Officer 
once the reporting schedule is agreed upon, 9 

is to make certain that he is available to 
keep his appointments and when unable to do 
so, notify the juvenile or his parents of the 
necessity of breaking the appointment and ar
ranging for another. There is nothing so dis
concerting as broken appointments. 

The responsibility of the juvenile and his 
parents is to insure that appointments are 
kept. Should they not be able to keep their 
appointments, they should call and notify the 
Probation Officer. This should be explained 
at the time of the review and signing of the 
rules and regulations. If an appointment is 
broken without notice the situation should be 
discussed at the next visit or a contact 
should be made by telephone or letter to de
termine why the appointment was not kept 
This information shall be recorded 'in th~ 
chronological as a means of keeping updated 
and for further reference should it become 
necessary to refer to for a violation. 
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2. 

This may be the most difficult condition 
to address. It is necessary to establish 
curfew and it takes the cooperation of both 
the juvenile and parents. When dealing 
with curfews parents at times become in
flexible. They demand that the times be 
adhered to exactly and do not allow for 
even five munutes to go unnoticed. They 
must be convinced that they as well as 
their child must be reasonable; that,there 
may be occasions when the juvenile may be 
late and in these instances the child should 
call them and explain the situation to them 
if he or she is going to be much later than 
curfew. 

As a general rule the week nights are scheduled 
for 9:00 p.m. and Friday 'and Saturday 11:00 p.m. 
However, any setting of cur~ew hours should . 
be acceptable to the Probat10n Officer, juven11e 
and parents. This may take a great deal of 
effort and thought. In the final analysis 
the Probation Officer has the duty to estab
lish the curfew. He may have to be the arbi
trator and should listen to all concerned 
before setting curfew. Once it is established 
it must be adhered to and enforced. 

If there are serious disagreements regarding 
the curfew and there is a great deal of resis
tance, the problem may be brought to the at
tention of the Court with a recommendation for 
f.inal decision and order. This, however, 
should be as a last resort and only if agree-
ment is at an impasse. 

In the event that it is necessary for the ju:-.. 
venile to a'ctend or 'Participate in a special 
event, parental permission is necessary in 
the first instance. It generally is not nec
essary for the Probation Officer to become in
volved in these decisions unless absolutely 
necessary. 
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3. Attend school re and maintain rades 
as igh as poss e. 0 truancy. ot 
allowed to quit or withdraw from school 
without iUrmission of Probation Officer and 
parents! __ ardians. 

This rule is most important for those ju
veniles who are attending school. In a maj
ority of cases you will find that the juve
niles are underachievers, they have a history 
of truancy and have a very poor attitude. 
Consequently, they will have been disciplinary 
p~oblems and either are on the verge of being 
expelled, indeed expelled, or on some sort of 
suspension. If this is the case the Probation 
Officer should contact the school determine 
the problems and discuss them with the juve
nile and his parents. This information will 
be a.vailab1e and obtainable during the time 
of the presentence investigation, but in 
those cases where this information was not 
available every effort should be made to de
fine the problems with the school, juvenile 
and his parents. 

It may be necessary with underachievers to 
encourage a study program as well as tutorial 
assistance. This may be accomplished in various 
ways. Contact with guidance counselors, teach
ers, and other school personnel can be'helpfu1. 
Also, parents can be a good resource and should 
be encouraged to help with and supervise home
work. 

It must be realized that progress in grade 
averages may be slow. Students very rarely 
go from flunking to superior grades; but if 
the student has the ability, he also needs 
motivation and should be praised for positive 
be"avior. Sustaining the effort and reinforc
ing progress is paramount. 

Truancy cannot be tolerated and the juvenile 
and his parents must be made aware that should 
truancy occur the case will be brought back 
to Court. The responsibility is squarely on 
the juvenile in this regard. . 

In cases where the question arises regarding 
quitting or withdrawing from school the situa
tion should be discussed with everyone concern
ed, namely, the juvenile, parents and school 
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officials. 
appropriate 
fort should 
school. 

Then and only then can an 
decision be made. Every ef
be made to keep the child in 

4. Cooperate with parents/guardians at all 
times and be responsible in behavior, 
both at home and the community. 

5. 

While this rule appears specific and in
flexible, it should be realized that from 
time to time there are going to be differ
ences. It should be stressed that coopera
tion and responsible behaYior are required, 
but that when differences occur they should 
be discussed and reasonable solutions worked 
out. The Probation Officer should encourage 
discussion and communication between child 
and parents and not be put in a position of 
arbi trator on every single .issue. 

Discussions as to what is meant by cooperation 
and responsible behavior can become very com
plex, but if approached as ti') reas(mableness 
of interpretation and the abj.li ty of the par
ents and child to reach common g~ound the 
complexity is minimized. 

~~ceive counseling or therapy aOffaJ~ 
required by Court or Probation. ic~. 

This rule is quite clear. If the Court orders 
counseling or therapy, it is a mandate and 
the juvenile must comply. However, where the 
Probation Officer feels that counseling or 
therapy is required and it has rlOt b(~en made 
a part of the Court order, participation must 
be voluntary on the pa.:::"t of the juvenile and 
parents. If their cooperation is not forth
coming, then a Court order must be requested. 

In seeking the Court order a petition must be 
drawn, reasons for the request outlin.ed and 
a hearing must be held on that issue. The 
Probation Officer must be ready to present oral 
arguments supporting the request. The parents 
and juvenile must have an opportunity to be 
heard and the Court should make the final de
cision. In most cases this will not be nece's
sary, as when the Probation Officer is persuasive 
enough cooperation will follow. 
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The Probation Officer should be cautious 
and have good reason for such decision. 
Counseling and therapy is not always the 
answer to behavioral adjustment. 

6. Abstain from the use of all alcoholic 
beverages and illegal drugs. 

It is quite clear that no juvenile is per
mitted to use either alcoholic beverages 
or illegal drugs. First, they are not old 
enough by State Law and both activities are 
illegal. Any behavior of this type shall be 
considered a violation and the juvenile may 
be returned to Court. 

7. Not associate with any individual or group 
known to make use of illegal drugs with 
lersons who have Court records or {hose 
dentified by the Probation Officer. 

In general terms we are talking about per
sonal relationships which have been estab
lished by the juvenile over a. period of 
time and which are important to him or her. 
It is difficult for them to break these 
relationships. They often resist; and al
though told not to associate with these 
individuals or groups, do it either openly 
or covertly. 

The question then becomes how can these re
lationships be discontinued without return-
ing the juvenile to Court. The need to 
change these relationships is obvious. Juve
niles should be encouraged to change these 
associations for the rational reason that it 
may have been these relationships that got 
~hem into difficulty in the first place; and 
lf continued, they can only lead to further 
trouble. In addition, constructive suggestions 
should be made to have the juvenile participate 
in activities which will promote his associa
tion with groups that will give him positive 
contacts and establish positive relationships. 

In any case he should be told and understand 
that this rule is important and he must comply. 
That we are there to help him, but he is the 
only one who can disassociate from those 
groups and individu~ls. 
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8. 

9. 

If not a school student and if employed, 
you shall list earnings and the manner . 
tn which it is spent. If unemployed. you 
must actively seek employment or be enrolled 
in a program approved by' the Probation Officer. 

This rule means that if employed the juvenile 
shall provide an accounting of his income and 
on what he spends it. He should bring this 
accounting in on his regular vislts. At that 
time it may be reviewed by the Probation Offi
cer and discussed. suggestions as to the ex
penditures may be made at this time, taking 
into consideration the way the money is spent. 

If the juvenile is not in school or employed, 
it is the Probation Officer's responsibility 
to suggest ways for hi~ or her to look for em
ployment and to insure that the suggestions 
are followed. In many cases the juvenile' 
does hot have any particular skills and these 
must be developed. Community training programs 
should be explored '\',i th the interest of the 
juvenile in mind. He may be directed into an 
apprenticeship program if available, but with
out skills the juvenile is doomed to failure, 
which could be the employment pattern for his 
lifetime. 

It is important that they develop good work 
habits and this can only be done by the juve
nile working at something that he generally 
enjoys and thereby becomes a responsible 
employee. 

Notify the Probation Officer as to any change 
in address, school status or employment if you 
are working. 

This rule is specifically designed to make 
certain that any changes in the juvenile's 
address, school status or employment, if not 
in school, are reported immediately to the 
Probation Officer. The responsibility of re
porting these changes is with the juvenile and 
should be stressed to him. It is the Probation 
Officer's responsibility to record this infor
mation in the chronological so that if needed 
the juvenile may be located. 

'I 
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10. 

.4 • 

~. 

11. 

Pay at such times and in such amounts as 
determined by the Probation Officer all 
restitution that may be ordered by the 
Court. 

In the event that the Court orders restitu
tion this issue shall be discussed with the 
juvenile and his parents at the initial inter-

.view following the final Court hearing. A 
majority of juveniles do not work and have no 
income. They will be attending school or will 
be unemployed. 

In these cases the parents will have to become 
involved in the payment of restitution or a 
plan will have to be worked out for the juve-
nile to earn money to pay. The Probation Offi
~er sl;0uld work closely with the parents and 
Juvenl.le to devd.se a plan for the juvenile to 
earn money. This may be a part-time job or 
work around the house for which he may be paid 
by his parents. In any case it is best to have 
the juvenile earn the money to pay the restitu
tion through his own labors rather than his 
parents paying without any effect on the juve.~ 
nile. 

Once a plan has been established it shall be 
recorded in the chronological and made part 
of the recor~. The plan may have to be al
tered from tl.me to time to fit changes and 
these changes also should be recorded in the 
chronological. 

The main thrust should be that the restitution 
must be paid as it is part of the Court order 
and should be paid by the juvenile's efforts. 

Personal living quarters shall be 0aen at all 
reasonable times for examination an inspection 
by the Probation Officer. -

It shall be made clear to the juvenile and his 
or her parents that from time to time it is 
necessary to make home visits. At that time 
the Probation Officer can make an inspection 
of the living quarters to see the environment 
in which the juvenile lives. That those visits 
may be announced or unannounced, but they will 
be at reasonable times. Reasonable times may 

- 28 



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

l 
I 2'-----------L----------
jl

. 

be during the day and early evening hours. 
The only exception would be in cases of emer- [ 

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: 

SUBJECT: 

SUPERVISION 

TERMS AND CONDITIONS 
OF PROBATION 

12. 

! gency. ! 
The juvenile should have the responsil?ility I 
of caring for his or her room and keeping I 

some order and cleanliness. If during these I 
visits the juvenile's ro?m is not orderly or ii 
clean the Probation Offlcer may want to dis-
cuss this with him or his parents. However, 
bear in mind that every family has different f 
standards and that these have to ?e taken into I 
consideration. The Probation Offlcer must use t 
tact and reasonableness in his approach. Should i 
contraband of any kind be observed the Pr?bation 
Officer has the duty to report to the pollce 
for whatever action they wish,to tak:o This 
does not mean that the Probatl0n Offlcer may 
conduct a search of the premises, but can re
port anything he can observe. 

Not leave the state without the permission of 
the Probation Officer. 

The interpretation of this rule is t~at no .1 
juvenile is allowed to leave the sta e on a 
permanent basis without notifying his or her i I 
Probation Officer and proper plans made for a :1 
transfer of his or her supervision to another 
state under the terms of the Interstate Compact. 

There may be occasion when the juvenile leaves 
the state with or without his or her fam~ly f?r 
vacation and trips. In these cases th: Juvenlle 
or the parents shall notify the Probatlon Offi
cer However if, particularly in cases where 
the· juvenile ~d family live on the borders of 
other states and do their shopping or other 
business in another state, sp:cific pe~ission 
does not have to be obtained ln every lnstance. 
If this is the caFe, it should be reflected in 
the chronological. 

When the juvenile is going to 'move or will be 
out-of-state for a period of a week.or so, ,they 
should discuss this with the Probatl0n Offlcer 
in advance. Should it be an emergency, such 
as a death in the family, they should make ar
rangements to either call or have someone else 
call for them to notify the Probation Officer. 
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13. Special conditions made by the Court or 
Probati on Officer. 

The Court or Probation Officer may want to 
make special conditions or emphasize other 
conditions for the juvenile; and if so, 
these should be clearly stated under this 
rule. 

The special conditions may vary from case to 
case and should be tailored to a specific 
purpose. They are as binding on the juvenile 
as all other rules and must be enforced. If 
the Court establishes them they will be part 
of the Court order. If in the judgment of 
the Probation Officer a special condition 
should be attached and voluntarily accepted by 
the juvenile and parents, the condition is 
binding. If it is voluntary, by agreement, 
this shall be included in the chronological. 
Should there be disagreement, the Probation 
Officer shall petition the Court for approval 
of the condition and the juvenile and the 
parents have a right to be heard and a final 
decision made by the Court. 

Probation Officers should avoid including arbi
trary conditions in the rules and regulations 
for in case of violation they would have little 
or no effect. 

C') Miscellaneous 

1. 

2. 

Summary - The Terms and Conditions of Probation 
represent specific guidelines to which proba
tioners are required to adhere as a result of 
their status with the Court. Abiding by these 
terms and conditions will normally contribute 
to a probationer's successful completion of the 
probationary period. It is the Probation Offi
cer's responsibility as an officer of the Court 
to obtain the probationer's successful adher
ance to the terms and conditions of probation. 
Further, it is the Probation Officer's respon
sibility to clearly and fully emplain all of 
the con~ions of probation to the probationer. 

Probationer's Right to Petition the Court _ 
If the probationer questions the necessity or 
appropriateness of a term or condition of his 
probation or a special condition imposed by the 
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3. 

4. 

( I 

5. 

7. 

( 

Court, the Probation Officer may inform the 
probationer that through his attorney he may 
petition the Court to remove or modify a 
condition. 

If the probationer simply refuses to comply 
with certain terms and conditions of his 
probation, then he should immediately be re
turned to Court for a violation of probation 
hearing. 

Changing Conditions of Probation - Only the 
uudge has the authority to change the condi
tions of probation. 

Recommendations Received From Community Agencies 
If a~community agency eva1uation portrays that 
a probationer does not need the services that 
were ordered by the Court, the Probation Officer 
shall immediately write to the sentencing judge, 
advising him of the agency's position and re
questing further instructions. 

Recommending Alternative Commurlity Service -
Before recommending any altern.ative community 
services to the judge, make an initial explor
ation with the proposed agency to insure the 
client's suitability for that agency's services. 

Recommendations Made by a Probation Officer -
When a Probation Officer is of the opinion 
that a specific condition(s) is inappropriate 
or detrimental to rehabilitation, or a condi
tion should be added, the Probation Officer 
should write a letter to the sentencing judge 
or file a formal petition, recommending removal, 
modification, or addition of the specific con
di-cion( s). 
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VII. ONGOING SUPERVISION: 

A) Definition 

B) 

c) 

D) 

Supervision is continuous after the initial interview 
to termination of the probation period. 

Purpose 

The purpose of continuing supervision is to insure 
that probationers are contacted on the basis of 
classification. Further, that there is a written 
and update chronological of events which describe 
the results of the probation plan such as the pro
gress, problems, behavioral changes and resources 
utilized. 

Statutory Authority 

1. RSA 504:15 V - To keep informed concerning 
the conduct and conditions of persons on 
probation and impel their obedience to the 
orders of the Court. 

2. RSA 504:15 VI - To keep detailed records in 
each case, ..• and to make such reports 
to the Courts and to the Board as they may 
reqUire. 

Chronological Maintenance 

Chronologicals shall be kept on all adults and juveniles 
assigned for supervision and separated by their classi
fication category. Chronologicals shall be divided into 
four categories: 

1. Intensive 

2. Moderate 

3. Minimum 

4. Collection Only 

Under each category they shall be filed in alphabetical 
order. Chronologicals are not to be filed in case 
folders until a chronological page is used completely. 
The most recent chronological page is to be kept in the 
Chronological Book. 
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Chronologicals are to be dictated into the record no 
more than one week following the contac~. The Chrono
logical Books are to be kept in the district office at 
all times unless special permission is given by the 
District Office Supervisor to have them removed for good 
cause. 

In cases where restitution or fines are to be collected 
a restitution or fine card must also be maintained. 
These cards are to be reviewed by the Probation Officers 
on a monthly basis. Those individuals who are not pay
ing as the payment plan indicates are to be notified by 
letter of noncompliance. If the person continues not to 
pay, without good cause, after two weeks they are to be 
violated. Also, at the conclusion of the monthly review, 
Restitution Reporting Forms are to be completed and given 
to the District Office Supervisor for review. 

E) Reporting Schedules 

Reporting schedules, restitution and fine payments are 
to be established at the initial contact session. How
ever, if there is a delay,record the explanation in the 
chronological. 

The reporting schedule should be in accordance with the 
supervisory level. The responsibility for reporting is 
with the probationer. However, the monitoring of the 
schedule is the responsibility of the Probation Officer. 
It is the Probation Officer's responsibility to review 
the cases monthly and insure follow-up on those proba
tioners who are not reporting or should be reporting 
to social agencies. 

F) Referrals For Assistance 

Referrals for assistance which are received from various 
sources are to receive immediate attention. There may 
be referrals which cannot be complied with and in those 
cases letters should be sent to the person or agency 
outlining why their requests cannot be done. 

In those instances where we can assist the requests 
should.be honored immediately. If there is a delay the 
Probat10n Officer shall send a letter explaining thp. 
delay. This is a courtesy to the referring agent .. 

G) Home Visits 

Home visits shall be made within sixty days after the 
initial interview. A home visit can be a planned regular 
contact or as an unannounced visit. 
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A home visit is a means for acqu1r1ng a sense of the 
probationer's life-style and environment, the effect 
of other significant people in his life, the level 
~f phySicc;l c?mfort and security and the impact of 
those liv1ng 1n the home on the probationer's behavior. 
The information gained from the visit and observations 
made shall be recorded in the chronological. 

H) Reviewing Case 

Cases under supervision shall be reviewed on a monthly 
basis for type of contacts, reporting schedules, as 
well as follow-up on probation plans for each proba
tioner. The classification or supervisory level shall 
be reviewed every six months or sooner. These reviews 
shall be recorded and any changes noted in the chrono
.logical. Should there be changes in reporting schedules, 
payment schedules or supervisory levels the changes 
should be discussed, and the reasons explained to the 
probationer and noted on the chronological. 

I) Employment Verification or Education 

During.the supervisory process, it may become necessary 
to ver1fy the probationer's employment. Verification may 
be made by pay slips or personal contact with the pmployer. 
This verification is important - a condition of probation. 
Probationers who are not employed cannot support them
selves and are more apt to use illegal means to obtain 
income. Every effort shall be made to verify employment 
without jeopardizing that employment. 

For thoBe probationers who are tmemployed, and not in 
school or participating in training programs, the Proba
tion Officer should require more frequent contacts with
out necessarily clarifying his supervisory level until 
employment is obtained. . 

Measures suitable for unemployed probationers may include: 

1. Increasing personal contact to a weekly basis. 

2. Requiring a probationer to provide evidence 
of seeking employment such as: 

a. Listing of employers contacted. 

b.. Evidence of regular reporting to the 
office of the New Hampshire Depart
ment of Employment Security. 
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3. Requiring the probationer to show efforts 
to return to school,prepare for GED or, 
otherwise, improve his qualifications for 
employment. 

J) Progress Reports Out-of-State 

Progress reports on supervision for other states are 
to be submitted to the sending state on a semi-annual 
basis for New England States and a quarterly basis 
for others. The form entitled Parole and Probation 
Form IV - Progress and Conduct Report (see Appendix.B, 
pg. 10) shall be completed in its entirety and addressed 
to the Compact Administrator of the sending state. 
Under the section Conduct, Progress and Attitude, a 
summary of the probationer's conduct, progress and at
titude shall specifically be noted along with any other 
significant changes the probationer has experienced 
while under New Hampshire supervision. If additional 
space is needed, use the reverse side of the form. 

The supervising Probation Officer shall sign the form 
and type the Director's name, John A. King, in the 
space allotted for his signature. Three forms shall 
be executed, the original and one copy forwarded direct
ly to the sending state Compact Administrator via Central. 
One copy is to be retained in the case file. Note the 
date and place where the progress report was sent on the 
probationer's chronological. 

K) Early Termination 

Early termination is a process which may be considered 
for those probationers who have demonstrated that further 
supervision is not required. It may further be used as 
an incentive for a probationer to gain early release 
from the remainder of the period. The statutory author
i ty for this is provided in RSA 50~.:4 (Violation and 
Termination of Probation): 

The Court may at any time discharge a person 
from probation . • • . 

The probationer being considered for early termination 
must have been on probation for one-half the probationary 
term, and classified as minimum,or for good cause with 
the approval of the Supervisor. 

Further, to be considered for early release, the proba
tioner shall have completed all of his requirements as 
ordered by the Court, demonstrated a stable life-style 
and maintained steady employment. If the probationer 
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m~ets the above reqUirements, the process is to 

bt~on the Court for early release. The petition ~~~~ld 
e in the legal format as follows: 

PETITION FOR EARLY TERMINATION 

County SS 
Session Date 

State vs. (Name of Probationer) 

Court Assigned Number 

Probation Now comes the New Hampshire Department of 
and respectfully represents that: 

1. 

2. 

3. 

The above-named probationer was 
before the (Court) and sentenced 
to (Copy of Sentence). 

The said probationer has abided by 
the :ules and regulations and all 
cond~tions ordered. 

~he.f~llowing numbers should include 
~nd~v~dual reasons for the request 
being made for early release. 

full For the aforementioned reasons it is respect 
Y recommended that said (Probationer's ) -

granted an early release from probation. name be 

Respectfully submitted , 

Date ------
Probation Officer 

Approved --------
Date Approved 

------
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Probationers who would be considered for assignment 
are those who have special needs that may be helped 
by a volunteer. 

~~en considering a probationer for the assignment of 
a volunteer, the Probation Officer should use dis
cretionary judgment and the probationer shall be will
ing to enter into this type of relationship. If there 
is a great deal of resistance on the part of the proba
tioner the assignment will probably fail and do more 
harm than good. 

The statutory authority is outlined in RSA 504:19: 

The Director shall have the right, subject 
to regulation by the Board, to appoint 
qualified volunteer counselors to assist 
Probation Officers in the supervision, guid
ance and rehabilitation of-persons on proba
tion. The volunteer counselors shall serve 
without compensation. 

When an assignment is made the name of the volupteer 
and pertinent information concerning the assignment 
shall be recorded in the chronological. Thereafter, 
monthly contacts with the volunteer are mandatory. 
At the beginning of the assignment, the Probation Offi
cer shall monitor the assignment with both the proba
tioner and volunteer weekly for one month. 
NOTE: Refer to Volunteer Section of the manual. 

The vol~mteer shall submit monthly reports to the 
Probation Officer. These reports are to be recorded 
in the probationer's chronological. After one-half 
of the probation term has passed'-and' 'there are no 
problems with the probationer, upon the volunteer's 
recommendation, the probationer shall be considered 
for early release. 

M) Extension of Probation Period 

It may become necessary to request the Court to extend 
a probationer's probation period. The purpose of this 
is to allow more time for supervision, to complete 
programs or payoff fines and restitution, etc .. 
This shall be considered at least two months prior to 
the eJpiration of probation and only in the cases that 
require this consideration. 
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In order to obtain an extension, the Probation Offj.cer 
must petition the Court. Some Courts require the 
signatu1"t~ of the probationer as well as that of the 
Probation Officer. This will have to be dictated by 
local rulfSs. 

The petition shall be in proper legal form as out
lined under Early Termination of this section. 

N) Failure to Report 

In the first instance when a probationer fails to report 
within two weeks after final disposition, a letter is to 
be sent to the probationer's last known address advising 
him of the sentence and a request to report listing time, 
date and place. 

The letter should further note that noncompliance will 
result in the case being returned to the Court for 
further disposition. If the probationer, after one week 
of the notice, fails to respond to the letter, and if 
there is an attorney of record, he should be contacted 
and a copy of the reporting letter forwarded to him. 
Further, contacts with local police or· other available 
resources shall be attempted; as well as a home visit 
to the probationer's last known address. 

Should all efforts fail and contact cannot be made within 
one month from the date of sentencing, violation proceed
ings shall be initiated. 

In the second instance when probationers fail to report 
after their initial contact or during their probationary 
period as scheduled, a failure to report letter must be 
sent. (see Appendix B,pg.i(:l) If no response to this 
letter or the letter is returned, a search to locate 
shall be initiated. The Probation Officer shall personal
ly go to the probationer's last known address; and if the 
probationer still cannot be located, shall proceed to 
talk with neighbors, family and police to determine 
whereabouts. If this fails, a violation should be exe
cuted. 

0) Chronological Entries By Substitutes 

When justified another Probation Officer or Intern 
may conduct a scheduled office of field contact with 
a probationer for the supervising officer. The offi
cer or intern shall prepare the appropriate chronologi
cal notes to be included in the chronological. 
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The supervisory responsibility, including both the 
contact and recording of the contact may not be 
delegated to any person other than the above. If 
it appears to a supervising officer that an appoint
ment cannot be kept ~ this fact should be made knm'lTl 
to the District Supervisor who shall make other ar-
rangements. 

p) Collateral Visits and Contacts 

Probation Officers shall make collateral visits or 
contacts with family, social agencies, employers, 
schools, police authorities, C~urts, etc. ·to provide 
additional information regarding probationer's con-
duct. 

The information gathered may be helpful in the continu
ing supervision plan for the probationer and to insure 
the probationer is abiding by the conditions of proba-
tion. 
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VIII. CHRONOLOGICAL - CONTENTS: 

A) Definition 

~he chronological is a record.which reflects the 
robation Officer's work with a probationer along 

wit~ the , positive and negative aspects of the pro
bat10ner s progress. Case recording shall be clear 
and concise. 

B) Page One (~ee Appendix,B«, pg.4) 

1. Initial Items 

- The first page of the chronological - all 
categories shall be completed on the sheet. 
The release data shall be typed at the extreme 
right-hand side of the sheet and carried over 
to the additional sheets as necessary. 

The section indicating how often the probation
e~ is to report must be noted as either weekly, 
b1-weekly or monthly. If the probationer is 
on any other schedule of reporting insert 
the schedule or status if non-repo~ting. In 
th: event of changes in reporting schedules 
wh1ch may be made, this section should be up
dated to reflect the current reporting schedule. 
Further, the supervisory scale shall be noted 
in this sect1.on. As the scale changes the 
appropriate change should be made and ;easons 
for the change noted on the chronological. 

Under payments ordered by the Court, put the 
type, total amount and the amount to be paid 
as ~cheduled; weekly or Monthly, by the pro
bat10ner. 

When 'checking the juvenile or adult blocks at 
the top of the chronological sheet put in the 
age of the probationer. ' 

The first entry on the chronological will be 
the disposition made by the Court. This should 
include the offense, name of the Court, judge's 
name, the order and date of disposition. 

2. Probation Plan 

The second en~ry is the Probation Plan that the 
Probation Off1cer has written into the PSI 
However, if the probationer's circumstanc~s 
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indicate, this may change after the initial 
interview. 

3 .. First Session 

The third entry is the first se8sion with the 
probationer. At this time the Rules and Regu
lations are explained and it should be made 
explicitly clear to the probationer ~s to what 
is expected from him wnile on probatlon. Ques
tions by the probationer shall be answered as 
completely as possible. A copy of the ~ules 
and Regulations, after they have been slgned 
and witnessed, are to be p~ov~ded t? the pro
bationer. It is during thlS lnterv7ew that; a 
reporting schedule be established,wlth the 
probationer based on the supervislon scale., 
The supervision scale may be adjusted at thls 
time if any of the scale items have changed. 
Once the reporting schedule has been set it 
shall be adhered to. 

The probationer's attitude ~nd re~ction should 
be noted, especially when dlscusslng the Prob~
tion Plan. Every effort should,be made to galn 
the probationer's input and attltudes regarding 
the plan. 

If restitution is required, a payment pl~n ~hall 
be scheduled. This shall require a rea17stlc, 
payment plan based on the individual's flnanclal 
ability. The plan should specify the amount of 
payments, when these payments shall be made and 
the consequences if they are not ma~e. All pay
ments are to be made into the distrlct office 
and the probationer is to be instructed as to 
how checks or money orders are to be made out. 
All checks or money orders are to be made payable 
to the New Hampshire Department of Probation. 
Al~o the probationer's name shall be marked 
cl;a~ly on each check to avoid posting to the 
wrong account. The payment schedule should be 
recorded on the chronological entry and any sub
sequent changes in the plan should also be 
recorded at the time of change. 

During the first interview other info~ation to 
be ascertained for the chronological lS proba
tioner's employment, telephone number, address, 
domestic situation, etc. and shall be updated as 
it may have changed since the origitlal investi-
gation. . 
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Following the initial interview, each sub
'sequent entry shall be dated and identified 
as to type of visit as: OV - Office Visit, 
TC - Telephone Call, HV - Home Visit, CV _ 
Collateral, JV - Jail Visit, etc •. Any rele
vant and important changes should be noted, 
such as follow-up on referrals, the status of 
therprobation plan, arrests, etc •. Notations 
to the chronological such as:' "Everything is 
the same, " or ·"No changes," are not acce,ptable. 
Very few people go week after week, month after 
month, with no noticeable changes in behavior 
or status. 

C) OngOing Chronological ~ntries 

Information required would be a concise outline 
of the probat±oner's current status, problems, 
such as family, employment, arrest and the 
current progress the probationer is making 
under the probation plan. Every six months 
each probationer's chronological shall be re
viewed and the following changes could Occur: 
probation plans modified, changes in super
visory levels, potential for early release or 
possible violation and other relevant modifica
tions. 

In the event of Violations, all pertinent infor
mation shall be included in the chronological, 
including dispositions, modifications of the 
order, etc •• 

If a volunteer is assigned to a probationer, 
the date the volunteer is assigned, who the 
volunteer is and instructions given to the vol
unteer should be included in the chronological. 
The volunteer shall report relative to the behav
ior of the probationer and use the same format 
as the above. These contacts by the volunteer 
shall be written and indicated by the Probation 
Officer on the chronological. Volunteers shall 
provide monthly reports to the Probation Officer 
on the standard Volunteer Contact Forms. For 
further information, refer to the Volunteer 
section of this manual. 

Where probationers are referred, either by Court 
order or by the Probation Officer,to social 
agencies or other referrals, the Probation Offi
cer is responsible to monitor and follow-up with 
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the agency periodically for progress and com
pliance. Should it be revealed that the 
probationer no longer needs counseling or 
treatment, this shall be verified by the agency 
and so indicated in the chronological. 

Chronologicals shall be reviewed periodically 

j' 

I 
I 

I by the Director, Assistant Director and Super
visor. All chronological entries shall be no 
more than one week after the supervision contact. 
At the end of each chronological entry the Super
visor's and Probation Officer's intials shall 

I 
be entered. 

Probation Officers shall review all chronologicals 
monthly. If there is no contact an explanation 
shall be noted. 

Entries such as "letter to report" shall not go 
beyond two letters. If there is no response 
within one week after the second letter the 
Probation Officer is responsible for ch~cking 
the,probationer's last address, neighbors, 
pollce, parents, employment, etc •• If the 
Probation Officer is unable to determine the 
probationer's whereabouts immediately file 
a violation. ' 
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IX. DISCHARGE FROM PROBATION: 

A) Final Personal Contact 

As the period of probation approaches termination 
and the probationer has complied with the orders 
of the Court and the conditions of probation, the 
Probation Officer shall make every effort to discuss 
the termination with the probationer. The time 
should be spent in the discussion of the changes in 
the probationer's behavior, continued future goals or 
any other subjects which might be deemed appropriate. 

B) Letter of Discharge 

Following the expiration date and prior to closing of 
the case, a letter of discharge shall ~e sent to the 
probationer. The letter should be personal and con
gratulatory, and state that in the future the Depart
ment will be willing to assist in any constructive 
way possible. 

C) Procedure For Closing Case 

1. Mark the master index card as Closed, 
closing date and reason. 

2. Ensure the last contact is noted on the 
chronological, the date of closing, the 
reasons for closing, and that a letter of 
discharge was sent to the probationer. 

3. For out-of-state supervision cases, send 
the probationer a letter of discharge and/or 
the out-of-state Compact Administrator a 
letter stating that we are closing the case. 

4. Prepare a closing slip and one copy; both 
are to be signed by the supervising Probation 
Officer. Send the original closing slip to 
Central Office. 

S. Fill in the Log in Registration Book, under 
the Closed Cases section. 

6. File the case folder with all chronologicals 
included in Closed File by the year of closing. 

~: Closed cases are to be maintained in 
each district office for a two year 
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period. At the end of two years 
alphabetize the cases in a bOX, 
record the first and last name of the 
case on the box and forward to Central 
for storage in Archives. 

Restitution cards are not filed with the 
closed case files but are kept with all 
ledger cards closed for that year. 
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x. CASES WITH OUTSTANDING VIOLATIONS: 

Any case which has a violation outstanding over three months 
shall be placed on inactive status. There is a difference in 
inactivating cases and closing cases. A closed case is final
ized and completed where an inactive case may be reopened upon 
apprehension on the violation. 

If the Court upon hearing continues the case on probation, the 
case must be reopened and Central must be notified of the change 
in s~atus from ina~tive to reopened and counted on the monthly 
stat1stical report1ng form. If the Court discontinues probation 
the case is reopened and closed with a memo of explanation to ' 
C~ntral. In both instances a copy of the violation with disposi
t1?n shall.be forwarded to Central with reopening slips or closing 
s11ps. Th1s material shall be included in one package so that 
when it arrives at Central all material will be together. 
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XI. CLASSIFICATION OBJECTIVES: . 
A) 

B) 

C) 

D) 

E) 

F) 

G) 

H) 

Utilize the caseload classification instrument in 
order to classify probationers by level of supervision 
required. (see Appendix B, pgs. 12 & 13) 

P~ovide the appropriate level of service that each 
probationer requires. 

Provide for equal distribution of cases. 

Provide for a more measurable and accountable system 
of supervision. 

Provide information concerning training needs. 

Obtain statistical data on which to base future alloca
tion of resources; financial, personnel, etc •• 

Identify those probationers eligible for early termina
tion which will reduce probation caseload and allow 
more time to supervise the more intensive cases. 

Identify the probationers requiring a volunteer. 
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XII. SUPERVISION LEVELS: 

A) 

B) 

C) 

D) 

Intensive 

Face to face supervision contact at least once per week 
with one collateral contact every two weeks. This 
would inelude family, school, referral agency, law 
enforcemtmt, ancillary services, etc •. 

Moderate 

Face to face supervision once every two weeks and 
collateral contact once per month (see above). 

Minimum 

One face to face contact per month. Home visits are 
not excluded but may not be required. 

Collections 

This includes restitution where no probation is involved. 
To be monitored by order of Court, establish payment 
date as required by P.O .• Failure to comply - Court 
notified. For statistical purposes collection only cases 
are counted as minimum supervision. 

- 48 -



N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECT:ON: SUPERVISION 

SUBJECT: CLASSIFICATION OF 
CHRONOLOGICALS 

XII. CLASSIFICATION OF CHRONOLOGICALS: 

A) 

B) 

c) 

D) 

All chronologicals shall be divided into the follow
ing categories in your loose-leaf: 

1. Intensive 

2. Moderate 

3. Minimum 

4. Collection 

The frequency of supervision contact shall be in accord 
with the classification category. 

Review chronologicals every six months for possible 
reclassification of the probationer. 

List the reasons, immediate and long range goals, for 
changing the classification of the" probationer. 
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XIV. ADULT CLASSIFICATION CRITERIA: 

To complete adult supervision scale form (see Appendix, B, pg.12). 

A) Record 

1. Arrest-Free Period of Five or More Consecutive 
Years 

The FBI identification record (local and 
State Police checks, rap sheets) will be used 
to determine if there has been an arrest-free 
period of five or more consecutive years be
tween the defendant's last arrest and the ar
rest leading to his conviction. If the current 
arrest is his only arrest, he automatically re
ceives full credit of twelve (12) points. 
"Five years" means five full consecutive, ar
rest-free years. Arrest-free periods can 
occur during probation, parole, parolee at 
large, or escapee status, but not during any 
confinement in penal, narcotic, or mental 
institutions. 

Consider also as arrest: 

a. Before age 18, every clear indication 
of conflict with law enforcement 
authorities, (Juvenile arrests fre
quently are not shown on the rap 
sheet and must be obtained by contact 
with the juvenile authorities who had 
jurisdiction) • 

b. 

c. 

d. 

f. 

Arrests defined as actual custody, va
grancy, or drunkenness. 

Arrests for probation or parole viola
tion even without other charges. 

Recaptures after escape, including 
from State Hospital. 

Civil arrests while in military ser
vice. New arrests. 

Arrests peculiar to military service 
l~ly, if there was a sentence to con

lnement. 

Motor Vehicle arrests, misdemeanor or 
felony~ but no motor vehicle violations. 
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2. 

3. 

Few Periods of Incarcaration (none, one or two) 

Use all'information available to confirm and 
supplement the entries on the rap sheets. No 
jail commitments, as well as on~y one 0: two 
separate jail commitments, rece1ve cred1t. 
A period of incarc~ration ~s de~ermined .to be 
any period of conf1nement 1n a Jailor penal 
institution which is served as all or part o~ 
a sentence administered by a judge of a crim1-
nal Court. 

The jail commitment must have bee~ by ~sen
tence to jail, not merely a hold 1n ja11 for 
investigation awaiting trial, protective cus
tody, or enro~te to another' destination. Part 
or all of the sentence must have been served. 
Do not count any jail sentence which was to
tally suspended. 

Consider: 

a. 

b. 

c. 

d. 

e . 

f~ 

Residential Treatment Centers by 
Court order. 

Penal institutions 

Jails 

State or county farms 

Disciplinary barracks (military) 

Other institutions not designated as 
juvenile institution or prison to 
which the defendant was committed 
after his 18th birthday. 

g~ State Hospital 

Most Recent Conviction Does Not ~nvolve Checks, 
Forgery, or Burglary 

The defendant receives credit if his most 
recent conviction prior to present offense was 
not Forgery (of checks, credit cards, or nar
cotic prescriptions), Not Sufficient Funds 
Checks or Burglary. Credit is not given for 
any of'these three convictions. 

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 
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CRITERIA 

Consider only the offenses for which the sub
ject was last convicted. If a man is reparoled 
and there is no new conviction other than a 
parole or probation violation, consider the 
offense(s) leading to the most recent convic
tion which placed him on probation or committed 
him to an institution. 

4. No Previous Probation or Parole Failures 

Use the available rap sheets and institution 
summaries to determine if the defendant has ex
perienced previous parole or probation failures. 
No credit ~ill be given to those having such 
past experience regardless of whether or not 
the revocation(s) was based on a new conviction. 

5. First Arrest Occurred After the Age of l~ 

6. 

No credit will be given if the defendant: (a) 
states his first arrest occurred prior to his 
14th birthday, or (b) if the defendant's rap 
sheet or juvenile records (or other background 
material) indicate that his first arrest oc
curred prior to his 14th birthday. 

Statements by parents, siblings, relatives, or 
acquaintances referring to the date of the 
defendant's first arrest will not be acceptable 
for use in the computation of the score without 
verification. -

Few Prior Arrests (none! one 2 or two) .. 

A defendant receives full credit if he has had 
none, one, or two arrests prior to the arrest 
leading to his latest conviction. Arrests are 
defined in Item 1 - Arrest-Free Period. 

If he has had three or more arrests prior to 
his latest one, enter Zero for no credit. 

Consider all available informati.on as well as 
the "rap sheet" and count as an arrest "every 
clear indication of conflict with law enforce
ment authorities before age 18." 

Count "a couple of arrests" or unspecified 
"arrests" as two arrests, and "several arrests" 
as three arrests. 
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Do not use vague statements 'about the defen
dant's prior record which were made by ac
quaintances or relatives of the defendant who 
were not in a position to have verified those 
arrests. 

B)' Employment 

1. 

Full credit will be given to the defendant if 
he is presently: 

a~ 

c • 

d • 

Employed by another person for 32 or 
more hours per week; 

Self-employed and devoting 32 or more 
hours a week to such work; 

Attending school and carrying an 
equivalent of 12 undergraduate, 
college term hours (36 hours estimated 
as devoted to school weekly); 

Working a minimum of 20 hours per week 
and attending school with an equivalent 
of 6 undergraduate term credit hours 
(18 hours estimated as devoted to 
school weekly). 

No credit will be given to the defendant who 
claims to be self-employed and cannot verify 
time involvement or income; if he is working 
only part-time with no other constructive 
endeavors; if he is attending school part-time 
and is not involved in any other constructive 
endeavors; or if he is presently unemployed 
and totally uninvolved in productive efforts. 

No credit will be given to the defendant if he 
is presently unemployed, but states that he is 
seeking employment. 

To be "productively occupied" is defined as 
being involved in full-time work which provides 
the defendant with a living wage, be involved 
in full-time school which is directed towards 
a purposerul educational background such as a 
degree or certificate of skill, or a combination 
thereof. 
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C) Drugs 

~. Twelve Months Steady Employment Within One 
Year Prior to Arraignment for Present Offense 

To receive credit for this'item, the defendant 
will have to have completed twelve months of 
steadYt full-time employment (32 - 40 hours 
weekly) within the year prior to his arraign
ment on the present offense. The employment 
cannot be termed "steady" or "full-time" if 
there are one or more occurrences of 1ay-offs 
or spaces between work periods which exceed 
13 work days. 

No credit will be given for part-time work. 

Credit will be given for regional seasonal 
work. 

. ~~edit will be given in the case of job changes, 
~ there are less than"14 days between jobs. 

Full credit will be given if the defendant is 
a full-time student for a full 12 months 
during the one year prior to his arraignment 
on the present offense. 

3. 

1. 

To receive full credit, the defendant will have 
to have completed four to eleven months of 
steady, full-time employment prior to his arraign
ment on the present charge. 

Work described at "steady" and "full-time" is 
defined in Item 1. Credit will be given in the 
case of~job changes during this 4 to 11 months 
period, if there are no periods between employ
ment which exceed 13 days. 

No credit will be given for part-time work. 

Full credit will be given if the defendant is 
a full~time student for 4 to 11 months prior 
to arraignment. 

No History of Drug Abuse, Opiate or Synthetic 

-
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2. 

D) Family 

1. 

The defendant receives credit if he has never 
used or never experimented illegally with 
opiates or synthetic drugs in his life, 
"Use" means any illegal use whatsoever by 
a defendant at any time between his first 
experimentation to addiction. 

No Historr of Drug Abuse, Opiate, Synthetics 
or Extenslve Use of Marijuana 

Any defendant shall be considered to have a 
history of drug abuse or extensive use of 
marijuana if he has a conviction for the pos
session or sale of any controlled drug or 
marijuana if available source material in
dicates that he has been involved ~.n the pos
session or sale of any controlled drug or 
marijuana if the defendant admits such use 
or abuse,'or if any reliable source can ver~fy 
the above behaviors. In such case, no credlt 
will be given. 

In the cases where defendants are found to use 
marijuana only occasionally, four (4) points 
will be given. 

No Family Criminal Record 

The defendant receives credit if there is no 
evidence of a family criminal record in his 
history. Criminal record as used here in
cludes any mention of offenses, with arrest, 
as well as arrests for suspected offenses. 
Drunk arrests, drunk driving, hit-and-run and 
negligent homicide are considered as criminal 
record, but all other tr~ffic offenses are 
excluded. Include classlfication as an 
addict, but disregard commitment to a mental 
institution. . 

Consider the following as "family": 

All parents -
All siblings-:;-

natural, step, "common-law", foster 
natural, half or step-brothers and 
sisters from legal or 'I common-law" 
situations 

All spouses - legal or "common-law" 
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2. 

A "common-law" marriage is any heterosexual 
living arrangement with the assumption by 
both parties of the rights, obligations, and 
privileges customarily associated wi th mar.~' 
riage in such areas as finances, home main
tenance, child rearing, sex relations, and 
social recognition. 

Do not disregard "family" involvement (Crime 
Partners) in the offense(s) leading to the 
defendant's latest conviction, and give no 
credit even if this was the only,"'family in
volvement. 

Meaningful Family Ties 

Defendant will be given full credit for this item 
if he demonstrates a verifiable emotionally close 
relationship with any blood relative, wife or 
in-law. This relationship must be recipro~al 
and with persons age 18 or over. 

Family is described as: 

a Parents - natural, step, adopted, or foster; 

b: Siblings - natural, step, adoptive, or 
foster; 

c~ Wife - legal, or common-law; 

d. In-law - relatives of legal or common-law 
wife; 

'. 

e. Blood relative - grandparents, aunts, 
uncles, nephews, nieces, or cousins. 

3. Favorable Living Arrangement 

The living arrangement to be coded is the defen
dant's last type of residence in the free world 
prior to the offense which led to his latest 
conviction. Thus, if a defendant had been con
:fined:' just prior to the present offense in a 
penal type institution, camp, or jail, his last 
residence in the free world before that con~ine
ment must be considered . 

Give full credit for these living arrangements 
which are found to be associated with a favorable 
outcome: 
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E) Alcohol 

a.. 

'C. 

With wife or children anywhere; in
cluding common-law wife, adopted or step 
children, and separated less than one 
month prior to offense which led to 
latest imprisonment. 

Alone in a fixed abode; at least 6 
months residency at an address in 
one single city, community, or locale 
just prior to the offense which led 
to his latest conviction. 

In a non-penal institution or camp; 
including hospital and military quar
ters, or half-way house for at least 
two months. 

Give no credit for these living arrangements 
which were found to be associated with unfav
orable outcome: 

e. 

With any of the above described living 
arrangements which resulted in an un
favorable outcome., 

As a transient; with frequent 
moving among dwelling places or changes 
of address; in a skid row or transient 
areas; living with other persons in a 
temporary labor camp which normally 
houses persons who work only seasonal 
jobs. 

No ~lcohol Involvement 

The defend~nt receives credit for this item if he ha~~ 
always been an abstainer or when his use of alcohol 
does NOT FALL into one or more of the following no
credit categories. 

1. If the terms (eyen though qualified) "alcoholic", 
"alcoholism!!, "problem drinker", "occasional al
coholic binges" II or any other commonly accepted 
synonyms which are used as descriptive terms 
referring to the defendant in the available 
background information, statements made by 
those acquainted with the defendant or self
descriptive statements made by the defendant. 
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2. If the defendant's drinking of alcohol is 
described as contributing to the offense 
leading to the latest conviction, or if his 
use of alcohol on parole was among the reasons 
for returning him to incarceration. 

3. If there is any evidence of the defendant's 
drinking of any amount of alcohol in the twelve 
hour period prior to the offense leading to 
the latest conviction. 

4. If the defendant's interest in procuring alco
hol was a factor in the offense(s) leading to 
the latest conviction. However, should a 
defendant rob a store selling alcoholic bev
erages and use a request for alcohol only to 
provide the criminal opportunity, this by it
self is not sufficient reason for no credit. 

NOTE: The terms "excessive" or "heavy" drinking 
are difficult to categorize in order to 
determine whether or not to give credit. 
These terms do not always denote alco
holism, so they must be interpreted in 
context with some leniency in judgment. 

F) Education 

High School Graduate or Eguivalency 

Give.fUll credit if defendant can produce verification 
of h~gh school graduation, equivalency, or if such 
verification can be obtained·elsewhere. 

G) If th'9 Offender's Present Crime Involves One of the 
Following, Deduct 25 POints ... ,From the Sub-Total 

1. Any crime of violence which includes: 

a. Assaultive behavior, including sexual 
assault; 

c. 

d' . 

Any forceful behavior toward persons 
in the commission of a crime; 

The possession or threatenin~ with a 
weapon (gun, knife, or any 0 ject 
which can be termed dangerous or 
deadly) during the commission of a 
crime; 

The threat of force or violence during 
the commission of the crime which is 

_ r::A 
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.. intended to intimidate the victim. 

2. Sale of "hard" Narcotics For Profit 

Hard narcotics are defined as heroin, cocaine, 
other opium derivatives, amphetamines, LSD, 
or barbituates. 

3. Extortion 

Any offense which includes the obtaining of 
funds, property or information by the use of 
threat of violence, blackmail, or kidnapping 
is termed extortion. 
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XV. JUVENILE CLASSIFICATION CRITERIA: 

To complete juvenile case classification form (see Appendix B, 
pg.13) • 

A) Record 

1. No rior etitions filed: (DEL.). 
Check with ourts, Centra , po ice. 
Includes petitions nol prossed, not ad
judicated, referred to diversion. Any 
petitions filed deduct total number of 
points. 

2. 0 1 2). Actual 
cons itutes police 

contact. No more than two contacts. Physical 

3. 

custody is questioning at police station, 
counsel, warn, release, diversions, etc .. 
Field questioning does not constitute police 
contact (e.g. home, school or street). 

No adjudication within past two years prior 
to the date of bresent offense. Adjudication 
is any finding y the Court that a juvenile 
is a delinquent or child in need of services. 
Any of the above lose total number of points. 

~.. fio history of burglary, theft, unauthorized 
use of motor vehicle. Any of the above lose 
total number of points. Theft does not in
clude shoplifting. 

5. ~o prior ADC commitment to YDC or comparable 
institution. Any failure lose total number of 
points. Comparable institution. Example: 
NH Hospital, Philbrook Center or any involun
tary placement. 

6. No prior diversion or probation failure. 
Deduct total number of points for a failure 
to satisfactorily complete any formalized 
Court diversion program or if a juvenile 
while on probation had a violation filed. 
This would include someone committing a new 
offense while on probation even through a 
violation- not filed. 

7. First arrest at age 12. If the first arrest was 
at age 12, total number of points is deducted. 
Arrest is actual physical custody. Arrest must 
be verifiable. 

- tio -
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B) Education 

1. Full-Time School Enrollment or Employment 

a. Full-time employment is 32 hours 
per week, included would be self
employment, or' employment by other 
person or business. 

b. School enrollment equals a full-time 
student in a prescribed education 
program. 

2. Acc~table Performance at Work or School 

C) Family 

a. Work - no excessive absences or 
tardiness. 

b. School~- no excessive absences or 
tardiness as perceived by school; 
no discipline problems as verified 
by school; academic performance in 
line with the juvenile's ability. 

1. No Family Criminal Record 

The juvenile receives family credit if there is 
no evidence of a family criminal record in his 
history. Criminal record as used here includes 
any mention of offenses, with arrest, as well as 
arrests for suspected offenses. Drunk arrests, 
drunk driving, hit-and-run, and ~egligent homi
cide are considered as criminal record, but all 
other traffic offenses are excluded. 

Consider the following as "family": 

All parents - natural, step, !I common-law", foster 
All siblings - natural, half or step-brothers and 
sisters from legal or "common-law" situations 
All spouses - legal or"common-law" 

A "common-law" marriage is any heterosexual living 
arrangement with the assumption by both parties 
of the rights, obligations, and privileges cus
tomarily associated with marriage in such areas 
as finances, home maintenance, child rearing, 
sex relations, and social recognition. 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 
SECTION: SUPERVISION 

SUBJECT: JUVENILE CLASSIFICATION 
CRITERIA 

~1t 

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

Do not disregard "family" involvement (Crime 
Partners) in the offense(s) leading to the 
;juv enile' s latest convicti.on, and give no 
credit even if this was the only family in
volvement. 

2. Meaningful Family Ties 

Juvenile will be given full credit for this 
item if he demonstrates an emotionally close 
relationship with any blood relative. This 
relationship must be reciprocal and with persons 
age 18 or over. 

Family is described as: 

a. Parents - natural, step, adopted, or 
foster; 

b. Siblings - natural, step, adoptive, or 
foster; 

c. '!fife - legal or common-l=:lw; 

d. In-law ~ relatives to legal or common-law 
wife; 

e. Blood relatives - grand~arents, aunts, 
uncles, nephews, nieces, nr cousins. 

D) Alcohol/Drugs 

1. No Alcohol Involvement (excluding e:q?erimenta'cion) 
The ~uvenile receives full credit for this item 
if he has always abstained and does not fall into 
below categories: 

a. Problem drinker if it impairs social, 
home, school adjustment. 

b. If juvenile's drinking of alcohol con
tributed to the latest offense. 

c. If the juvenile's interest in procuring 
alcohol was a factor in the present 
offense. 

NOTE: The concept of whether or not drinking 
impairs juvenile's performance is 
difficult to determine. Use discretion. 
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F) 
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2. No History of Drug Abuse or Regular Marijuana Use 
Juvenile receives full credit if he or she has 
never ~xperimented illegally with drugs. Regular 
marijuana use is once per week or more. 

Leisure Time 
dOt 0 i en if the 

Positive use of leisure time. lNhO ~~: let~S g ;osit±ve 
o enile is hanging aroun poo a ," bb o 

~~rsure time.means 0lrgani~ed ~~~i~~;!e~~es~~ri:is~~e ~~!~ 
etc part-tlme emp oymen . 
further implies what is socially acceptable. 

Deduct 25 Points 
Deduct 25 points if any history of (including present offense) 
the following: 

1. 

2. 

3· 

4· 

5. 

Crime of violence. Any crime against person, 
assaults, excluding fights entered into by 
mutual consent. 

Minority commitment to YDC or comparable institu
tion. 

Sale of drugs. 

Serious criminal mischief. This would include 
with premeditation, malice, and mens re: (intent). 

Diagnosed emotional problem which impairs social 
adjustment. 
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PROBATION MANUAL 

SECTION: SUPERVISION 

SUBJECT: INTERSTATE TRANSFER 

XVI. INTERSTATE TRANSFER OF SUPERVISION: 

A) Definition 

B) 

C) 

A person on probation in this state is transferred to 
~nother state Or jurisdiction in accordance with the 
provisions of the Interstate Compact. 

Purpose 

To permit the return of a person who is a resident of 
another jurisdiction to that jurisdiction while remain
ing under probation supervision; or, to allow a proba
tioner residing in this jurisdiction the opportunity 
to move elsewhere for a reason consistent with hiS/her 
successful completion of probation (e.g. employment, 
family, change of environment, etc •• ) 

Procedure 

All requests for transfer under the terms of the Inter
state Compact must go through the office of the Director, 
who is also the Interstate Compact Administrator for 
New Hampshire. All requests must follow the procedure 
listed below and use prescribed forms (see Appendix B). 

1. Supervision Request (Form SRI): An original 
plus four copies are required, with an origi
nal plus three forwarded to Central. One 
copy is retained in the file. Be sure all 
required information is supplied on the form 
and under "Other Comments" give a summary of 
the reason for the request as well as special 
requests or instructions. 

2. Agreement to Return Form: An original plus 
four copies should be executed, with one copy 
given to the probationer, three sent to Cen
tral and the original retained in the file. 
This form should be completed in its entirety, 
witnessed by the supervising Probation Officer 
and one other person, if possible. The bottom 
section of the form should be completed for 
the date that Central will receive and for
ward the request. Type the Direct6r's name 
in on the line for Administrator, Interstate 
Compact. 

3. Application For Compact Services (Form V or 
Form 1A): This ~orm should be completed with 
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SUBJECT: INTERSTATE TRANSFER 

D) 

4. 

5. 

an original plus four copies; with distribu
tion as stated in (2) above. It should be 
made to "New Hampshire Probation Department" 
and include the reasons the transfer is re
quested (e.g. as a resident, to join or re
join family, to secure employment, for educa
tional reasons II etc $ • ) 

Additional items to be included with an Inter
state Transfer Request are the following: 

ao Copy of Presentence Report 

b. Copy of Police Report 

c. Copy of signed Conditions of Probation 

All the required forms and attachments must 
be submitted to Central together, after having 
been reviewed by the District Supervisor. If 
there is anything out of order the materials 
will be returned to the district ~r correc
tions. 

Miscellaneous 

1. 

2. 

If a response has not been received from the 
receiving ~te within 30 days draft a letter 
of inquiry, co signed by the Probation Officer 
and forward to Central for the signature of 
the Interstate Compact Administrator. 

In those rare cases where a probationer did 
not sign the appropriate forms before leaving 
the state; draft a cover letter to the receiv
ing state requesting that they have the forms 
properly executed and return our copies to 
us. In this instance, originals and all but 
one copy of the Agreement to Return and Appli
cation For Compact Services forms would be 
forwarded to the receiving state. 
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--;~~[-"--------·------------------~-------------------------------I 
I • !:tlJ.LOSOPHY : 

Volunteers in Probation was established in 1969 to allow citizen 
participation in the Probation Department's rehabilitation pro
ceSl3 of offenders. Volunteers give of themselves to others and 
seMre without pay. Volunteers come from all walks of life and 
prov'ide probationers counseling, job referrals, etc.. Their 
main function is best described as "Lending a helping hand to 
some\~me in need. ft 

Volunteers are a viable asset to their community, to the depart
ment, and to those probationers they are helping. They bring 
a wea.lth of experience, vitality, new ideas and time to the 
New Hampshire Department of Probation. Their special and varied 
expert.ise includes: 

A) 

B) 

C) 

D) 

E) 

Citizen participation and community awareness toward 
crime and rehabilitation. 

Their innovative approaches in working with people 
and improving the overall probation service. 

Their positive assistance and relationship toward 
their probationer's needs. 

Prevention of recidivism through their assistance. 

Their assistance in relieving Probatio.n Officers to 
utilize more time where it is most needed. 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: VOLUNTEER PROGRAM 

SUBJECT: OBJECTIVE AND GOALS 

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

II. OBJECTIVE AND GOALS: 

A) Ob.1ective 

The objective of the Volunteer Program is to provide 
additional help and support to probationers under 
supervision on a one-to-one basis. Volunteers through 
their effort deliver services on a more personal level 
in an attempt to provide guidance, advice and a role 
model to effectuate in the probationers a more stable 
and responsible life style. 

B) Goals 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

To be able to fulfill the department's goal 
of rehabilitation of offenders pladed on 
probation and protect society. 

To be able to increase community awareness 
and participation in community needs. 

To be-able to incre~assistance in performing 
the basic task of supervising probationers. 

To be able to increase specific types of 
assistance to probationers in the a~eas of 
housing, employment, vocational training, 
family finances, etc •• 

To provide a greater number of probation 
referrals. 

To involve more qualified people who are dedi
cated to helping probationers become more 
effective and responsible citizens. 

To increase more intense supervision to pro
bationers. 

To bring more innovative ideas and approaches 
in working with probationers. 

To prevent recidivism by changing attitudes 
and behavior in probationers. 

\ 

To relieve Probation Officers in order to 
utilize more time for investigations and other 
duties. 

To maintain a more viable, ongoing program of 
citizep participation. 
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SECTION: VOLUNTEER PROGRAM 

SUBJECT: OBJECTIVE AND GOALS 

12. To provide closer supervision which could 
allow more probationers early release. 

I 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: VOLUNTEER PROGRAM 

SUBJECT: ADMINISTRATION 

III. ADMINISTRATION: 

A) The Director shall oversee and coordinate the New 
Hampshire Volunteers In Probation. 

B) T~e Director shall establish and administer stan
dards, policies, and procedures, for Supervisors, 
Probation Officers and volunteers. 

. C) The Director shall ~pprove qualified volunteers 
pursuant to RSA 504:19 (statutory authority for 
Volunteer Counselors). 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

IV. RECORD KEEPING: 

A) Office of the Director 

SECTION: VOLUNTEER PROGRAM 

SUBJECT: RECORD KEEPING 

1. Shall compile and prepare county and statewide 
statistics on Volunteer Program concerning 
trends and developments and other reporting 
purposes. 

2. Appropriate reports, forms, and records shall 
be maintained on all volunteers. 

B) Supervisors 

1. Shall insure procedures and formats are fol
lowed by staff concerning volunteers. 

2. Shall insure monthly statistical reports are 
prepared properly and sent to Central on time. 

3. Shall keep a monthly analysis of program to 
be reviewed semiannually. 

C) Probation Officer 

1. Shall be responsible for accurately recording 
and submitting new recruits. 

2. Shall be responsible to insure volunteers are 
submitting monthly contact reports. 

3. Shall be responsible to see that Volunteer 
Monthly Contact Reports are recorded on the 
probationer's chronolog~cal. 

D) Volunteer. 

Shall submit, using department fo~ a written probationer/ 
volunteer contact report. This report must be sent in 
monthly. 
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SECTION: VOLUNTEER PROGRAM 

SUBJECT: RULES AND REGULATIONS 

V. RULES AND REGULATIONS: 

A) Office of the Director 

1. The Director shall promulgate rules and reg
ulations for staff and volunteers. 

2. The Director shall enforce procedures, stan~ 
dards, and rules for staff and volunteers. 

B) Supervisor. 

1. Shall insure staff are thoroughly aware that 
rules and procedures are fully implemented 
for both Probation Officers and volunteers. 

2. Shall insure rules and procedures are being 
followed. 

C) Probation Officer 

Shall abide by the rules as set forth by the Office of 
the Director and carried out by the Supervisor. 

C) Volunteer 

Shall abide by the rules as set forth by the Office of 
the Director and carried out by the Supervisor. 

E) The Probationer 

The probationer does not have to accept a volunteer, 
and may opt for Probation Officer supervision only. 

- h _ 
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SUBJECT: DISCIPLINE 
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VI • DISCIPLINE: 

A) Office of the Director 

B) 

C) 

Volunteers upon finding of a breabh of standards and 
rules, maY'be removed from the program. 

Supervisor 

1. 

2. 

3. 

4. 

5. 

Shall bp responsible to insure staff is W~ll t' 
versed ;nd knowledgeable of all the depar men s 
standards and rules. 

Shall implement and enforce the standards and 
rules as set forth by the Director. 

Shall notify the Director in writing of any 
of their staff's failing to adhere tO,the 
standards and rules, ,with recommendat1ons. 

A staff member shall receive a copy of the written 
report and discuss the issues with Supervisor. 

For just cause remove a volunte~r, with appro-
val of Director, for not follow1ng the stan-
dards and rules. 

Probation Officer 

1. 

2. 

3. 

Shall be responsible for the volunteer's being 
knowledgeable of department's standards and 
rules. 

Shall notify the Supervisor of any standards 
and rules not being adhered to by the volun
teers. 

Shall adhere to all rules and regulations. 

D) Volunteer 

Shall be knowledgeable of the standards and rules and 
stay within the confines of those standards and rules. 

I 
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PROBATION MANUAL 
SECTION: VOLUNTEER PROGRAM 

SUBJECT: SUPERVISION OF THE 
VOLUNTEERS 

VII. SUPERVISION OF THE VOLUNTEERS: 

A) Office of the Director 

1. Shall establish standards and procedures fo~ 
evaluating the Volunteer Program for ongoing 
planning and development. 

2. Shall establish standards and procedures for 
evaluating the staff's performance concerning 
the Volunteer Program. 

3. Shall supervise staff to insure proper pro
cedures of recruiting, assignment of volunteers, 
and methods of supervision are being conducted. 

4. Shall attend, on occasion, various volunteer 
functions, meetings, and training sessions. 

B), Supervisor 

C) 

1. Shall supervise and attend quarterly volunteer 
meetings. 

2. Shall supervise assigned VOlunteers through 
their contact reports, or by personal contact 
with Probation Officer. 

3. Shall meet with the staff monthly concerning 
new approaches, problem areas, and suggestions 
as to how to improve the program. 

4. The Supervisor shall forward suggestions to 
Central Office for further input. 

Probation Officer 

1. Shall follow the standards and rules set forth. 

2. Shall supervise assigned volunteers through 
their contact reports, or by personal contact 
with volunteer. 

3. Assign volunteer. 

D) yolW'iteer 

a Shall follow the standards and rules Bet forth. 
( t 
'-..l .:-

- 7 - A 



N.H. PROBATION DEPARTMENT SECTION: VOLUNTEER PROGRAM ~ 
;~> :1 

--_'~_QI_. ____________________ . ________________ ~ __________________________________________ I 

PROBATION MANUAL SUBJECT.: RECRUITMENT 

-",' . 

\ J . ~ 

r( , f 
, \ 

'"" co 

VIII. RECRUITMENT : 

A) Office of the Director 

The Director shall set forth standards and rules for 
recruiting volunteers. 

B) Superviso~ 

1. Shall implement standards and rules for re~ruit
mente 

2. Shall evaluate quarterly the best methods to 
recruit volunteers, designing new strategies 
through news media, face-to-face ~ontact, 
lecturing before civic and other organization
al groups. 

3. Shall at monthly staff meetings explore past 
and present methods of recruitment in order 
to modify and innovate the program. 

4. Shall set a goal for recruitment each month. 

5. Shall disburse pamphlets to public places 
monthly. 

C) Probation Officers 

1. Shall be responsible for ongoing recruitment 
of volunteers. 

2. Shall follow the standards and rules for re
cruiting. 

D) Volunteet§. 

Volunteers should actively promote the program through 
contact with organizations, peers, family and other 
useful methods. 
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PROBATION MANUAL 

SECTION: VOLUNTEER PROGRAM 

SUBJECT: ASSIGNMENT 

IX. ASSIGNMENT : 

A) Office of the Director 

1. The Director, pursuant to RSA 504:19, shall 
approve qualified volunteers. 

2. The Director shall establish standards and 
rules for all staff in the assignment of 
volunteers. 

B) Supervisors 

1. Enforce the standards and rules for Probation 
Officers in the assignment of volunteers. 

2. Shall be responsible to insure Probation Officers 
are assigning volunteers within 30 days of ac
ceptance. 

3. Shall be responsible to verify that those vol
unteers assigned are following the standards 
and rules • 

C) Probation Officers 

1. The Probation Officer shall have all volunteers 
assigned within 30 days of acceptance into the 
program. 

2. Probation Officers uncble to assign within 
thirty (30) days shall check with other Proba
tion Officer for assignment. 

3. Volunteers should be assigned at the final 
hearing or during the first supervision inter
view. 

4. Prior to a volunteer being assigned the Proba
tion Officer shall review the casework. 

5. Probation Officer shall explain to the volunteer 
the probationer's rules and special conditions 
of probation. 

6. The Probation Officer shall notify the volun
teer of any status or behavioral changes on 
the part of the probationer. 

7. If the volunteer or Probation Officer feels it 
is necessary, the Probation Officer will attend 
the first meeting between the volunteer and 
probationer. 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: VOLUNTEER PROGRAM 

SUBJE cr : ASSIGNMENT 

8. 

9. 

If the assignment is a juvenile, the proba
tion officer shall arrange for the volunteer 
to meet the juvenile'S parents after program 
has been explained to parents. 

Specifically instruct the volunte1ars as to 
their responsibility concerning the stan
dards and rules of what a volunteer can do 
and has to do. 

Assign volunteers when investi~ation is being 
done and can be part of probat10n plan and 
recommendation. 

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: VOLUNTEER PROGRAM 

SUBJECT: RESTRICTIONS AND 
REQUIREMENTS 

x. RESTRICTIONS AND REQUIREMENTS: 

A) Restrictions 

1. Volunteers should not miss scheduled contacts 
and reporting schedules with probationers. 

2. A volunteer cannot misuse his position or 
misrepresent the department. 

3. 

Example: Volunteer I.D. Card misuse. 

A volunteer cannot penalize, arrest, or violate 
a probationer. The volunteer can only advise 
the Probation Officer of any violations or 
social status changes so the Probation Officer 
can take appropriate action. 

4. An absolute requirement: Volunteers cannot 
under any circumstances release "confidential" 
information from probation records, other 
sources primary and secondary, or release 
information to the public. All information 
should be kept in confidence, and discussed 
only with the Probation Officer. 

Confidential daes not mean withholding known 
violations of probation from the Probation 
Officer. 

B) ReqUirements 

1. Meet with the probationer once per week or as 
otherwise agreed to with Probation Officer in 
relation to the classification plan. 

2. Submit monthly "Sponsor Contact Report", or 
contact P.robation Officer monthly. 

3. Maintain confidentiality of department records 
and sources, etc •• 

4. Shall report to the Probation Officer any viola
tions of the rules of probation. 

5. Advise the Probation Officer of any changes 
in the probationer's social status, i.e., 
employment, school, relationships, etc •• 

6. Attend quarterly volunteer meetings whenever 
possible. 

- 12 -
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XI. VOLUNTEER SUPERVISION CONTACTS: 

A) Probation Officer 

1. Probation Officer and volunteer shall set up 
an agreeable reporting schedule. 

2. During the first month the Probation Officer 
should carefully monitor the volunteer and 
assigned probationer. This should occur 
by consulting the volunteer and the proba
tioner. 

3. Depending on the circumstances, after the 
first month changes in the Probation Offi-
cer's monitoring of the assignment may in
crease or decrease. If the assignment is posi
tive, it should not be necessary for th? Proba
tion Officer to also supervise the case. Perio
dic contact with the volunteer should suffice. 

4. Probation Officer must insure receipt of the 
monthly volunteer progress report and document 
the report to the probationer's chronological. 

5. The Probation Officer shall appraise the volun
teer of the probationer's change in social 
status, employment, residence, new crimes or 
any significant changes of which the volunteer 
may not be aware. 

B) Volunteer 

1. During the first month a weekly scheduled meet
ing with the assigned probationer shall occur. 

2. After the end of each month the volunteer shall 
submit on department form~ a monthly "Volunteer 
Report" or contact Probation Officer concerning 
the dates, times, places of contacts and any 
behavioral or social changes noted. 

3. After one-half the term of probation, if the 
probationer has followed the conditions and made 
positive improvements, the volunteer may re
quest the Probation Officer for early release. 

4. Volunteer shall appraise the Probation Officer 
of any change in social status, example: family, 
employment, residence. Further, any possible 
violations, or new crimes, as soon as possible. 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 
SECTION: VOLUNTEER PROGRAM 

SUBJECT: TRAINING 

XII. TRAINING: 

A) Director 

The Director shall develop basic orientation and in
service Volunteer Training Programs. 

B) Supervisor and Probation Officer 

1. Shall be responsible for volunteer orientation 
and ongOing training of volunteers. 

2. Shall insure proper format and contents of 
quarterly volunteer ~eetings, such as guest 
speakers, movies, etc •• 

3. Shall attend quarterly volunteer meetings. 

C) Volunteer 

Shall attend quarterly volunteer meetings. 
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SECTION: VOLUNTEER PROGRAM 

SUBJECT: PUBLIC RELATIONS 

XIII. PUBLIC RELATIONS: 

A) Office of Director 

B) 

1. 

2. 

3. 

4. 

Shall maintain a liaison with the Courts in 
order to facilitate and improve th~ Volunteer 
Program. 

Shall supervise and maintain contact with 
local and state Probation Officers concerning 
all phases of the Volunteer Program, 

Shall represent the department in attendance 
at state, regional or national conferences 
concerning the use of volunteers in correc-
tions. 

Shall conduct public relations through inform
ing the public of the work and contributions 
of the Volunteer' Program~ 

Supervisors and Probation Officers 

1. Shall broadcast the time and place and topic 
of Volunteer Program meetings. 

2. Shall seek innovative methods concerning pub
lic relations to recruit and to extend know
ledge of the Volunteer Program. 

~ 
I 
I 
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XIV. MISCELLANEOUS: 

SECTION: VOLUNTEER PROGRAM 

SUBJECT: MISCELLANEOUS 

A) Research and Policy Recommendations 

The Director shall conduct research studies relative to 
the Volunteer Program and may participate, or solicit 
the assistance of other public and/or private agencies 
in research projects. 

B) Relations With the Board 

The New Hampshire Board of Probation endorses the Volun
teer Program and mandates that all the standards, pro
cedures and rules shall be adhered to in the fullest 
by all staff. 

C) Financial Responsibility 

Volunteers shall serve without compensatior:. 

D) Reports 

Forms and monthly reports now in use by the department 
are contained in Appendix C'. 

1. Sponsor Contact Report (also referred to as 
Volunteer Report): to be completed and sub
mitted monthly by assigned volunteers. 

2. Probation Sponsor Application: to be completed 
and submitted by anyone who desires to be a 
volunteer. 

3. Sponsor Screening Report: to be completed 
by recruiting Probation Officer and forwarded 
to Central with any Sponsor Application. 

4. Volunteer Stats Form: to be completed by 
Probation Officer, approved by District Super
visor and forwarded to Central monthly. 

5. Codes For Volunteer Stats 

- 16 -
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SECTION: VIOLATIONS N.H. 'PROBATION DEPARTMENT 

PROBATION MANUAL SUBJECT: DEFINITION AND PURPOSE 

I. DEFINITION AND PURPOSE: 

A) Definition 

B) 

A violation report is a complaint brought before the 
Court by the Probation Officer alleging a person 
under Court ordered supervision by the Probation 
Depart~ent has failed to comply with the rules of 
probatlon as well as any special conditions which 
were impo'sed by the Court at the time of sentencing. 

Purpose 

The Court has entrusted the responsibility to the 
Probation Officer for insuring compliance with the 
orders of the Court. It is the Probation Officer's 
responsibility to inform the Court when: 

1. Noncompliance with the Court ordered condi
tions of probation exists to the point that 
the New Hampsbire Probation Department can 
no longer expect successful completion of 
the order of the Court. 

2. The probationer's action becomes such that 
the individual represents a danger to self 
and/or society. 

3. Provides a vehicle by which the Probation 
Officer will compel a probationer's obedience 
to the order of the Court. 

- 1 -



N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: VIOLATIONS 

SUBJECT: STATUTORY AUTHORITY 

II. STATUTORY AUTHORITY: 

A) 

B) 

The statutory authority enabling a probationdOfjfiCeIl 
to file violation reports in. both adult an uven e 
cases is contained in RSA 504:4. 
The adult conditions of probation are containe~ in 
Rules of Court #109. Juvenile rules of probat~on 
were established by the New Hampshire Board of Prob~
tion. Special conditions are set by the Court. Th~s 
varies from Court to Court. 

---~------

~" 

.,~ 
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SECTION: VIOLATIONS N.H. PROBATION DEPARTMENT 

PROBATION MANUAL SUBJECT: BASIS FOR ADULT VIOLATIONS 

III. BASIS FOR ADULT VIOLATIONS: 

A) Policy: 

Violations should only be filed when conditions 61 
probation have been violated. Arrest on a new charge 
is not to be considered grounds for violation. The 
conditions of probatIon are contaIned In Rule of 
Court #109, and are discussed below with explanation. 

1. "Comply with all orders of the Court includ
ing any order for the payment of money." 

This condition applies only to those sums 
specifically designated by the Court, such 
as fines, restitution or attorney's fees. 
The department is not a collection agency 
for the community, and failure br inability 
of a probationer to meet his financial obli
gations is not to be considered a violation. 
When payments are ordered by the Court, a 
reasonable pa~ent tlan is to be made. if 
the plan is n~ fo! owed, and a patter.mof 
nonpayment evolves without justification, 
a violation should be filed. Do not wait 
until the last month of probation and expect 
to receive the entire amount in one payment. 

2. "Report promptly to the Probation Officer at 
such times and places as the Probation Officer 
shall direct." 

While no violation should be filed if a pro
bationer fails to report once, neither should 
he be allowed to not report. A reporting 
schedule is to be set up and if a probationer 
fails to report, a letter should be sm t and 
if he still fails, a second letter to report 
followed by a home visit. Make sure it is 
an active failure to report and not an inability. 
Before alleging failure to report or absconding, 
check all available leads: home, family, job, 
friends, police, etc •• 

3. "Notify the Probation Officer immediately of 
any change of residence, employment, and/or 
address." 

This condition should be enforced with a liberal 
degree of reason. The prouationer can advise 

- 1. -
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: VIOLATIONS 

SUBJECT: BASIS FOR ADULT VIOLATIONS 

4. 

5. 

6. 

7. 

8. 

of any changes during the regular reporting 
session. However, if he simply will not 
adhere to the condition, a violation would 
be in order, after a warning. 

"Permit the Probation Officer at all reason
able times to visit the premises in which 
the probationer resides, for the purposes of 
inspection and examination of same." 

Again a violation on this condition must be 
reaso~able. Refusal to permit is the only 
violation. (See search under Supervision). 

"Diligently pursue some lawful employment." 

Someone unemployable, because of illness, 
disability or emotional instability, is not 
to be violated. The Probation Officer should 
use reasonable discretion that someone is re
fusing work or not otherwise productively 
occupied (school, treatment, etc.). 

"Provide adequate support for all persons 
dependent upon him." 

If there is an existing order for support, 
the matter should return to the Court as a 
marital matter. If there is no existing 
order, the Probation Officer is not to violate 
unless all other remedies have been exhausted. 

"Not associate with persons of harmful char
acter or who may have Court records, or others 
who m~y be specified by the Probation Officer." 

Before filing a violation of this condition p 

the Probation Officer should be prepared to 
prove at a hearing that such association will 
be harmful to the probationer, and that the 
probationer was specifically warned against 
such associations. 

"Not illegally use or possess any drug nor 
visit or be present where drugs are sold, 

dispensed, and/or possessed by others." 

If a probationer's original offense was drug 
oriented and he is convicted of a subsequent 
offense in a lower Court, a violation should 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 
SECTION: VIOLATIONS 

SUBJECT: BASIS FOR ADULT VIOLATIONS 

9. 

10. 

11 .. 

12. 

be considered. However, progress and re
habilitation are the goals, and the proba
tioner's overall progress and activities 
should be considered before filing a viola
tion. 

"Not receive, possess, or transport any 
weapons, explosives or firearms." 

Many probationers, especially in the rural 
areas, own weapons used for hUnting. These 
people should not be expected to dispose of 
their weapons, however, they should be told 
to store them away during their period of 
probation. Permission to go hunting with 
weapons cannot be given except by order of 
the Court. In the event a probationer is 
found to be in possession of a weapon after 
he has been specifically told he is not to, 
he may be violated. 

"Undergo any psychiatric, alcoholic, and/or 
dru~ abuse treatment as may be prescribed 
and/or arranged by the Court or the Probation 
Officer." 

In the event a probationer refuses or inten
tionally sabotages any treatment which has 
been specifically ordered by the Court,or a 
Probation Officer, a violation may be filed. 

"Be of good behavior, observe all laws, and 
keep the peace." 

This condition is very difficult to interpret. 
If it becomes necessary to return a probation
er to Court, a specific condition should be 
cited. If a probationer's overall conduct 
becomes such that it is harmful to the community 
Or' himself, he should be returned to the Court. 
It is always best to file a violation which 
a,lleges a specific action or a failure to 
take a specific action. 

"Not leave the state without permission, etc •• " 

Crossing the border to go shopping should in
clude notification to the Probation Officer 
and violations on thi.s condition should be 
restricted t6 either continued trips without 
n-otification or trips for activities which 
woulq be in violation of probation. 

- 5 -
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SECTION: VIOLATIONS N.H. PROBATION DEPARTMENT 

PROBATION MANUAL SUBJECT: BASIS F'0R ADULT VIOLATIONS 

B) kfusal To Sign Conditions 

A probationer who refuses to sign the conditions of 
probation shall be returned to Court immediately via 
a probation violation report; with the reason being 
said refusal to sign (and thereby accept) the Court 
imposed conditions of probation. 
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N.H. PROBATION DEPARTMENT 

PROBATIm,f MANUAL 

SECTION: VIOLATIONS 

SUBJECT: BASIS FOR JUVENILE 
VIOLATIONS 

IV. BASIS FOR JUVENILE VIOLATIONS: g. -

A) P~)lic'y . 

Any violation of a juvenile should be filed with the 
best interest of the juvenile and his welfare in mind. 
All conditions of juvenile probation should be consid
ered as guidelines for assisting the juvenile toward 
a successful modification of his behavior. So long as 
progress toward satisfactory adjustment is demonstrated, 
individual violations of conditions should be dealt 
with in the field and a violation filed only if the 
Probation Officer is vnable to deal with the juvenile. 

A violation is' not to be filed at the time of a new 
arrest. In the case where the new arrest will be 
heard before the Court~of origin, comments by the 
Probation Officer should be included in a new or 
updated probation report. In the case of disposition 
in a Court other than the Court of origin, the Probation 
Officer may file a violation if the probationary status 
was not taken into consideration in sentencing. 

B) Conditions of Prob8~ 

1. Report promptly to the Probation Officer at 
such times and places as the officer shall 
specify. 

2. Curfew: Week nights p.m. Friday and/or 
Saturday y.m. (Exceptions may be granted 
for special events and/or merit) 

3. Attend school regularly and maintain grades as 
high as possible. No truancy. Not allowed 
to quit or withdraw from school without per
mission of Probation Officer and parentsl 
guardians. 

4. Cooperate ,with parents/guardians at all times 
and be responsible in behavior both at home 
and the community. 

50 

6. 

7~ 

Receive counseling or therapy as may be re
quired by Court or Probation Officer. 

Abstain from the use of all alcoholic beverages 
and illegal drugs. 

Not associate with any individual or group 
known tp make use of illegal drugs, with per-
sons who have Court records or those identified 
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N~H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: VIOLATIONS 

SUBJECT: BASIS FOR JUVENILE 
VIOLATIONS 

8. 

9. 

10. 

11. 

by the Probation Officer. 

If not a school student and if employed, you 
shall list earnings and the manner in which 
it is spent. If unemployed you must actively 
seek employment or be enrolled in a program 
approved by the Probation Officer. 

Notify the Probation Officer as to any change 
in address, school status or. employment if 
you are working. 

Pay at such times and in such amounts as deter
mined by the Probation Officer all restitution 
that may be ordered by the Court. 

Personal living quarters shall be open at all 
reasonable times for examination and inspection 
by the Probation Officer. 

12. Not leave the state without the permission of 
the Probation Officer. 

13. Special condi~ns made by the Court or Probation 
Officer: 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: VIOLATIONS 

SUBJECT: VIOLATION REPORT FORMAT 

v~ VIOLATION REPORT FORMAT: 

A) Procedur~ 

When the decision has been made to file a violation 
with the Court, five copies of: form #1 (see page 11) 
should be completed with the original to the Court, 
one copy to the County Attorney, one eopy to Central, 
one copy to the defendant, and one copy for the file. 

B) Violation Format 

1. 

2. 

3. 

4. 
5. 

6. 

7. 

Will be the number of the original order 
placing the person under the supervision 
of the N.H. Probation Department. 

The defendant's full name and date of birth. 

Current or last known address of the defendant .. 

The date of the final disposition of #1 above. 

The presiding judge on that date. 

Copy of disposj.tion from the original order. 

Same as #2 omitting date of birth. 

8. Specifioally list the way(s) in which the defen
dant has failed to comply with the conditions 
of probation or Court order. (Be sure to give 
dates, places and specific actions.) 

9. Date of the violation report. 

10. Probation Officer signs full name with name 
typed underneath. 

11. (a) In the case that the defendant need not be 
confined pending disposition of the violation, 
the Probation Officer will check this box which 
is requesting that the Clerk of Court set a date 
for the matter to be heard. 

11. (b) In the event that the Probation Officer be
lieves that either the defendant (a) will not 
ap~ear at the violation hearing on his own or 
(b) that he presents a danger to either himself 
or society, the Probation Officer will check 
this box thus causing the Clerk of Court to 
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12. 

arrange for the issuance of a warrant, 
capias, or detention order. 

The Probation Officer should put a cash amount 
in this box only if llb is checked. 

All below #12 are to be filled out after the disposition 
of the violation. 

Supporting Affidavit 

1. 

2. 

3. 

4. 

In addition to completing form #1, three copies 
of form #2 '(see page 12) will be completed, one 
being forwarded to Central and two for the file. 
This is not filed with the Court. 

This form should be a narrative of the conduct 
of the defendant, action by the Probation Officer 
to prevent .the violat~on and should cover the 
who, what, when, where and why aspects of the 
violation. Be specific, citing rule violations 
with explanations. 

This affidavit is to be signed by the Dis\trict 
Supervisor prior to the violatd!on'''report being 
filed with the Court. 

When sending this form to Central, a copy of 
the chronological report shall be attached. 

I 

I 
I 

II 
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SECTION: VIOLATIONS N.H. PROBATION DEPARTMENT 

PROBATION MANUAL SUBJECT: VIOLATION REPORT FORMS 

(#1) Court No. ---
STATE 

VS. 

NHPD Form #1 

The undersigned, a Probation Officer for the State of New 
Hampshire, states that 

(#2) ----r:::-::=-:~-----(name) 
of (#3) 

------T(~ad~d~r~e-s-s-)~----------

was before this Court (#4)_~;--:-~ __ and (#5)_-.,...~~....--__ 
(date) (Judge) 

made the following order: (#6) _____________________ _ 

and that the said (#7) .. i 1 ---r--~--- l.S now l.n v 0 ation of said 
(name) 

order in that (#8) -----------------------------------

(#9) (#10) 
(date) (signed) 

It is therefore requested that: 
(#lla) _________ A hearing be set up by the Court to hear this matter. 

(#llb) The Court issue a warrant/capias for the arrest and 
detention of the above with bail set in the amount of 
(#12) ____ _ 

After hearing, the Court enters the following order: 

(Date) (Judge) 

- 11 -
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SECTION: VIOLATIONS N.H. PROBATION DEPARTMENT 

PROBATION MANUAL SUBJECT: VIOLATION REPORT FORMS 

Court No. NHPD Form #2 

PROgATION OFFICER'S SUPPORTING AFFIDAVIT 

FOR VIOLATION REPORT 

List conduct while on probation, action taken by Probation 

Officer to prevent violation, and detailed description of activi

ties of probationer, making violation necessary. 

Date: 
State Probation Officer 

Approved: 
(Supervisor) 

- 12 -
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

VI. FILING THE VIOLATION: 

SECTION: VIOLATIONS 

SUBJECT: FILING THE VIOLATION 

A) Reach conclusion that a violation is necessary. 

B) DiscUss propOlsed violation with Supervisor except 
inemergehcy cases. 

C) Complete necessary forms #1 and #2 to be signed by 
the Probation Officer and Supervisor. 

D) File report with the Court, sending copies to appro
priate persons. 

E) When a capias or warrant is necessary, make sure it 
is given to the proper authorities for execution. 

F) If probationer is arrested, get a hearing date im-
mediately. 

G) Hold a preliminary hearing when necessary. 

H) Give proper notification of hearing date. 

I) Summon witnesses (when required)o 

J) Attend hearing and present case. 

K) Follow up with necessary clerical procedures following 
disposition of case, i.e., make chronological entry 
of outcome of case, close case when appropriate, etc •• 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: VIOLATIONS 

SUBJECT: ARREST OF VIOLATORS 

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

VII. ARREST OF VIOLATORS: 

A) Warrants or Capias 

In those adult cases where a warrant or capias is in 
effect concerning a probationer, the Sheriff or a 
pollce officer should serve the warrant and make the 
arrest. When a probationer is arrested, it is the 
duty of the Probation Officer to meet with the proba
tioner to explain the nature of the violation and make 
sure the probationer has a copy of the violation report 
form #1. He should also be, advised of his right to 
counsel and a hearing. 

The Probation Officer should. also contact the Court, 
especially in those cases where bail has not been . 
posted, in order to insure a speedy hearing. If ba1l 
is not posted or a hearing date set within fourteen 
(l~days, a preliminary hearing must be held. 

B) Warrantless 

In cases where a warrantless arrest is deemed necessary, 
the Court should be notified and a probation violation 
report filed immediately (within 24 hours). A probationer 
arrested under such circumstances should be given the op
portunity to post bail immediately following his arrest. 
To accomplish this the Probation Officer will contact 
a bail commissioner. Warrantless arrests should be 
avoided if at all possible and should only be made under 
the most extreme circumstances. If and when such an 
occasion exists, an attempt should be made by the Proba
tion Officer to be accompanied by a police officer. 

In juvenile cases where it is necessary to take custody 
of the juvenile in violation of his probation, the same 
procedures and safeguards should be followed within the 
context of the juvenile statutes. In addition, the 
parents or guardian having custody of the juvenile shall 
be notified immediately. 

In those cases where the filing of a probation violation 
report is deemed necessary by the Probation Officer, 
but there seems to be no justification for taking the 
probationer, adult or juvenile, into custody, "the proba
tion violation shall be filed with the Court, a Court 
date set and the probationer (and parents or guardian in 
juvenile cases) notified by mail along with a copy of 
the violation form #1. 

" ]' 

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

VIII. PRELIMINARY HEARING: 

A) Application 

SECTION: VIOLATIONS 

SUBJECT: PRELIMINARY HEARING 

1. The following procedures do not always apply 
to juveniles. However, if a juvenile is to 
be incarcerated for any period of time, a 
preliminary hearing must be held. 

2. Probationers in violation of their probation 
and not arrested and not held in custody have 
no neea for a preliminary hearing. 

3. The follc1wing decisions and/or laws allow a 
probationer in violation of the conditions of 
probation a preliminary hearing before an 
impartial hearing officer. 

a. Gagnon v. Scarpelli, 411 u.S. 778 (1973) 

b. Morrisey v. Brewer, 408 u.S. 471 (1972) 

c. Stone v. Shea, 113 N.H. 174 (1973) 

d. Part I, Article 1$, of N.H. Constitution 

B) Hearing Officer 

1. A hearing officer cannot be directly involved 
with the case. 

2. A hearing officer does not have to be a lawyer 
and oan be any citizen not directly involved 
in the case. 

3. The hearing officer should not be the Supervisor 
or the Probation Officer who filed the violation. 

4. A hearing officer can be selected from: 

a. Youth Development staff. 

b. New Hampshire Parole Department staff. 

c. Probation Officer not involved in the 
case and any Court officer not involved 
in the case. 



/7 
\ 

,~. 

- --- -------

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: VIOLATIONS 

SUBJECT: PRELIMINARY HEARING 

C) Preliminary P~ocedure 

D) 

E) 

1. 

2. 

3. 

I£ a bail hearing is conducted, and the proba
tioner is released on bailor personal recog
nizance, there is no need £or a preliminary 
hearing. Simply; once the probationer is 
released from custody there is no need for 
preliminary hearing. --

If the incarcerated probationer cannot make 
bailor there is a delay in setting a bail 
hearing, there must be a preliminary hearing 
as soon as possible, but within two weeks. 
Again, 14 days is the absolute maximum. Under 
normal circumstances, a hearing is to be held 
within 48 hours or, if a weekend is involved, 
in 3 to 4 days. 

Counsel For the Indiyent Probationer: Indi
gent's need for appo nted counsel must be 
made on a case-by-case basis. The hearing 
officer must use considerable discretion as 
to whether or not to request appointed counsel. 

NOTE: The state is not under any constitutional 
duty to provide counsel for indigents 
during a preliminary hearing. 

Definition 

The preliminary hearing is for those probationers in 
violation of probation and being held in custody. The 
preliminary hearing is a probable' cause hearing to 
determine whether there is probable cause that the pro
bationer violated any of the condit10ns of probation. 
The technical rules of evidence need not apply. 

Procedure 

1. 

2. 

Upon arrest the probationer must receive a 
written copy of the alleged violations of 
probation. It must be related to probationer 
that not longer than 14 days, and hopefully. 
as soon as possible, a preliminary hearing 
will take place. 

Advise probationer of his rights by reviewing 
Waiver - Preliminary Hearing Form {see pg. 17). 
If the probationer does not want a preliminary 
hearing, have probationer sign Waiver - Prelim,~· 
inary Hearing form in duplicate, giving one 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: VIOLATIONS 

Court No. 

SUBJECT: PRELIMINARY HEARINGS 

,WAIVER 

PRELIMINARY HEARING 

NHPD Form #3 

I, , currently on probation 
from Court and for the charge of 
violation of probation, have been apprised of my rights to a pre
liminary hearing and have been given written notice of the claimed 
violations of probation by Probation Officer 

---------------------
After having been apprised of my constitutional rights, I do 

hereby voluntarily waive the right to a preliminary hearing which 
includes the following: 

1. Opportunity to be heard and to present witnesses and 
documentary evidence. 

2. Right to cross-examine adverse witnesses (unless hearing 
officer finds good cause not to allow confrontation). 

3. A neutral and detached hearing officer. 
4. A written statement by the hearing officer as to the 

evidence and reasons for revocation of probation. 

I voluntarily waive these rights pending my appearance at a 
f;.nal hearing before Court. 

WITNESS: Signed: 

Date Date ------------------------------ ----,---------------------
District Office -------------------

1'7 
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N.H. PROBATION DEPARTMENT 

PROBATION MA.J.WAL 

SECTION: VIOLATIONS 

SUBJECT: PRELIMINARY HEARING 

copy to the probationer. 

3. If the probationer requests a preliminary hear
ing, the Supervisor is to assign a neutral 
and impartial hearing officer and set a date 
tor hearing, informing the probationer of time 
and date. The Supervisor of the district is 
responsible for assigning the hearl.ng officer. 

4. Inform the probationer he or she is entitled 
to the following constitutional rights at the 
preliminary hearing: 

a. To be heard in person; 

b. To present witnesses and documentary 
evidence; 

c. 

d. 

Right to cross-examine adverse wit
nesses (unless hearing officer finds 
cause not to allow confrontation); 

A written statement of the neutral 
and impartial hearing officer as to 
the evidence and reasons relied upon 
for his decision to revoke the proba
tioner's probation or release proba
tioner without a finding. 

5. The hearing should be flexible and informal. 

F) Hearing Officer's Decision 

The hearing officer's final deci.zion must be written and 
provide for one of the following: 

l~ If the hearing officer f:tnds no probable cause 
the Probation Officer must withdraw the viola
tion and the probatione~ is released from 
custody. 

2. Release the probationer pending a set Court date 
for a final Judicial hearing. 

3~ The probationer is returned to the County Jail 
pending final judicial hearing. 

4. Five copies of the hearing officer's decision 
shall be distributed as follows: 

.-: 
f~ 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

a • 

b. 

c. 

d. 

e. 

SECTION: VIOLATIONS 

SUBJECT: PRELIMINARY HEARING 

Original to the Courto 

One copy forwarded to Central. 

One copy to the probationer. 

One copy to the district office file. 

One copy retained by the hearing officer. 

5. A final hearing date will be set by the Court 
for the ultimate determination of revocation 
of probation. 



N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: VIOLATIONS 

SUBJECT: COURTROOM PROCEDURE 

IX. COURTROOM PROCEDURE: 

A) 

B) 

C) 

D) 

E) 

F) 

Prior to the actual violation hearing, the Probation 
Officer shall meet with the prosecutor to review the 
case material. 

The Probation Officer should be prepared to supply the 
prosecutor with necessary names and documents: i.e., 
names of victims, witnesses, etc. to support his affi
davit and complaint. In so~e areas prosecutors are not 
available. Consequently, the Probation Officer should 
be prepared to present his own case. In the event that 
a Probation Officer must prosecute, but for some reason 
is unable to, the Supervisor shall prosecute the case. 

The Probation Officer must be thoroughly familiar with 
rules of Court, juvenile and criminal codes and general 
Courtroom decorum. 

At an uncontested violation hearing, the Probation Officer 
will simply offer testimony in support of his violation 
and be prepared to present a recommendation when requested. 
In those cases where there has been an agreed upon recom
mendation it is the Probation Officer's duty to inform 
the Court'that such an agreement has been made and'the 
nature of the agreement. 

In the case of contested violations, the Probation Offi
cer and/or prosecutor must present evidence which will 
substantiate the allegation(s) set forth in the viola
tion report. 

Probation Officers prosecuting their own violations 
should be prepared to examine and cross-examine wit
nesses and be confronted by the defendant or counsel 
for the defendant. 

- 20 -

SECTION: VIOLATIONS N.H. PROBATION DEPARTMENT 

PROBATION MANUAL SUBJECT: INTERSTATE COMPACT CASES 

X. INTERSTATE COMPACT CASES: 

A) Supervised by New Hampshire 

1. Information on violation by a probationer 
being supervised under the Compact is pro
vided by the supervising officer to the Pro
bation Officer of the out-of-state sentencing 
Court where the probationer was convicted; 
using Violation Reports Forms 1 and 2 (see 
pages 11 and 12). All correspondence on 
Interstate Compact matter is routed via Central 
Office (Interstate Compact Administrator). 

2. Such a probationer should be reported as in 
violation to the agency of the state of origin 
where, by the evidence that can be provided 
the original sentencing Court, a violation pro
ceeding is reasonably possible. In general, 
this standard is more rigorous than that apply-
ing to N.H. violators to be processed locally. 

In case of doubt, consult the N.H. Director 
of Probation as Compact Administrator. 

B) New Hampshire Probationer Supervised Out-of-State 

When a violation report on a New Hampshire probationer 
is received by the Director, it will be forwarded to 
the district office which normally would have exer
cised supervision, for decision as to appropriate 
further action, according to the gravity of the case 
and recommendations made by the supervising agency. 

1. Where the probationer has received a sentence 
for a new offense that will carry beyond the 
expiration of the term of probation ordered 
in New Hampshire (or is likely to), proper 
action will be to so inform the Court by letter 
and otherwise carry the case through normal 
expiration. 

2. Where the nature of the violation warrants and 
the evidence appears sufficient, a violation 
p~oceeding may be initiated subject to con
currence of the Director. 

3. In every case both district and Central office 
files will be maintained and records annotated 
appropriately. 
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XI. INTRASTATE CASES: 

Where the Director has transferred a case between districts fQr 
supervision, a violation proceeding will be i~itiate~ in the 
Court or origin, but prosecuted by the Probatl.on Offl.cer actually 
exercising supervision. 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

I. DECENTRALIZATION OF RECORDS: 

SECTION: RECORD KEEPING 

SUBJECT: DECENTRALIZATION OF 
RECORDS 

All adult and juvenile records are to be kept in district 
offices. This includes active and closed files. The district 
office shall insure security of the cases. These cases are the 
only records and files that are maintained. There are no dupli
cate files at Central Office. Central Office retains the master 
card, update.notices, restitution forms, etc •• 

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

II. INACTIVE CASES: 

A) policy 

SECTION: RECORD KEEPING 

SUBJECT: INACTIVE CASES 

Any case which has a violation outstanding for over 
three months shall be placed on inactive status. 
An inactive case shall be reopened upon apprehension 
on the violation. 

B) Reopening 

If the Court upon hearing continues the case on proba
tion, the case must be reopened and Central shall be 
notified of the change in status frnm inactive to 
reopened and counted on the monthly statistical re
porting form. If the Court discontinues probation, 
the case is reopened and closed with a memo of ex
planation to Central. In both instances a copy of the 
violation shall be forwarded to Central with the reopen
ing slips or closing'slips. This material shall be 
included in one package so when it arrives at Central 
all material will be together. 
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~---------------

« \; 

'\. 

l' r ' , ., ~ 

~ ,~ .... 

III. NEW INVESTIGATIONS: 

~~en a complaint or indictment is received in a district office 
on a juvenile or adult case, no information is sent to the 
Central Office. When the investigation is completed an original 
and two copies are typed. The original is filed with the Court 
and two copies are retained in the district office case file. 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

IV • §~ POLICE RECORD CHECKS: 

SECTION: RECORD KEEPING 

SUBJECT: STATE POLICE 
RECORD CHECKS 

State' Police record checks are still to be forwarded through 
Central Office, an original and three copies. The record 
check will be returned to the district office when received 
from the State Police. 
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/1 j-~ .iL _____________ ,_ 

v. DISPOSITIONS: 

A) Policy 

Once a disposition has been made on any adult or juvenile 
case, an index card must be sent to Central Office. An 
index card must be sent to Central Office on all cases 
when a disposition is made, whether or not the subject 
is placed on probation. The card must be filled in 
entirely with 8.11 information. Be sure the date of 
disposition is on the card. If more space is required 
to type in dispositions, use the reverse side of the 
index card. If all the information required is not 
filled in, the cards will be returned to the District 
Supervisor for appropriate action. If a defendant is 
placed on probation a.nd for some reason a presentence 
investigation was not done, attach a memo to the index 
card indicating a presentence investigation was not 
completed and the reason why. 

B) Commitment to Y.D.C. or State Prison 

If the disposition includes commitment to either the 
Youth Development Center or the N.H. State Prison, 
one of the two remaining copies of the investigation 
in your file is to be sent directly to the institution 
involved with a cover letter. It is essential that 
these institutions receive their copy of the investi
gation immediately. You are to note on the index 
card being sent to Central Office the date tHe'inves
tigation was forwarded (see Section C below). 

C) No Action Cases 

"NO ACTION" cases are those where the disposition does 
not involve probation or payment through the Probation 
Department. In other-words, any case not made active 
or counted on the caseload. This would involve such 
dispositions as: Commitment to Y.D.C., State Prison, 
House of Correction, Nol Prossed, Continued for Sen
tence, Not Indicted, etc •• 

Do not send a regular blue or orange index card to 
Central on these cases. Forward a 3 x 5 white index 
card on all such cases with the information indicated 
on the sample shown. If the disposition includes 
commitment to either State Prison or Y.D.C., indicate 
at the bottom of the card the date a copy of your 
investigation was forwarded to that institution. At 
the top of the district office's own blue or orange 
index card mark fiNo Action" and the year. 

.. 5 -

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: RECORD KEEPING 

SUBJECT: DISPOSITIONS 

-.------------_L-____________ _ 

Since "No Action" cases must be forwarded to Archives 
separately, they should be marked "No Action 19 "and 
kept together, alphabetically, behind the closen-
19_ cases. 

The following information should be included on the 
"No Action" card sent to Central: 

1. Defendant's date of birth 
2. Defendant's name - under name whether adult or 

juvenile 
3. No Action and year 
4. Your District Number 
5. Offense, date and disposition 
6. If applicable, the date a copy of the investi

gation was sent to Y.D.Co/State Prison. 

DOB: 01-01-60 

DOE, JOHN c. 
(Adult) 

SAMPLE 

NO ACTION '80 #7 

3/21/80- Committed to State Prison not more than 
3 years nor less than 1 year and 1 day. 

3/22/80- Copy of investigation to State Prison. 

- 6 -
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

VI. CHRONOLOGICALS: 

SECTION: RECORD KEEPING 

SUBJECT: CHRONOLOGICALS 

No chronologicals are sent to Central Office. Only an original 
is made for the district office file. The only exception to 
this rule is that copies of chronologicals are attached to 
violations and forwarded to Central. 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

VII. CLOSING SLIPS: 

SECTION: RECORD KEEPING 

SUBJECT: CLOSING SLIPS 

Be sure to indicate beside the probationer's name whether it 
is an adult or juvenile case. Also, fill in both restitution 
owed and restitution paid. If no restitution ordered, indicate 
by ~O. 

- 8 ' 
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SECTION: RECORD KEEPING 

SUBJECT: REOPENING CASES 
~ I 
I 

.r;/' l 
-11 ____ ------~------------~L------------------------------i: 

VIII. REOPENING CASES: 

When a case is to be reopened, notify Central Office by memo 
indicating the date case was closed/inactivated and.the reason 
for reopening. If restitution or other payment is ~nvolved, 
be sure to send an update reopening on the computer. 

- 9 -
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SECTION: RECORD KEEPING 

SUBJECT: GENERAL CORRESPONDENCE 

~~"----____________ -L ________________ ___ 

IX. GENERAL CORRESPONDENCE: 

Copies of correspondence, memos, etc. are not sent to Central 
However, you are to make absolutely certain that a copy of ali 
c?rrespo~dence, memos, etc. on any case is kept in the file 
s~nce th~s will be the permanent case file. Again, a copy of 
all corre~pondence, memos, etc. done on a case is to be kept 
in your f~le. 
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SUBJECT: PROGRESS REPORTS 

(r_> ______________________ ~ ______________ ----------~ 

X. PROGRESS REPORTS: 

Progress reports are to be sent directly from the district office 
to the Interstate Compact Director of the state you are super
vising for, an original and one copy. At the bottom of the re
port on the line that says for: type in John A. King. The line 
that says By: should be signed (Not Typed) by the Probation 
Officer handling the case. 
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SECTION: RECORD KEEPING 

5mBJECT: RESTITUTION, FINES, ETC. 

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

« 
\; 

XI. RESTITUTION, FINES, ETC.: 

On any case where restitution, fine or an.y other type of payment 
is ordered through the N.H. Probation Department, an update must 
be sent to Central Office to set up the case on the computer. 
Restitution forms are to be forwarded the day the disposition and 
index card are done. If the amount owed or the payee have not 
been determined, send the update setting the case up and forward 
the necessary information on another update when it is determined. 
Do not wait to set the case up - it must be set up immediately. 
If you need a case I.D. number, Central will still provide one at 
your request. Be sure to indicate on the update whether the case 
is a juvenile or adult. Restitution cases with more than one 
payee must list all payees and the amount due each one as, A, B, 
C, etc., and a corresponding paycard and number must be set up 
for each payee in the district office. Restitution must be pro
rated if there is more than one payee and receipts issued for 
each account number. 

If a defendant is ordered to pay both restitution and a fine or 
lawyer's fee, and the Court order does not specify a certain 
amount to be paid, i.e., $5.00 per week on restitution and 
$5.00 per week on fine, if the defendant j.ndicates he is paying 
on the restitution only or fine only, the full amount may be 
applied to that account. 

All restitution forms must provide the information requested for 
the revers0 side on who, ~hat, where, etc •• If restitution is 
to be paid to an insurance company, the name, address and claim 
number of the insured party must be provided. Any update re
ceived without all the required information will be returned to 
the District Supervisor for appropriate action. 

When a restitution, fine, lawyer's fee, etc. has been paid, an 
update is still sent to Central Office closing the account on 
the computer. However, if the case is still active as probation, 
plesse state this on the update. If the entire case is to be 
closed, a pink closing slip must accompany the update. 

~: All new restitution cases shall have a copy of the facesheet 
attached to the update. 

On restitution update, indicate beside total restitution ordered 
the Court that issued the order. (Ex.: Hills. Superior Court' 
Rochester District Court, Rock. Superior Court). Also when ~ 
restitution check is mailed from Central, the check st~b will 
be attached to your copy of the letter and forwarded to the 
district to be retained in your file. 

- 12 ' 
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N.H. PROBATION DEPARTMENT 

PROBATION DEPARTMENT 

SECTION: RECORD KEEPING 

SUBJECT: ANNULMENTS 
~ - I 

f 
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XII. ANNULMENTS: 

On any case where a record is annulled, all material on that 
ca.se is forwarded to Central Office immedj.ately. Absolutely 
no information on the case is kept in the district office. 
The case file shall be marked "Annulled Record. I. 

i f 
i ! 
~ ! 

I 
j t 
, 1 

'\ 

i I ; ~! 

ij 

; ! 

I 

, I 
I 
I 

i I 
[I 
II 
j I 

i I 

1\' 
! . 
I { 
I ! 

I l 
! i 

- 13 ·LJ 

t 

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

XIII. WORK RELEASE: 

SECTION: RECORD KEEPING 

SUBJECT: WORK RELEASE 

Set up in the same manner as an adult case forwarding an index 
card and update to Central Office. If the subject is already 
on probation it is not counted as a new case on the monthly 
statistics. If not on probation, it is counted as a new case. 
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PROBATION MANUAL 

SECTION: RECORD KEEPING 

SUBJECT: TRANSFER OF CASES 

XIV. TRANSFER OF CASES: 

A) General Policy 

When transferring a case to another office, a copy of 
the green transfer notice shall be sent to Central 
Office, as well as a probation update if there is 
restitution, fine, attorney's fees, etc. involved. 
Indicate beside name on transfer slip whether case 
is adult or juvenile. 

B) Transfer Between Local Probation Offices 

C) 

D) 

Cases may be transferred from one local probation office 
to another without forwarding through Central. If the 
local probation office requests the State Probation 
Department to supervise a probationer or to investigate 
a case the request shall go through the Central Office 
and will be forwarded to the designated state district 
office and not to a local probation 6ffice Q (See 
Procedures under Investigation section of this manual). 

Transfer Between State Probation Offices 

All requests for supervision or investigation between 
district offices (State) shall be forwarded to Centralo 
Central will, in turn, forward to the appropriate 
district office. 

District offices shall not forward to local offices . 
unless an arrangement has been made. (For example, 
dual supervision or other case). 

Transfer Statistics 

When transferring a case (transfer out) the case is no 
longer carried as an active case on the monthly statis
tical form. 

A district office receiving a transfer case shall count 
the case as a transfer in and the case will be active 
on the monthly statistical form. 

~: Please refer to the Investigation section of this 
manual for both Intra and Interstate procedures. 

N.H& PROBATION DEPARTMENT 

PROBATION MANUAL 
SECTION: RECORD KEEPING 

SUBJECT: STORAGE OF RECORDS 

".',,,,,,- ---------_---L _________ _ 

xv . STORAGE OF RECORDS: 

A) Policy 

All cases closed for a period of two years are trans
ferred to the custody of the Director of the Division 
of Records Management and Archives under the provisions 
of RSA Chapter 8 - B. 

B) Procedure 

1. Closed cases are to be kept in the district 
office for two years. 

2. 

3. 

At the end Ojr two years the cases shall be 
forwarded in alphabetical order to Central. 

Central prepares the case records for storage 
at State Arch.ives. 

lliIT.~: Case r\~cords are stored and are avail
able to all Probation Officers for 
review and inspection. To gain the 
case records, contact Central and the 
records shall be sent. Upon comple
tion, the records are to be returned 
to Centr.9.l. 
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SECTION: RECORD KEEPING 

SUBJECT: JUVENILE CLOSED CASES 
ARCHIVES/DESTRUCTION 

XVI. JUVENIL& CLOSED CASES: 

A) Policy 

Juvenile cases closed are to be kept separated from 
adult closed cases by year and in alphabetical order. 
As time occurs the old second year cases are to be 
taken to Central Office along with the adult closed 
cases of the same year for deposit in Archives. 

B) Statutory Provisions 

1. Delinquency Records (RSA l69-B:25) 

"Except as provided in RSA l69-B:24 and 
RSA l69-B:39, ~ll records pertaining to 
cases of delinquency shall be kept at all 
times so that no one shall have access to 
the same except officers of the institution 
where the minor is committed, duly accredited 
Probation Officers, parent, guardian, custo
dian, minor's attorney, and others entrusted 
with the corrective treatment of said minor. 
Additional access may be granted by Court 
order or upon the written consent of the 
minor. Once a delinquent reaches 19 years 
of age, all Court and individual institution
al records including police records shall be 
sealed and placed in an inactive file." 

2 •. CHINS Records (RSA l69-D:25) 

C) Procedure 

"All records pertaining to cases of children 
in need of services shall be kept at all times 
so that no one except duly accredited Proba
tion Officers, others entMlsted with the 
supervision of said child, the child, a parent, 
guardian, custodian, and the child's attorney 
shall have access to the same. Additional 
access may be granted by order or written con
sent of the child. Once a child in need of 
services reaches 18 years of age, all Court 
and police records shall be destroyed." 

1. Upon closing a 'juvenile file, all the material 
in each case is sealed by stapling the top 
edge of the case folder. 

2. The folder is marked in big red letters: 
CLOSED JUVENILE, with the date of closing. 

- 17.-

N.H. PROBATION DEPARTMENT 

PROBATION.MANUAL 
SECTION: RECORD KEEPING 

SUBJECT: JUVENILE CLOSED CASES 
ARCHIVES/DESTRUCTION 
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3. It is then filed in the closed file for the 
year, alphabetically in the juvenile section. 

4. A copy of the closing slip is sent to Central. 

5. In the case of children in need of services 
when child reaches age 18 all the records ' 
shall be placed in the folder, sealed and 
marked for .destruction. Send all the material 
to Central for destruction •. 

6. After two years of closing juvenile delinquent 
rec,ords shall be forwarded to Central to be 
:3tored in Archives. 

D) Confidentiality 

1. Delinquents (RSA l69-B:36) 

"Any officer or employee ~f an institution who 
permits other than authorized persons to have 
access to such records, or any officer or em
ployee or person entrusted with the use of the 
same for corrective purposes, or anyone else, 
who publishes or broadcasts or permits the 
publication or broadcast of such records or 
parts of the same, except by Court order, shall 
be in contempt of Court. This prohibition 
shall hot be construed to prevent publication 
as provided in RSA l69-B:37." 

2. CHINS (RSA l69-D:26) 

"A . ny person who permits other than authorized 
persons to have access to such records, or who 
pub~ishes or broadcasts or permits the publi
cat10n or broadcast of such records or parts of 
the same, except by Court order, shall be in 
contempt of Court." 
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SUBJECT: DELEGATION OF AUTHORITY 
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I. DELEGATION OF AUTHORITY: 

A) D~legation of authority within the agency is as follows: 
Dlrector to Assistant Director to District Supervisor 
to Probation and Domestic Relations Officer. 

B) In ~he Rbsence of a ~upervisor for two or more work days 
or 1~ any m~tter of urgency when the Supervisor is not 
readlly.avallable and an immediate decision is necessary 
the~e wlll be a Probation or Domestic Relations Officer ' 
deslgnated to act as Supervisor in the Supervisor's ab
sence. These designations will be made in writing with 
distribution to all district staff and Central Office. 

C) In the absence of both the Director and Assistant Dir
ectors, a District Supervisor will be designated for 
each occasion, by the Director to serve as Acting Dir
ector. In any matter of urgency when neither the Dir
ect~r no~ Assist~nt Director is readily available and 
an lmmedlate declsion is necessary the Supervisor may 
act. 
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II. DUTIES OF 'rHE DIRECTOR: 

A) Administration 

B) 

1. The Director of probation shall be the executive 
officer of the Department of Probation. 

2. 

3. 

4. 

5. 

6. 

The Director shall in conjunction with the Board 
of Probation and Department of Personnel develop 
position specifications for all authorized posi
tions of the Department of Probation. 

The Director shall oversee and coordinate with 
New Hampshire Centralized Data Processing for 
accounting and disbursing monies collected. 

The Director shall procure and maintain equip
ment, repair of equipment, supply orders and keep 
update inventory. 

The Director shall be responsible for the collec
tion and disbursement of all collected monies. 

Secure suitable quarters. 

Record Keeping and Reporting 

1. The Director shall compile statistics on the work 
of all Probation Officers. 

2. The Director shall establish the reports and forms 
to be maintained in the various tiers of Probation 
Offices. 

3. The Director shall maintain records of all proba
tioners. 

C) Rules and Regulations 

1. 

2. 

The Director shall prepare and publish such 
reports as may be required by the Board, Gov
ernor and Legislature. 

The Director shall prepare a Biennial Report 
for submission and distribution as provided by 
RSA. The report shall provide informative 
statistics, analyses, accomplishments and rec
ommendations relative to the Department and the 
administration of justice. 
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3. The Director shall be responsible for the 
maintenance and storage of all department 
records. 

D) Supervision of Staff 

1. 

2. 

3. 

4. 

The Director shall establish and adMinister 
standards, policies and procedures for field 
officers. 

The Director shall divide the state into 
administrative districts and shall staff 
such districts. 

The Director shall establish the standards, 
procedures and rules of probation work, in·,. 
clu.ding methods and procedures of investiga
tion, supervision, casework, record keeping, 
accounting, caseload and case management, to 
be followed in the various tiers of Probation 
Offices. 

The Director shall establish standards and 
procedures for the performance evaluation 
of line and supervising Probation Officers 
in the various tiers of Probation Offices. 

.5. The Director shall have office staff evaluated 
once every six months and new staff once 
every mOn"~h for the first six months. 

E) Hiring Staff 

F) 

1. The Director shall recommend, subject to ap
proval of the Board, and subject to Personnel 
rules and regulations, the hiring of Domestic 
Relations Officer's, District Supervisors and 
~ield Probation Officers for their approval. 

? The Director shall hire clerical staff, with
out Board approval, but subject to Personnel 
rules. 

Discipline 

1. The Director shall enforce his requirements 
regarding reports, procedures, standards and 
rules to be followed in the various tiers of 
staff by citation for disciplinary action of 
a staff member, in the event of a breach or 
violation of such reports, procedures, stan-. 

dards and rules. 

- 3 -
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2. 

3. 

The Director shall receive all notices of 
intended disciplinary action against a 
staff officer including reprimand, fine, 
suspension, demotion or discharge, that may 
be initiated by a Supervisor or top adminis
trative officer and shall cause an investiga
tion to be made and a report, with recommenda
tions, to be written. 

There are three types of disciplinary action 
Probation Department classified employees 
can appeal to the Board: 

a. 

b. 

c. 

Warning - There are two types of 
warning - written and oral. A 
written warning can be placed only 
in the employee's file, or can be 
forwarded to the NH.Department of 
Personnel to be made a permanent 
part of the employee's record. An 
employee has the privilege of appeal
ing to the Board if the written warn
ing is to be forwarded to the N.H. 
Department of Personnel. This appeal 
must be made within fourteen days of 
receipt of the warning. Oral warnings 
or warnings placed only in the em
ployee's file cannot be appealed. 
to the Board. 

Suspension - An employee has the 
privilege of appealing to the Board 
prior to the actual suspension in 
order to present the employee's side 
of the story. The app~al must be 
made within fourteen days of indica
tion from the Director of suspension 
action. In cases requiring immediate 
aotion, the Director may suspend im
mediately upon verbal approval from 
the Board. Otherwise, the Board will 
respond within fourteen days of writ
ten request from the employee for a. 
hearing. 

Dismlssal 
tion y 
action to be tak~n, the employee may 
request; the Board. for a hearing wi thin 
fourteen days. Approval or disapproval
must be made by the Board within four-
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teen days of the employee's request. 
In cases requiring immediate action, 
the Director may dismiss/demote 
immediately upon verbal approval 
from the Board. 

None of the above actions restrict 
the right of the employee to appeal 
to the N.H. Department of Personnel 
for a hearing. 

4. The Director shall make available to all staff 
a manual of procedures and enforce it. 

G) Research and POlicy Recommendations 

The Director shall conduct research studies relating 
to crime and delinquency and may participate with 
other public and private agencies in joint research 
studies. 

H) 'l'raining 

1. The Director shall provide instruction and 
training courses for staff. 

2. The Director shall develop and conduct basic 
orientation and in-service training programs 
for the staff, such programs to be held at 
such times and for such periods as he shall 
determine. 

3. The Director may set up conferences or semi
nars throughout the state, and may authorize 
the attendance by staff at any '\'lhich in his 
judgment will further the interests of proba
tion service. 

I) Relations With Board of Probation 

1. The Chairman of the Board shall set up Board 
Meetings when needed and an agenda shall be 
submitted to the Board prior to each meeting. 

2. The Director shall inform the Board of contracts 
provided to and received from other agencies 
such as Welfare (IV-D) and Central Data Pro
cessing, for their approval. 

3. The Director shall enforce and update the 
directories, rules, procedures and policies 
of the entire department. 

- 5 -
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J) Financial Responsibility 

1. The Director shall prepare a budget for the 
Biennium. 

2. The Director shall prepare and present grant 
requests to federal, state or private sources 
and oversee such grants received. 

3. The Director shall allocate funds appropriated 
as authorized in supporting the activities of 
the department. 

K) Interstate Compact Agreement 

1. The Director shall administer the Interstate 
Compact as the designated authority by the 
Governor of New Hampshire. The Director shall 
administer the compact between states on intra 
and interstate matters. 

2. The Director shall administer the procedures to 
return New Hampshire l~aways from other states 
according to the Interstate Compact Agreement. 

L) Public Relations 

1. The Director shall maintain a liaison with the 
judicial branch of gove~ment for the purpose 
of facilitating and improving probation ser
vice to the Courts. 

2. The Director or his designee shall supervise 
and maintain a liaison between local and 
state officers. 

3. The Director shall represent the department in 
attendance at regional and national conferences, 
conventions and other meetings concerning cor
rections or domestic relation matters. 

4. The Director shall conduct public relations 
through informing the public of the work and 
contributions of the department. 

5. The Director shall cooperate with colleges on 
the intern and/or work study and other programs. 
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T~e Director shall approve qualified volunteers and 
administer the Volunteer Program. 

N) Miscellaneous 

The Director shall perform such other duties as may be 
necessary to establish and' maintain an efficient pro
bation service for the Courts or assigned by the Board, 
i.e., establish committees, surveys, etc •• 



N.H. PROBATION DEPARTMENT 

PROBA1'ION tvIANUAL 

SECTION: ADMINISTRATION 

SUBJECT: DUTIES OF 
ASSISTANT DIRECTOR 

III. DUTIE~ OF ASSISTANT DIRECTOR: 

A) General 

The Assistant Directors are appointed by the New Hamp
shire Board of Probation-RSA 504:9. 
The Assistant Directors shall perform such duties as 
required by the Board or.assi~ed by th~ Director. The 
Dir'ector shall be their l.mmedl.ate superl.or. 

, B) Administration 

1. 

2. 

3. 

4. 

In the absence of the Director, the Director 
will designate an executive officer. 

Assist the Director in interviewing candidates 
for permanent positions within the department, 
interns, etc •• 

Assist the Director in the procuring, main
tenance and inventory of equipment. 

Order and disburse supplies to the district 
offices and maintain updated inventory. 

5. 
6. 

Maintain a department system for office forms. 

Make recommendations to the Director in response 
to changing workloads, Court practices, office 
space, etc •• 

7. Assist in answering correspondence and requests 
of all kinds. 

8~ 

9. 

Review mileage vouchers to ensure proper ~ocu
mentation and proper planning of travel tl.me 
by the officers. 

Review bi-annually Domestic Relations Officers 
and Probation Officers written examinations 
as set forth by the N.H. Department of Person
nel. 

C) Record Keeping and Reporting 

1. Assist the Director in evaluating statistical 
information for caseload trends. 

2. Assist with the preparation and maintenance of 
all documents to be stored in the New Hampshire 
State Archives. 
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D) 

3. Assist, as directed, in the preparation 
of Biennium reports. 

4 .• Assist, the Director in publishing reports 
as required by the Board, Governor and Leg
islature. 

5. Assist in the preparation of reports and re
quests from federal, state and other depart
ments o~~agencies. 

6. 'Review monthly statistical reports for accuracy. 

7. Prepare and keep updated the department's rule 
making under RSA 541:A. 

. 8. ,Assist in the preparation and ongoing updating 
of the department's manual of policies and 
procedures. 

Supervision of Staff 

1. Insure compliance of staff to the standards, 
policies and procedures for Supervisors and 
officers. 

2. 

3. 

4. 

5. 

Inspect and evaluate the operations of state 
offices and make recommendations to the Dir
ector; and the Probation Assistant Director 
shall inspect, evaluate, and integrate the 
operations of 'MUnicipal and District Court 
Probation Offices. 

Evaluate the performance of District Office 
Supervisors, officers and report to the Dir
ector with recommendations. 

Accompany officers on investigations and super
vision of cases to observe techniques and pro
vide guidance and training. 

Confer with Supervisors and officers and make 
recommendations in difficult cases involving 
extenuating circumstances. 

E) DisCipline 

1. Insure the enforcement of directives, rules, 
procedures and policies concerning the overall 
operation of the department. In the event of a 
breach or violation of such procedures and 
rules, inform the Director by report with rec
ommendations. 
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2. At'the request of the Director inVetS~igate . 1 

notices of intended disciplinary ac ~on, . I 

hear personnel grievances, and forwa:-d a . /' 

1. 

report with recommendations to the D1rector. : I 
F) Research and Development I 

Under the direction of the Director, assist . ! 

G) 

H) 

I) 

in program development in areas to provide . I' 
probation and collection services. , 

2. Assist the Director in conducting research ' I,' 

studies relating to crime, delinquency, and 

3. 

Training 

1. 

2. 

3. 

domestic relations. 

Submit quarterly reports of needs,.problems 
and the status of the department w~th recom
mendations to the Director. 

Assist the Director in the planning, develop
ment and implementation of curriculum aimed 
at fulfilling the department's training needs. 

Evaluate training sessions, follow up on the 
new approaches elicited and implement the 
results of the training sessions. 

Continually update the department's library 
for training and ongoing education of entire 
staff. Insure accurate inventory of library 
documents available. Insure the dissemina
tion of periodicals and books upon request to 
the staff. 

Relation With the Board 

1. Assist the Director in the preparation of items 
for the monthly Board Meetings, and attend 

2. 

Board Meetings with the Director. 

Perform such duties as may be assigned by the 
Board. 

Financial Responsibility 

1. Assist the Director with the preparation of 
the department's budget for the Biennum. 

2. Assist the Director with the preparation of 
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grant requests and monitor such grants for 
compliance. 

J) Interstate Compact 

Assist the Director in administering the 
Interstate Compact. 

K) Public Relations 

L) 

M) 

1. When designated, represent the department or 
the Director in attendance at conferences 
and other meetings pertaining to departmental 
services. 

2. Speak before c~v~c, social and educational 
groups explaining the functions and contribu
tions of the department. 

3. Coordinate and evaluate the college intern 
program within the department. 

Volunteer Program (Assistant Director for Probation) 

1. Assist in coordinating the statewide Volunteer 
Program. 

2. Insure volunteer meetings are held and programs 
are educational and purposeful. 

3. Assist Supervisors in the development of the 
Volunteer Program through planning and training. 

4. Analyze and evaluate the statistical infor
mation received from the District Supervisors 
with subsequent recommendations. 

Miscellaneous 

Recommend to the Director, and assist with the 
preparation of new legislation relative to 
the department. 

- 11 -
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IV. DUTIES OF SUPERVISORS: 

A) Administration 

1. All personnel in a' district office will be 
directly responsible to the District Office 
Supervisor. 

2. The Supervisor is responsible to·the Director 
and Assistant Directors. 

3. The Supervisor shall organize and coordinate 
the staff of the district office and ensure 
proper distribution of the caseload and 
secretarial workload. 

L~. The Supervisor shall oversee and coordinate 
with the Central Office the collection of and 
disbursement of all collected monies, and that 
all monies collected are forwarded to Central 
Office. 

5. The Supervisor shall insure that the district 
office's equipment is properly maintained, 
serviced and repaired. That district office 
supplies are ordered quarterly and inventoried 
properly to ensure an adequate supply base. 

o. The Supervisor shall assist the Director in 
locating su~table office space. 

7. Be appraised as to whereabouts of staff and 
maintain a daily signout sheet for staff. 

8. Act as a liaison between Central Office and 
district office. 

9. Insure that the Procedural Manual and Secretar
ial Manual are followed. 

10. 

11. 

12. 

13. 

Insure Probation Officers are complying with 
forty-eight hour week. 

The District Supervisor will encourage frug
ality as it pertains to supplies, travel and 
phone use. 

Insure staff members are properly organizing 
their time. 

Dai~y review of all incoming and outgoing mail. 

----- -~-- ------
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14. Assign caseaoad and work areas of the dis
tricts. 

15. Approve all leave, sick and annual, in the 
districts. 

16. Supervisor shall be responsible to attend 
Supervisor's meetings at Central Office, 
Concord, and shall keep staff informed and 
up-to-date concerning results of the meetings 
and policy changes. 

B) Record Keeping and Reporting 

1. The Supervisor shall review, discuss with 
staff, compile and submit statistical and 
other reports concerning probation and domes
tic relation functions as requested on their 
own volition. 

2. The Supervisor shall review and submit the 
Postage Request for the probation unit and 
the domestic relations unit. 

3. The Supervisor shall review, prior to submis
sion, travel vouchers and initial the travel 
vouchers. 

4. The Supervisor shall submit minutes of the 
monthly and special staff meetings held in 
the district office. 

5. The Supervisor shall submit evaluation reports 
on staff as requested by the Director and as 
mandated by department policy. 

6. The Supervisor shall make monthly reviews of 
the Master Investigation Schedule. 

7. 

8. 

9. 

All reports are to be checked for accuracy and 
sent to Central on the due date. 

The Supervi"sor shall be responsible for main
taining records of all criminal, juvenile, 
civil, domestic relation cases and other cases 
within the district. 

Maintain an investigation schedule, and make 
periodic checks to Emsure reports completed in 
a timely manner. 

- 13 -
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c) 

10. 

11. 

12. 

Insure cases are opened and closed properly 
and in a timely manner. 

Insure Domestic Relations Officers are proper
ly completing the monthly review of collection 
cases and that information is accurate, utiliz
ing the computer status report as a check. 

Supervisor shall be responsible for submitting 
a monthly report to the Director noting: 

a. Needs and problems 

b. Recommended changes 

c. Analyses of caseload changes, trends, etc •• 

Rules and Regulations 

1. 

2" 

3. 

4. 

5. 

6. 

7. 

8. 

The Supervisor shall insure that standards, 
policies and procedures of the department are 
performed and adhered to by all staff. 

The Supervisor shall insure proper telephone 
use and official travel. 

The Supervisor shall insure dadly sign out log 
is properly maiatained by the officers. 

The Supervisor shall insure the department's 
policies and procedures are followed by Proba
tion and Domestic Relations Officers regarding 
Court performance, violations, supervision and 
investigations. 

The Supervisor shall be familiar with department 
policies and procedures and be able to inform 
staff in order to insure the policies and pro
cedures are implemented properly. 

The Supervisor shall prepare and provide such 
reports as may be required. 

Maintain an accurate and up-to-date equipment 
and furniture inventory. 

The Supervisor shall be responsible for the 
maintenance and storage or proper disposal of 
all records in the district office. 
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9. The Supervisor, upon request, shall provide 
data and evaluative material for the Biennial 
Report. 

D) Supervision of Staff 

1. Supervisor is responsible for the direct super
vision of all staff. 

2. Shall evaluate office staff once every six 
months and new staff once every month for the 
first six months. 

.. 
.J. Shall attempt to settle all questions and in 

general be available to give "advice a~d counsel 
to all district personnel. 

4. Supervisor is responsible for insuring the dis
trict and sub-offices are sufficiently staffed 
during regular office hours and during specified 
evening hours so that clients may be properly 
served and the department regulations fulfilled. 

5. Insure Domestic Relations Officer makes weekly 
checks with the Sheriff's Department as to the 
progress concerning capias' and mittimus'. 

6. Assist and enforce proper time organization of 
all staff. Know where officers are and maintain 
signout sheets. 

7. Insure all officers maintain an advanced weekly 
itinerary and review the itineraries weekly. 

8. Maintain an ongoing review of pending investiga
tions in the district and insure prompt comple
tion of all assigned investigations. 

9. Review all presentence reports, as to form and 
content, prior to filing with the Court. 

10. Review all chronologicals on a monthly basis as to 
form and content. 

11. Monitor the activities of Probation Officers and 
Domestic Relations Officers to determine areas 
requiring improvement or better utilization of time. 

12. Insure the Probation Officers are in compliance 
with job requirements specified in the manual. 
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13. Review and countersign all violations prior 
to filing. 

14. 

15. 

Insure the directives of the Volunteer Program 
are complied with such as ongoing recruitment, 
meetings, assignments, etc •• 

Insure Domestic Relations Officers and Probation 
Officers complete their monthly reports accurate
ly and on time. 

16. Monitor collection operation for top efficiency 
and accuracy. 

E) Hiring Staff 

F) 

1. 

2. 

The Supervisor shall conduct interviews and make 
recommendations to the Director on the hiring 
of clerical staff for the district office. 

Assist as required by the D":'rector in the hiring 
of staff. 

DisCipline 

1. 

2. 

3. 

4. 

5. 

Shall enforce the department's requirements re
garding reports, procedures, standards and rules 
to be followed by all staff. 

If attempts to resolve matters concerning breach 
of personal rules or department procedures and 
policies occurs, the Supervisor shall initiate 
in writing to the Director the facts, and make 
recommendations as to the disciplinary action. 

The Supervisor shall discuss minor infractions 
of the procedures, rules, regulations and stan
dards of the department with the staff member 
to insure future compliance through verbal or 
written notice and so inform the Director. 

The Supervisor shall see that all personnel in 
the district are aware of department and state 
personnel regulations, their rights and obliga
tione. 

The Supervisor shall act as an arbitrator for 
staff disputes within the office and as a liaison 
with Central Office. 
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G) Training 

H) 

I) 

J) 

1. The Supervisor shall plan, provide and suggest 
ongOing training and guidance for all Probation, 
Domestic Relations Officers and secretaries. 
The Supervisor shall devote special attention 
to the needs of new employees for training. 
The Supervisor shall have overall responsibility 
for training interns, workstudy trainees, CETA 
and temporary personnel. 

2. The Supervisor shall insure attendance of his 
staff at all training sessions, conferences 
and seminars at such times and places as de
termined. 

3. Cooperate and assist when requested in planning, 
scheduling and the subject matter of training 
sessions. 

Relations With the Board 

1. The Supervisor shall be a liaison officer be
tween the Director and district staff regarding 
relations with the Board. 

2. The Supervisor shall, when requested, meet with 
the Board of Probation to discuss whatever busi
ness or matter which the Board may want to dis
cuss with the Supervisor. 

Relations With the Director 
~ -

The Director is to be kept appraised of all 
matters dealing with the delivery of probation and 
domestic relations services, workloads, staff 
problems, territories covered by staff and recom
mended changes in policy and procedures at all 
times. 

Research and Policy Recommendations 

1. At the request of the Director the Supervisor 
shall conduct research studies relating to 
crime and delinquency, domestic relations, and 
present findings with recommendations to the 
Director. 

2. The Supervisor shall analyze caseload trends and 
other analytical reports as required in the dis
trict. 

-~ 
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3. 

4. 

The Supervisor shall hold monthly staff meet
ings to keep staff abreast of new procedures, 
laws developments and solicit new ideas. 
The Supervisor shall forward staff meeting 
minutes to the Director. 

The Supervisor shall assist the Director in 
conducting research studies and suggest new 
ideas, inl~ovations f and policy changes which 
will improve the department. 

K) Final1~ial Responsibility 

L) 

1. 

2. 

3. 

4. 

The Supervisor shall appraise the Director of 
any financial needs which the district office 
may have such as rental, purchasing equipment 
or addi tiona.l staff, both immediate and pro
jected. 

The Supervisor shall furnish appropriate data 
and information to the Director to assist in 
formulating a budget for the Biennium. 

The Supervisor shall be responsible for office 
supply ordering and allocation within the 
district office. 

The Supervisor shall insure proper planning to 
prevent unnecessary expenses; in office supplies, 
travel, telephone usage, etc •• 

Interstate Compact Agreement 

1. 

2. 

3. 

4. 

5. 

The Supervisor shall handle all probation super
visions done by other states for New Hampshire 
unless the Director approves otherwise. 

The Super-visor shall insure procedures are fol
lowed for Interstate Compact cases for proba
tioners supervised by another state. 

The Supervisor shall assist the Director in 
administ'eriilg the procedures to return New 
Hampsh.:f.re runaways' from other states according 
to the Interstate Compact Agreement. 

Make a periodic check of all requests for out-of
state transfer under the Interstate Compact. 

Insure proper procedures for Intra State matters 
concerning sup~rvision and investigations. 
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1. The Supervisor shall maintain a liaison with the 
Courts in the district in order to facilitate 
and improve the probation ser-vice to the Court. 

2. The Supervisor shall be a spokesman for his office, 
and if requested, conduct public speaking. 

3. The Supervisor, upon request, shall represent his 
district or the department at conferences, train
ing sessions, seminars concerning corrections 
or domestic relations matters. 

4. The Supervisor shall maintain a liaison with 
local District Court Probation Officers. 

5. The Supervisors shall conduct public relations 
through informing the public of the work and 
contributions of the. department. 

6. The Supervisors maintain a positive and coopera
tive relationship with other agencies, law en
forcement, Courts, and the public. 

7. The Supervisor shall work cooperatively with the 
colleges concerning work stUdies. 

8. The Supervisor shall maintain a liaison with 
Central and other district and local offices. 

9. The Supervisor shall cooperate with public schools, 
colleges, CETA, etc •• 

N) Volunteer Program 

1. 

2. 

3. 

4. 

The Supervisor shall recruit qualified volunteers 
and recommend candidates for appointment. 

The Supervisor shall insure that the VIP Program 
is properly administered within the district. 

The Supervisor shall encourage Probation Officers 
to promote the VIP Program and to make recommenda
tions to them for volunteers. 

The Supervisor shall insure Probation Officers 
are attending Volunteer Meetings, assigning volun
teers, and engaging in ongoing recruitment. 

Q -
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1. The Supervisor shall perform such other duties 
as may be directed by the Director or Assis
tant Directors. 

2. The Supervisor shall review as much of the work 
of his staff as possible to insure the work is 
being completed properly, promptly, and in the 
best interest of the client, the community and 
the department. The Supervisor should accompany 
his officers on investigations, Court appearances 
and sup~rvisions in order to observe the officer's 
approach in servicing of these areas. 

3. Keep Central appraised of local needs, new trends 
and developments; recommendations for changes, 
etc. in order to promote the efficient operation 
of the department and its delivery of services. 

4. Complete and accept all assignments in a timely 
fashion as handed down by the Director or Assis
tant Directors. 

5. The Supervisor shall set the pace for high morale 
and Esprit d' Corp in the district office. 

I 
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PROBATION MJL~AL 

V. DUTIES OF PROBATIO~~OFFICERS: 

A) Administra~ion 

SECTION: ADMINISTRATION 

SUBJECT: DUTIES OF PROBATION 
OFFICERS 

1. Probation Officers in a district office are 
directly responsible to the District Office 
Supervisor. 

2. Shall properly maintain their office equipment 
and insure proper utilization of office suppli~s. 

3. Shall appraise the Supervisor or other staff 
of his or her whereabouts and sign the Daily 
Sign Out Sheet when 19aving the office. 

4. Shall assist the Supervisor concerning all 
matters between Central Office and the district 
office. 

5. Shall follow the Procedures Manual. 

6. Shall comply with law enforcement forty-eight 
hour week. 

7. Shall be frugal as it pertains to supplies, 
travel and telephone use. 

8. Shall review and answer incoming mail within 
a day if possible. 

9. Shall review outgoing mail. 

10. Shall diligently carry out the workload assigned 
in the work area of the district. 

11. Shall insure proper utilization of sick leave 
and annual leave as set forth by the New 
Hampshire Personn~l Department. 

12. Shall attend meetings at Central when !'equested 
and perform such other duties as required by 
the Central Office. 

13. Shall insure NH RSA 504 relative to the "Powers 
and Duties of Probation Officers" is fulfilled 
as mandated. 

14. Shall, upon being appraised by the Supervisor, 
keep up-to-date concerning the results of meet
ings and policy changes. 

.." 
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SUBJECT: DUTIES OF PROBATION 
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B) Record Keeping and Reporting 

1. Shall compile and submit statistical and other 
reports to the Supervisor for review. 

2. Shall insure travel voucher filled out properly 
and submit to the Supervisor. 

3. Shall attend monthly and special staff meetings 
held in the district office. 

4. Shall give input concerning performance evalua
tions made on them by the Supervisor. 

5. Shall maintain an updated monthly request ~or 
"Investigation Schedule". 

6. Insure cases are opened and closed properly and 
in a timely manner. 

7. Insure all reports are checked for accuracy and 
sent to the Supervisor by the due date. 

8. Insure records on all criminal, juvenile, civil 
and restitution cases are maintained properly. 

9. Insure Probation Officer Review and 6ity and Town 
Gaseloads are prepared and submitted on a timely 
basis. 

C) Rules and Regulations 

1. Shall adhere to the standards, policies and pro
cedures of the department. 

2. Shall insure proper Court room performance on 
violations, supervisions and investtgations. 

3. Shall be familiar with all department policies 
and procedures and insure they are implemented 
properly. 

4. Shall prepare and provide such reports as re
quired by Central or the Supervisor. 

5. Shall assist t~e Supervisor in updating the 
equipment and furniture inventory. 

6. Shall assist the Supervisor in preparing, gather
ing and assimilating evaluative material for the 
Biennium Report. 
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SECTION: ADMINISTRATION 

SUBJECT: DUTIES OF PROBATION 
OFFICERS 

--~~. --------------------~---------------------------

D) Supervision 

1. Shall. be under the direct supervision of the 
District Office Supervisor. 

2. Shall follow the rules and regulations concern
ing proper grievance procedures concerning 
performance evaluations or other personnel 
problems. 

3. Shall seek advice and counsel from the Super
visor concerning technical personnel or admin-
istrative matters.. . 

4. Shall insure regular office hours and specified 
evening hours so that clients may be properly 
served and department regulations fulfilled. 

5. Shall check the County Jail weekly for arrested 
probationers. 

6. Shall make weekly checks with Sheriff's Depart
ment concerning the progress of capias', etc •• 

7. Shall organize time properly for the most effec
tive and efficient means of serving the proba
tioners and Courts. 

8. Shall maintain an advance weekly itinerary to 
be reviewed with the Supervisor. 

9. Insure prompt completion of all assigned inves
tigations as prescribed by department policy 
and procedure. 

10. Shall insure proper form, content and sentence 
structure on all presentence investigations as 
set forth by procedure and policy. 

11. Shall utilize the supervision caseload manage
ment approach. 

12. Shall review all chronologicals monthly to in
sure casework is properly documented and that 
probationers are fulfilling their obligations. 

13. Shall insure compliance with the job require
ments specified in the manual. 

14. Shall insure the directives of the Volunteer 
Program are complied with, such as ongOing 
recruitment, meetings, assignments, etc •• 
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SECTION: ADMINISTRATION 

SUBJECT: DUTIES OF PROBATION 
OFFICERS 
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15. Shall insure proper procedures are followed 
and list reasons for all violations. 

16. Shall have the Supervisor countersign all 
violations. 

E) Discipline 

1. If a Probation Officer is being disciplined by 
the administration the Probation Of~icer may 
request an informal hearing before the Director. 
If this hearing is not satisfactory, the Proba
tion Officer can request a hearing before the 
Board. 

2. If discipline is to be sanctioned by the Office 
of the Director, it shall be in writing stating 
the specific reasons and facts with a recommenda
tion to the Board as to the form of discipline. 

3. Minor infractions of procedures, rules and regu
lations shall be dealt with in a manner to in
sure future compliance of the procedures and 
policies. 

4. Shall be responsible to see that all department 
and state personnel regulations are adhered to 
including both employee rights and employee 
obligations. 

F) l'raining 

1. Shall attend all training sessions, conferences 
and seminars at such time and place as determined, 
unless Supervisor determines otherwise. 

2. Shall assist the Supervisor and suggest ongoing 
training plans. 

G) Relations With the Board 

The Probation Officer, shall, when requested, 
meet with the Board of Probation to discuss 
whatever business or matter which the Board may 
want to discuss. 

H) Research and Policy Recommendations 

1. Shall assist the Supervisor in conducting research 
studies relating to crime and delinquency and 
other matters of research planning and develop
ment. 
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SECTION: 

SUBJECT: 

ADMINISTRATION 

DUTIES OF PROBATION 
OFFICERS 
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2. Shall assist the Supervisor in analyzing 
caseload trends and other analytical reports 
as required in the district. 

3. Shall suggest any ideas, innovations, programs, 
legislation, policy changes which will improve 
the department. 

I) Financial Responsibility 

Prevent unnecessary expenses in office supplies, 
travel, telephone usage, etc •• 

J) Interstate Compact Matters 

1. Shall follow the proper procedures and policies 
for Interstate Compact matters. 

2. Shall investigate upon request runaway youth 
from this state or other states and assist in 
matters relating to the Interstate Compact. 

3. Shall insure proper procedures concerning Intra
State supervision and investigations are followed. .. 

K) Public Relations 

1. Shall maintain a liaison with the Courts in the 
district to facilitate and improve the probation 
service to the Court. 

2. Shall, when requested, conduct public speaking 
on criminal justice matters. 

3. Shall, when requested, represent the department 
at conferences, training sessions, etc •• 

4. Shall conduct public relations through inform
ing the public of the work and contributions 
of the department. 

5. Shall cooperate in an open and positive manner 
with other agencies, law enforcement personnel, 
Courts, and the public. 

6. Shall cooperate and work closely with Central 
and other district offices and local probation 
staff. 

- 21:) -
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L) Volunteer Program 

SECTION: ADMINISTRATION 

SUBJECT: DUTIES OF PROBATION 
OFFICERS 

1. Shall insure procedures and policies are fol
lowed concerning the Volunteer Program. 

2. Shall on an ongoing basis recruit volunteers. 

3. Shall encourage VIP Program through public 
relations. 

4. Shall schedule and attend volunteer meetingse 

5. Shall assign all volunteers to a probationer 
within 30 days of acceptance. 

M) Miscellaneous 

1. Complete and accept all assignments in a timely 
and efficient £ashion. 

2. Shall maintain L'Espit d'corps in the district 
office. 
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SECTION: ADMINISTRATION 

SUBJECT: CHANNELS OF 
COMMUNICATION 
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VI. CHANNELS OF COMMUNICATION: 

A) PolicX 

It shall be the policy of the department that the 
Director or his assistant will channel communications 
intended for field staff through the District Super
visors who will insure that the information is prompt
ly disseminated to all concerned. 

1. Material of general interest of field staff 
will be reproduced and distributed promptly 
where appropriate. 

2. Field staff will channel, when appropriate, 
outgoing oommunications through their District 
Supervisor. 

B) Exceptions 

The above in no way prohibits field staff from routine 
coordination of activities with Central Office staff 
(personal matters 9 calls for grant monies, etc.). 

1. Exception will Qe made in both directions for 
matters requiring prompt decisions or infor
mation when District Supervisors are not 
readily available. 

2. Does not prohibit Director from discussing 
issues directly with staff members. 

- .,., 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: ADMINISTRATION 

SUBJECT: STAFF MEETINGS 

VII. STAFF MEETINGS: 

A) District 

I» Each District Supervisor will conduct at least 
a monthly staff meeting. At least six of 
these twelve meetings shall have an in-service 
training component of at least one hour and 
comprised of such matter geared to ehhance 
staff skills or knowledge of other programs. 

2. Supervisor meeting information will be dis
cussed with staff at monthly meeting. 

3. The staff meetings will be conducted from a 
prepared agenda, a copy of which should be 
forwarded to Central Office, and shall be 
used to maintain the flow of communication be
tween the Central Office, District Supervisors 
and field staff on issues concerning policy 
and procedure and to generate staff input 
regarding current issues. 

B) Supervisor's Meetings 

The Director, Assistant Directors, and District Super
visors shall meet no less than once per month and more 
often if necessary in order to fAcilitate the flow of 
information and to conduct administrative and programming 
business. These meetings should provide the opportunity 
for the District Supervisors to channel input into policy 
and program decisions. 

C) Minutes of~eetings 

Minutes should be kept of d1strict and Supervisor's 
meetings. Copies are to be gi\"~l1 to district and Central 
Office. Supervisor and Assistant Director are responsible 
for printing and disbursement of minutes. 

- 28 -

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: ADMINISTRATION 

SUBJECT: VISITS BY ASSISTANT 
DIRECTORS 
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VIII. FIELD VISITS BY ASSISTANT DIRECTORS: 

The following procedures shall be followed by Assistant Directors 
in order to provide ongoing contact and review of field staff 
operations: 

A) Each Assistant Director shall visit Hillsborough, 
Rockingham and Strafford offices no less than once 
per month for the purpose of reviewing program and 
operations contained in Officer's Duties and Super
visor's Duties. Other offices will be visited no 
less than bi-monthly. 

B) During each visit, the Assistant Director shall discuss 
with the Supervisor and officer(s), the general opera
tions of the office and provide input and assistance 
concerning any problems that may be occurring. A log 
shall be kept of each visit. 

C) During each visit, the Assistant Directors shall review 
the tasks covered, case files, and other operations of 
Supervisor and staff. 

D) During each visit, the Assistant Director shall, on a 
rotating basis, attempt to briefly meet with the ap
propriate judge or justice, the County Attorney, a law 
enforcement official, or any other agency head appro
priate within that area. The purpose of this is to 
assure ongoing liaison and visibility of the department 
within the respective areas. 

E) Every three months, the Assistant Directors shall provide 
a brief written report to the Central Office summarizing 
(with dates) his visits to the various Bub-offices and 
his general observations and opinions regarding the 
functioning of that office. Include in this memo any 
requests for capital equipment or office improvements 
which may be necessary to improve the office. These re
ports will be reviewed at the time of the annual perfor
mance evaluation. 

F) Supervisors shall have performance reviewed by Assistant 
Director as well as staff. Observations and comments on 
staff by Assistant Director shall be discussed with 
Supervisor and a written copy provided every three months. 
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IX. ONGOING REVIEW BY SUPERVISORS: 

A) 

B) 

C) 

Supervisor mll1st have a plan to rev'iew and evaluate 
staff operations in his or her county on an ongoing 
basis. 

Each month Supervisor shall meet with each officer to 
gather statistics from that individual. At this time 
the Supervisor is to discuss workloa~, performance, 
problems, suggestions, etc. with officer. 

Each quarter the Supervisor is to meet with each 
clerical staff member to discuss workload, performance, 
suggestions, problems, etc. so as to promote a smooth 
running, effective operation which provides input 
from all staff. 

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

X. OFFICE SPACE: 

SECTION: ADI'IINISTRATION 

SUBJECT: OFFICE SPACE 

It shall be the policy that the district offices and siib··offices 
will be conveniently located near District and Superior Courts, 
and local and county police agencies whenever practical. 

The agency will make every effort to secure office facilities 
which are large enough to accomodate each staff member with 
private areas for client interviews and suitable space for 
storage of supplies, equipment, and files. 

It is the responsibility of the District Supervisors to keep 
the Director informed regarding the adequacy of the district 
offices and sub-offices as well as any needs for modifications 
in office space. 
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PROBATION MANUAL SUBJECT: EQUIPMENT NEEDS 
AND REPLACEMENT 

XI. EQUIPMENT NEEDS AND REPLACEMENT ~ 
-S \&1._ 

A) Eguipment 

District Supervisors shall have the responsibility td 
keep advised of the district's needs for equipment, 
both for clerical and field staff. It is further their 
responsibili ty to see that equlpmen.t is main'cained in 
good working order and to keep the Director advised of 
the need for replacing worn equipment or purchasing 
additional equipment when required by an increase to 
staff. These needs should be submitted in writing to 
the Central Office and should be included in the monthly 
evaluation of all sub-offices. 

B) Inventor·,· 

Supervisors are responsible for keeping the equipment 
inventory up-tO-date. 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

XII. BIENNIAL REPORT: 

A) Director 

SECTION: ADMINISTRATION 

SUBJECT: BIENNIAL REPORT 

The Director, pursuant to RSA 504, shall prepare a 
biennial report which describes the department's 
activities. The report shall include information 
as required by statute and Division of Accounts. 

B) Supervisors 

Supervisors, with input from their staff, should be 
ready to submit information (needs, trends, opinions, 
etc.) relative to their area for the Biennium Report. 

- " -
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PROBATION MANUAL 

SECTION: ADMINISTRATION 

SUBJECT: REPORTS TO CENTRAL 

XIII. REPORTS TO CENTRAL: 

A) Supervisors 

Reports to Central Office due by the lOth of each 
month, unless otherwise noted. 

1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 

statistical Compilation 
Dispositions 
Juvenile Frequency of Occurrence 
Adult Frequency of Occurrence 
Request for Postage - Criminal 
Request for Postage - Domestic 
District Supervisor's Report 
Volunteer Report 
Cash Report - Domestic 
Individual Travel Vouchers 
DRO Caseload Report 
DRO Suspense Case Report (20th) 
Monthly Staff Meeting Notes 
New Staff Evaluations 

10. 
11. 
12. 
13. 
14. 
15. 
16. 

City & Town Caseload (Semiannual - Jan. & July lOth) 
Staff Evaluations (Semiannual - Jan. & July lOth)-

B) Probation Officers 

Reports to be completed for submittal to the District 
Office Supervisor by the 5th of each month. 

1. Individual Statistical Compilation 
2. Volunteer Report 
3. Individual Travel Vouchers 
4. Restitution Forms 

C) Domestic Relations Officers 

Reports to be completed for supmittal to the District 
Office Supervisor by the 5th of ea,ch month, unless 
otherwise noted. 

1. Individual DRO Report 
2. Monthly Cash Report 
3. Suspense Case Report (15th) 
4. Individual Travel Vouchers 
5. Case Audit and Arrearage Review (15th) 
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SECTION: ADMINISTRATION 

SUBJECT: TELEPHONE CREDIT CARDS 

:11 
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XIV. TELEPHONE CREDIT CARDS - PROCEDURE: 

A) Each,Probation Officer will receive his own telephone 
cred1t card each year. DO NOT USE YOUR LOCAL OFFICE 
=~~~NE NUMBER. USE YOUR TELEPHONE CREDIT CARD 

B) 

C) 

D) 

Each year when the new telephone credit cards are 
received from your local telephone office, send the 
new card along with the prior year card to this office 
right away. 

The Director will then approve the new card the 
number will be recorded and the new card wiil be 
turned to the proper person for use through the 
remainder of the year. 

card 
re-

In case of the termination of an employee, the tele
phone credit card in his possession must be turned 
in to Central Office. 
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SUBJECT: MANUAL UPDATE 
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XV. MANUAL UPDATE: 

A) Review 

The manual shall be reviewed annually (February of each 
year) by a committee composed of all Supervisors and 
the Assistant Director. 

B) ReV'isions 

1. All revisions will be printed and made available 
to all fleld and supervising staff. 

2. Any staff member can recommend at any time 
changes or suggestions to the manual by for
warding information to the Assistant Director. 
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PROBATION MANUAL 

SECTION: ADMINISTRATION 

SUBJECT: COOPERATION WITH 
LEGISLATIVE JUDICIAL 
AND 
EXECUTIVE BRANCHES 

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

XVI. COOPERATION WITH LEGISLATIVE, JUDICIAL AND EXECUTIVE BRANCHES 
OF GOVERNMENT: 

A) Policy 

It shall be the policy of the Department of Probation 
to cooperate and comply with all reasonable requests 
from other government agencies. Such cooperation will 
be consistent with all statutory and administrative 
regulations which govern department operations includ
ing those governing privacy and security of clients and 
client records. 

B) Procedure 

Central Office should be informed of all requests, and 
should also receive in writing your reply answertmg 
the request. All requests must be handled in an ex
peditious manner. 
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XVII. 
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COOPERATION WITH CRIMINAL JUSTICE AGENCIES: 

A) Policy 

The department shall cooperate and comply with all 
reasonable requests received from other criminal justice 
agencies. This cooperation encompasses, but is not 
limited to, exchange of information, planning efforts, 
program development, and any other appropriate assis-
tance. 

B) Procedure 

If a question concerning confidentiality arises check 
with Central Office before providing any information. 
Such cooperation will be consistent with all statutory 
and administrative regulations which govern the depart
ment's operations or the privacy and security of con-
fidential records. 
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SECTION: ADMINISTRATION 

SUBJECT: COOPERATION WITH 
EDUCATIONAL INSTITUTIONS 
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XVIII. COOPERATION WITH EDUCATIONAL INSTITUTIONS: 

A) Policy 

The department shall cooperate to the extent possible 
with all reasonable requests received from institu
tions of higher learning. Such cooperation encom
passes, but is not limited to, the sharing of infor
mation of a general nature, planning efforts, program 
development, and student training. It shall further 
be the policy of the department that all requests for 
research projects which require access to client files 
shall be approved by Central Office, which office shall 
review such request to determine its appropriateness. 

Cooperation will be consistent with all statutory and 
administrative regulations which govern agency's opera
tions. 

B) Any persons engaged in any research projects, or involved 
in student training within any district or sub-office 
of the division shall have a background check at State 
Police and the local law enforcement agency covering 
that individual's home area. 
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PROBATION MANUAL 
SECTION: PERSONNEL 

SUBJECT: GOALS, OBJECTIVES & 
PURPOSE 

I. GOALS, OBJECTIVES & PURPOSE: 

A) Goals & Objectives 

B) 

The goals and objectives of the New Hampshire Depart
ment of Probation in personnel matters are to provide 
a prpfessionally competent and trained staff capable 
of performing the ~ecessary services to accomplish 
the t~sks assigned by the Court, Director, and New 
Hampshire Probation Board. 

Purpose 

The purpose of this section is to clarify personnel 
matters and procedures governing the New Hampshire 
Department of Probation. There are two areas from 
which personnel matters are derived. 

1. New Hampshire Department of Personnel Rules, 
which generally are applicable to all per
sonnel in State employment. 

2~ .. New Hampshire Department of Probation, which 
sets forth the responsibilities and conduct 
expected of employees of said department. 
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II., SOURCES OF REGULATIONS: 

A) N.H. Division of Personnel Rules ~nd Regulations 

New Hampshire rules and regulations are published 
by the Department of Personnel, State House Annex, 
Concord, New Hampshire. They govern all aspects 
of State employment. These are available to all 
personnel and are included in the appendix of the 
manual. 

B) N.H. Department of Probation Rules and Regulations 

The specific rules and regulations governing the 
responsibilities of department personnel are for 
the purpose of an orderly process of accomplishing 
the business of the department. They have been 
evolved 'over a period of time and have the approval 
of the Director and the New Hampshire Board of Proba
tion. 

- 2 -
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PROBATION MANUAL 

III. HIRING: 

SECTION: PERSONNEL 

SUBJECT: HIRING 

The hiring of all department personnel is subject to meeting 
the standards of the N.H. Department of Personnel requirements 
with the exception of the Director who is appOinted to that 
position directly by the N.H. Board of Probation. All other 
appointments are further regulated by RSA 504. 

-
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IV. OFFICE & WORKING HOURS: 

A) 

Regular office hours for the department are 8:00 a.m. 
to 5:00 p.m. The District Office Supervisors are to 
assure that each district office is open and ready to 
conduct business during this period of time. They 
may, with the approval of the Director, regulate office 
and clerical staff time in order to insure ooverage of 
the office during the prescribed time. 

Every office will be open during these hours on all 
working days. No office may be closed without per
mission of the Director. For those District Court 
Probation Officers and staff, office hours and closing 
are governed by the presiding justice. 

B) District Office Supervisors' Working Hours 

The District Office Supervisors are to work a basic 40 
hour week plus 8 hours of overtime. Overtime may in
clude working evenings in the district office for super
vision of staff, to ensure office openings for evening 
hours and to work on administrative duties or other 
duties as required. 

C) Probation Officers' Working Hours 

All Probation Officers' working hours are governed by 
the following: RSA 99:2-C, "The standard work week 
~or law enforcement employees shall be a basic 40 hour 
week. To th.e annual salary of such employees shall be 
added compensation equivalent to 8 hours per week or 
416 hours per year. Law enforcement employees, for the 
purpose of this section, shall include liquor investi
gators, safety inspectors, motor vehicle investigators, 
probation officers, investigators in the office of the 
Attorney General, all law enforcement employees of the 
Department of Resources and Economic Development, dis
trict fire chiefs and forest fire prevention, and train
ing officers, and forest and park enforcement officers 
within the Bureau of Off Highway Recreational Vehicles." 

Probation Officers are to work a basic 40 hour week 
plus 8 hours of overtime. At least one evening per week 
will be scheduled at a designated location as recommended 
by the District Office Supervisor with the approval of 
the Director. The overtime may be accumulated by various 
activities, i.e., evening office hours, investigations 
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and appointments after 5:00 p.m., work done on 
Saturday or Sunday, special projects or meetings 
after 5:00 p.m. or on weekends, work taken home, 
emergencies, etc •• 

D) Domestic Relations Officers' Working Hours 

Domestic Relations Officers are expected to work a 
regular 37i hour work week. The work week may, on a 
voluntary basis, include at least one evening's work 
until 8:00 p.m •• An appropriate adjustment of working 
hours will be made upon recommendation o!ithe District 
Office Supervisor and approval of the Director. 

E) Clerical Staff Working Hours 

The clerical staff shall work a basic 37" hour work 
week. Generally, this will be from 8:00 a.m. to 
4:30 p.m •• These hours may be adjusted for full 
office coverage by the District Office Supervisor 
with the approval of the Director. 
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SECTION: PERSONNEL 

SUBJECT: OFFICE SCHEDULE 

All Probation Officers shall plan to be in their offices at 
least two days a week. If more than one, plan so that all 
the days of the week are covered by a Probation Officer in 
'the office. 

While on duty in the office, time can be spent on updating 
chronologicals, supervising probationers reporting, working 
on the Volunteer Program, dictation, restitution, writing 
reports, interviews for presentence reports, and setting up 
itinerary on weekly basis, etc •• 

Plenise notify Central of the days you antiCipate to remain in 
the office, and inform the Central Office of any changes in 
the schedule. 

If an emergency aris~s and the Probation Officer has to leave 
the office on one of the days of office duty, the emergency 
takes precedent. Thls should only be-!or emergencies and 
not something that cl~n be handled the other three days. 

, -;, 
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VI. COMPENSATORY & OVERTIME: 

A) Compensatory Time 

1. The Department of Probation is not funded for 
the payment of overtime. Clerical staff may, 
however, need to work beyond the normal hours. 
These hours may be considered compensatory 
time. Before clerical staff actually works 
the compensatory time, permission must be 
obtained from the District Office Supervisor. 
He shall, on prescribed forms, submit accum
ulated compensatory time to Central Office. 

2. No compensatory time for Probation Officers or 
Supervisors. 

3. Domestic Relations Officers can accumUlate com
pensatory time under the same rules as clerical 
staff. 

B) Overtime 

1. Probation Officers and Supervisors already 
have Quilt-in overtime. 

2. Domestic Relations Officers and clerical staff 
must get Central Office approval before work
ing overtime for either time and a half pay 
or time and a half compensatory time. 

- 7 -
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SECTION: PERSONNEL 

SUBJECT: OUTSIDE EMPLOYMENT 
AND ACTIVITIES 

No employee shall engage in non-departmental employment or 
activities during official working hours. 
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1 
i I 
! I 
II 
: I 

I 
; I 

i I 
il 

il q 
I I 

i! 
i I 
1\ 
\ 1 

\ I 
II 
(I 

1 

f I 

It 
I t 
! 1 
!i 
I \ , j 

_ p. _ LJ 

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

VIII. TRAVEL: 

SECTION: PERSONNEL 

SUBJECT : TRAVEL 

All employees who are required to trElvel on official depart
mental business are required to subm.it work sheets and travel 
vouchers by the fifth day of each month. The work sheet shall 
be specific as to date of travel, point of departure, destina
tion and return, time elapsed in travel, mileage between points, 
and mileage and cost of travel. If more than one work sheet is 
necessary, SUbtotals are to be carried to the next succeeding 
sheet. Toll expenses may be listed under "other-" category. 
Cases and nature of business are listed 'under "Remarks". All 
travel vouchers should be checked and signed by the employee. 
The completed vouchers shall be rp.viewed and initialed by the 
District Office Supervisor. (see Appendix ;D - work sheets). 
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IX. AUXILIARY STAFF: 

A) CETA Positions 

Personnel em~loyed to work in the New Hampshire 
Department of Probation under theCETA funding pro

gram are directly compensated by the Comprehensive 
Employment Training Act (C.E.T.A.). This type of 
employee may be obtained by requests made directly 
to that agency. The procedure for hiring CETA 
funded personnel is as folJ..ows: 

1. All requests for CETA positions must be 
forwarded to Central Office on the appro
priate application forms. 

" c... 

3. 

4. 

5. 

6. 

B) Interns 

The Central Office will forward the request 
and forms to the Chairman of the Fiscal 
Committee for approval or disapproval. 

If approved, the signed request will be for
warded with eleven copies to the Governor 
and Council for review. 

Upon receipt of approval of the position, 
the district office will be notified accord
ingly. 

The time frame for approval can range up to 
a month. 

Upon termination of a CETA position, Central 
Office should be notified by the District 
Office Supervisor. 

Interns may be placed to work with the New Hampshire 
Department of Probation from accredited college. 
programs provided that they are qualified. The pro
cedure for acceptance is as' follows: 

1. 

2. 

The student must be referred in writing to 
the Director of Probation by his advisor or 
other proper teaching authority. 

The Director or Assistant Director will inter
view the appointee and if approved, he will 
be referred to the appropriate District Office 
Supervisor for approval and assignment. 
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3. Applications for placement will be completed 
by the intern and the original will be kept 
at Central Office with a copy for the dis
trict office files. (see Appendix D - appli
cation form) 

4. Evaluations must be done at mid-term and at 
the conclusion of placement by the supervising 
field officer with the approval of the District 
Office Supervisor. Evaluations shall be sub
mitted to Central Office upon completion with 
a copy to be retained in the district office. 
Evaluation is to be done in a memorandum format. 

5. Interns shall submit individual reports ex
plaining what they have learned and have done 
to Central Office every three weeks. These 
reports shall be countersigned by the field 
officer before submission. 

6. All interns must agree to follow the rules and 
regulations of the New Hampshire Department of 
Probation and conduct themselves in the same 

. manner, dress, tact, etc. as is expected. from 
all staff personnel. 

7. Interns must be made aware of and agree to keep 
all information confidential. 

8. Interns will not be considered for the Volun
teer Program until after they have completed 
their internship. 

C) Volunteers 

The New Hampshire Department of Probation, under the 
legislative authority of RSA 504:19, is authorized to 
utilize volunteers to supplement the services of the 
regular staff. For additional information regarding 
the use of volunteers, see section on Volun.teer Program. 
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x. DIRECTIVES FROM CENTRAi':.: 

All personnel are to read and l.nitial all directives and memos 
pertaining to the operation, policies, and changes in procedure 
within twenty-four hours of receipt. These directives are to 
be on file at each district office. 
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XI. SIGN-OUT PROCEDURES: 

All personnel who are required to be out of the office during 
regular working hours are required to sign out on provided 
forms (see si~-out forms in appendix). Also, it is necessary 
that the secretary be informed you are leaving and where you may 
be reached during your absence from the office. The purpose of 
this requirement is to keep the office informed of your where
abouts if it becomes necessary to contact you by the district 
office or Central Office. 

w''!._ 
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XII. FIREARMS: 

Under no circumstances will firearms be used or carried by 
officers in the accomplishment of their official duties. 
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XIII. OFFICIAL IDENTIFICATION OF OFFICERS: 

All duly appointed field officers are required to obtain N.H. 
Department of Probation official identification cards. This 
is to ensure proper ~dent~fication in~he accomplishment of 
official duties. Also,appropriate badges will be issued to 
each officer for further identification. Upon termination of 
employment, all identification cards and badges are to be 
turned in to Central Office. 



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

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: PERSONNEL 

SUBJECT : LEAVE 

XIV. LEAVE: 

Annual, ~, Military, Leaves of Absence 

A) Definition 

Leave applie·s to annual leave, sick leave, military 
leave, and leaves of absence. Generally, anhual 
leave, military leave, and leaves of absence with the 
exception of personal emergencies, should be requested, 
in a reasonable time prior to leave, from the District 
Office Su~ervisor. When sick leave is necessary the 
employee has the responsibility to notify his assigned 
district office by 9:00 a.m. that he will be absent 
for the day due to illness. 

B) Annual Leave 

Annual leave may be taken upon and with the recommendation 
of the District Office Supervisor and approval of the 
Director. The request for annual leave will be submitted 
on the Leave Request Form in a reasonable time frame 
prior to the actual leave period. This is to ensure the 
orderly and proper utilization of manpower. Emergencies 
may be handled on a case by case basis. 

C) Sick Leave 

D) 

Sick leave may be taken for actual illness or injury 
and should be submitted, for approval by the District 
Office Supervisor, upon return to work. Any period 
in excess of three days must be accompanied by a doc
tor's statement on the reverse side of the leave form. 
Should any employee be injured during the regular per
formance of duties, they must report the injury to the 
District Office Supervisor in writing. This memo will 
be forwarded to Central Office to be maintained in the 
permanent personnel file. 

Military Leave 

For those persons who are members of the Reserve of the 
Armed Forces they are entitled to 15 working days of 
Military Leave per year. However, when applying for 
this type of leave, copies of military orders must 
accompany the leave request. The request for military 
leave must be submitted in a reasonable time period to 
ensure the orderly and proper utilization of manpower. 

I 
I 

I 
I 
! 

I 
\ 

I 

I 
i 
[ 

I 
! 

! 
r 

I 
I 

I 
j 

I , 
t 

-.i 
\ 

1 

! , 
I 
I , 
" 

\ 
1 

! 
- 16 - ' i l.~J; 

-.,...... 

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 
SECTION: PERSONNEL 

SUBJECT : LEAVE 

_-~t ________________ ~ ________________ ~ 
E) Leaves of Absence 

In cases of leaves of absence, permission must be 
obtained from the Director and NH Probation Board. 
This type of request must be made in writing and 
submitted to the Director. Leaves of absence are 
normally without pay. 

.,,.., 
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xv. EVALUATION OF PERSONNEL: 

All departmental personnel should be evaluated at least once 
annually. Probation Officers and Domestic Relations Officers 
should be evaluated during the months of January and July of 
each year. Permanent employees will be evaluated on criteria 
and evaluation forms as prescribed by the Director. Temporary 
employees will be evaluated on a monthly basis for the first 
six months of employment. Thereafter, and upon successful 
completion of their temporary probation status, they will be 
evaluated on a regular basis as are all other permanent em
ployees. 

The objectives of the evaluation process are to assess each 
employee as to his/her current level of professional develop
ment and current level of performance. The main nurpose is 
to aid the employee in his or her professional development 
~nd efficiency in job performance. It should also be realized 
that continued poor performance may result in disciplinary 
action or dismissal. 

Evaluatioz;s will be completed by the District Office Supervisor 
for all d~strict office personnel in the first instance. Evalua
tions will be reviewed by the Supervisor and the employee in 
private. The employee may elect to accept the evaluation without 
comment, accept the evaluation with comment, or not accept the 
evaluation and request he or she be heard by the Director on 
the merits of the evaluation. 

The evaluation will be done as follows: 

Evaluator Employee 

Director • • • • • • • • • • • Assistant Director 
Assistant Director • • • • • • District Office Supervisor 
District Office Supervisor • • Probation Officers 

. Domestic Relations Officer 
Clerical Staff 

Upon completion of all evaluations they are to be submitted to 
the Director for review. They are then to be retained at the 
Central Office in confidential personnel files. 

The evaluation forms to be used are prescribed and approved by 
the N.H. Board of Probation and the office of the Director. 
The form for evaluation of Probation Officers is included in 
Appendix D (pages ~ - 11). 
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XVI. DISCIPLINE PROCEDURE: 

A) The Director shall enforce his requirements regarding 
reports, procedures, standards and rules to be followed 
in the various tiers of staff by citation for discip
linary action of a staff member, in the event of a 
breach or violation of such reports, procedures, stan
dards and rule s • 

B) The Director shall receive all notices of intended dis
ciplinary action against a staff officer including reprimand, 
fine, suspension, demotion or discharge, that may be ini
tiated by a Supervisor or top administrative officer and 
shall cause an investigation to be made and a report, 
with recommendations, to be written. 

C) There are three types of disciplinary action Probation 
Department classified employees can appeal to the Board. 

1. W.arning 

There are two types of warning - written and 
oral. A written warning can either be placed only 
in the employee's file, or can be forwarded to 
the N.H. Depar.,L.ment of Personnel to be made a 
permanent part ~f the employee's record. An 
employee has the privilege of appealing to the 
Board if the written warning is to be forwarded 
to the N.H. Department of Pe~sonnel. This appeal 
must be made within fourteen days of receipt of 
the warning. Oral warnings or warnings placed 
6nly in the employee's file cannot be appealed 
to the Board. 

2. Su~ension 

An employee has the privilege of appealing to 
the Board prior to the actual suspension in 
order to present the employee's side of the 
story. The appeal must be made within fourteen 
days of indication from the Director of suspension 
action. In cases requiring immediate action, 
the Director may suspend immediately upon verbal 
approval from the Board. Otherwise, the Board 
will respond within fourteen days of written re
quest from the employee for a hearing. 

3. Dismissal/Demotion 

UporL notification by the Director of the intended 
acti on to be taken, th.,:~ employee·,.,may request the 
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Board for a hearing within fourteen days. 
Approval or disapproval must be made by the 
Board within fourteen days of the employee's 
request. In cases requiring immediate action, 
the Director may dismiss/demote immediately 
upon verbal approval from the Board. 

D) None of the above actions restrict the right of the 
employee to appeal to the N.H. Department of Personnel 
for a hearing. 

E) The Director shall make available to all staff a 
manual of procedures and enforce it. 

F) The Director shall make available to all staff in 
the irarious State Offices a complete copy of the 
Rules of the N.H. Department of Personnel. 

, I 
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SECTION: PERSONNEL 

SUBJECT: PUBLIC RELATIONS 

A) Use of Media For Disseminating Information 

The Director will utilize the services of the Assistant 
Directors and field personnel to disseminate information 
through the media to the public in order to inform and 
~ducate the public regarding the role of Probation in 
the criminal justice process. 

B) public Speaking 

The Director, Assistant Director, Pistrict Supervisors 
and field staff should also make themselves available 
for public speaking engagements when requested by local 
civic groups, service 'organizations, etc •• These activities 
should be utilized to keep members of the public advised 
and informed about the role of Probation in the community 
and the programs and the services the Probation Department 
provides wi thin the criminal 'justice system. 

Prior to any speaking engagements or public information 
program, Probation Officer should advise their respective 
Supervisors of such activity. 

Within seventy-two hours of such public information ac
tivity, a written memo':shall be forwarded to the respec
tive District Supervisor with a carbon copy to the Central 
Office advising Central Office of such activities; and-the 
memo will also be included in the staff member's personnel 
file. 

Any newspaper clippings should be forwarded to Central 
Office to be included in the public infoI~ation media 
file. 

C) Citizen Involvement 

The Department of Probation is interested in and desirous 
of securing citizen knowledge of and involvement in the 
Probation process. 

The Central Office and Supervisors should get involved 
and find ways to promote the above 'through use of their 
staff members. 

- 21 -
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XVIII. LETTERS OF ENDORSEMENT: 

From time to time staff members are asked to support in writing 
a particular program or agency in its efforts to obtain funding. 

When such letters of endorsement are submitted by a staff member 
on agency letterhead and signed with the title "Probation Officer" 
(and this is pj;"obably the effective way to submit such a letter), 
it constitutes an official act by the officer in the performance 
of his duties. Since, theoretically, all actions by an officer 
are sanctioned by the department, such endorsement could be broadly 
construed as endorsement by the Department of Probation. This 
could prove embarrassing to the Department of Probation if done 
indiscriminately. 

Therefore, it shall be the aOliCY of the Department of Probation 
that all such letters of en orsement or verbal testimonials must 
be approved by the District Supervisor. Upon receipt of a carbon 
copy of any such letter, the Supervisor will check it and approve 
it, if appropriate. Once approved by the District Supervisor, 
a copy shall be forwarded to the Central Office for information 
purposes ~ The Supervisor will keep the copy of the letter, :make 
an appropriate notation if approved, and then inform the officer 
to mail the letter. If a verbal testimonial is sought, it shall 
first be discussed with the District Supervisor. This should not 
be constnued as an attempt to discourage endorsements. This is 
merely a double-check to insure that we do not inadvertently 

. support an unethical program or one which is extremely controver
sial. 

This in no way precludes any individual from endorsing any program 
.he wishes, providing he does not use department stationery and 
does not imply department endorsement by using his title after 
his signature or in any similar manner. 

I would, however, request extreme caution in endorsing without 
the Supervisor's~ D'irector's or Assistant Director's knowledge, 
or better yet, approvalc 
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XIX. CONFLICT OF INTEREST: 

A) Staff members of the department shall not use state 
facilities, equipment, or resources for their own 
private purposes. Staff members shall not accept 
gifts or favors of any kind from department clients, 
their families, or attorneys who are representing 
clients or potential clients of the Department of 
Probation. . 

B) Staff members shall not hire or accept the services 
of a probationer unless the client is in business 
and is paid the rull rate for his work or services. 
It is, however, deemed preferable to avoid this situa
tion if at all possible. 

C) ·Staff members shall not routinely be assigned the 
supervision of relatives or friends, nor will they 
participate in any initial or subsequent Court action 
b~ing taken against the individual, unless specifically 
asked to do so by the Court. It shall be the responsi
bility of the Probation Officer to immediately notify 
his or her District Supervisor of a potential conflict 
involving supervision of family members or friends. 

- ?~ 



-.~------------------~------

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: PERSONNEL 

SUBJECT: LEGAL ADVICE 

(f-
~ --------------------------------~----------------------------------------

xx. 

(-

LEGAL ADVICE: 

A) 

B) 

C) 

Staff members shall not routinely give legal advice 
to clients other than that which specifically relates 
to the legal procedures of their probation status. 

Staff should continue to advise clients to seek legal 
advice when appropriate. 

Staff ~hould be extremely cautious about advising 
clients not to exercise any of their Constitutional 
rights. 
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SUBJECT: ADULT FACE SHEET 

~DEPARTMENT OF PROBATION 
KING,DIREC'rOR 

Case No .•.••.•...• 
SOCIAL INVESTIGATION~ADULT 

DEFENDANT AGE Date Assigned Date Report Cqmp. 

, -

COURT 
Alias Tel. Offense 

I' • '~I 

" 

CounsEll 
~, 

Arrest Date Judge // 
!I 

d" Date -
Arrest!,:in8 Autl'':ori ty Disposition 
Co-Defendants 

,( 

, 

Bail " Bailed By 
'" 

Time irA Jail before Arraign. -
Date In,pictment 

_Q..QIDElai\:lant ,,'.! 

_1 \ chiat~ric by: 
"1 

, 
,I • 

'lh;;z:cho lo';gical by: I: 
, 

PERSONAL HISTORY 
D.O.B. P.O.B. Citizen Soc. Sec. :/F 

Residence 
~~~I~'~~~~,----~~~~~~~----------~--------~------------~----------------

Previous R,esidence 

Reli8ion Attends Church Marital Status . , 
Place of Ma~rr~1.~·a~8~e~(~s~)~~ ______ ~ __ -----~D~a~t~e~~--------T~o~Wh~o~m~~ ____________ ___ 

F~ILY 

Name 
, r[r, 

Kin i Age Residence Occupation 
II 

Submitted 'by Probation Officer: _______________ _ 

(1) 



Height Wgt. Eyes Hair Complexion 

Build Ident. Scars, Marks, Etc. 

EDUCATION 
Grade Reached 
Schools Attended 

Age Left Retarded In tell igenc~e=--__ T:;..r:;..u.;;;.a.;;;.n:;;.c_y,,--__ 

EMPLOYMENT HISTORY 
Trade or Profession Av. Wkly. Earnings 

_ Type of Worker Idle How Long Prior to Arrest 
Employer at Time of Present Offense How Long 
Previous Employers Length of Employment Reason for Leaving, ___ _ 

---------------------------.. _.-

Military How Long Sera No. Discharge 

MEDICAL-MENTAL DATA 
Defects: Sight Hearing Mobility 
Nerves Last Time Saw a Doctor Why 
Attitude 

RECREATION-HABITS-ASSOCIATES 
Spare Time Activities 
Use Drugs Gambles (Type) 

Remarks 

PREVIOUS COURT-INSTITUTIONAL RECORD 

I Date 1( 

=) 

Date. ____________ ~C~o~u~r~t~ _______________ ~O=f=f~e~n~s~e~ ___________ ~D~i~s~p~o~s~i~t~i~o~n~ __________ __ 

s::iP~r~l~· o~r~P~r~o~b~a~t~l~· o~n~;-=D~a~t~e~s~: ===========~==:=:===============::( 
FINANCIAL 

Assets: Home Car Value 
Bank Balance Cash Debts 

N.H. PROBATION DEPARTMENT 
PROBATION MANUAL 

SECTION: APPENDIX A 
SUBJECT: JUVENILE FACESHEET 

THE STATE OF NEW HArIlPSHIRE· DEPARTMENT OF PROBATION 
JOHN A. KING, DIRECTOR 

. ~rict _______ _ 
Case No . 

SOCIAL INVESTIGATION - JUVENILE 

JUVENILE AGE Date Assigned Date Report Compo 

COURT 
Held in Custody Complaint 
Petitioner 

Address 
-

Judge 
Police Dept. Date Disposition 
Companions 

" 

Counsel 

School Attending 

Place of Work 

Psychiatric by: 

~ Psychological by: 
, 

PERSONAL HISTORY - HOME ENVIRONMENT 

lJ. O. B. P. O. B. 

-

------------------------.~'-----------------------------------------------------------Residence How Long 
Previous Residence 

Conditions of Neighborhood & Housekeeping Standards 

If home broken, give cause 

Religion Freq. of Attendance 

FAMILY 

Name Kin 
,. Age Residence Occupation 

-.. - . . 
1 

. 

Submitted by Probation Officer: _______________________ _ 



_~~~ __________ ,:!!~!:. ______ ~E~e~s~~~~ __ ·~H:a~ir~~~ __ ~c~o~m~p~le~x~io~n~ _________________ ~ Heiglat g. 

Build Ident. Scars, Marks, Etc. 

EDUCATION 

Grade Reached Age Left Retarded I. Q. Truancy 

Schools Attended 

School Remarks (Behavior Attitude) 

EMPLOYMENT HISTORY 

. Present Employer How Long 

Address 

Type Work. Av. Wkly. Earnings 

Military How Long Ser. No. Discharge Date 

MEDICAL MENTAL DATA 

Defects: Sight Hearing Mobility 

Nerves Last Time Saw a Doctor Why 

Attitude 

RECREATION HABITS ASSOCIATES 

Spare Time Activities 

Use Drugs Alcohol 

Type of Associates 

Remarks: 

PREVIOUS COURT "-" INSTITUTIONAL RECORD 
-----------------------~~-----

Date Court Offense Disposition 

Prior Probation Dates & Places 

FINANCIAL INFO. 

Assets: Motor Bike Car Value 

Bank Balance Cash Debts 

Other: 

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 
SECTION: APPENDIX A 

SUBJECT: LETTER TO ATTORNEY 
(PR-lIS) 

III. FORM PR-IIS: LETTER TO ATTORNEY REFERENCE FILING OF PSI: 

N.H. PROBA~ION DEPARTMENT 

Date 
Dear -------------------

This is to advise you that the Probation Department's Report on 

was filed with 
the office of the Clerk of 

-------------------------------------on 
---------------------------------

PR-IIS 

The report is available for your inspection at the Clerk's Office. 

Sincerely, 

Probation Officer 

, -, 



r r 

:': 



N.H. PROBATION DEPARTMENT SECTION: APPENDIX A 
PROBATION MANU1~~ ________ --~~~~~S~UB~JE~CT~:~C~U~S7.TO=D~Y~F-O-RMA--T--------------

~ 
j 

( 
"'-t,IStrict 

Petitioner 
vs. 

Petitionee 

Court 

Counsel for Petitioner 

Address 

City, State 

Telephom' 

Date & Place Birth 

Date & Place Married 

Soc. Sec. No. 

Occupation 

Employer 
Ai 

i Wkly. Wages 
t 

\*1 e Recipient 

Paren ts Name (s) 

Address 

Judge 

Name 

'1 ~rvised for State of: 

e ·ised by State of: 

--rn£ STATE OF NEW HAMPSHIRE-DEPARTMENT OF PROBATION 
JOHN A. KING, DI RECTOR 

DOMESTIC RELATIONS DIVISION 

Date Report Assigned 

Eq.No. 

Judge 

Counsel for Petitionee 

PERSONAL HISTORY 

Address 

City, State 

Telephone 

Date & Place Birth 

Date & Place Married 

Soc. Sec. No. 

Occupation 

Employer 

Av. Wkly. Wages 

Welfare Recipient 

Parents Name (s) 

Address 

Disposition Dated 

DEPENDENTS UNDER THIS ACTION 
Kinship Date of Birth 

". 

Date Report Completed 

Residence 

Domestic Relations Officer 

-

N.H. PROBATION DEPARTMENT 
PROBATION MANUAL 

_._-_._-._---_._-------------- - - --~. - _. __ .-... 

SECTION: APPENDIX A 
SUBJECT: CIVIL JUDGMENT FACE SHEET 

THE STATE OF NEW HAMPSHIRE-DEPARTMENT OF PROBATION 
JOHN A. KING, DIRECTOR 

L Jtrict .•••••••.••. Case No ......... . 

CIVIL JUDGMENT FACESHEET 

DEFENDANT Date Report Assigned Date Report Compo 
VS. 

PLAINTIFF 
Civil Case if 

Court Judge 

DEFENDANT PLAINTIFF 

Name Name 

Address Address 

Phone Phone· 

Attorney Attorney 

Disposition Dated 

Case Summary and Recommendation: (Use reverse side if necessary) 

(C;) 

-= 



N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: APPENDIX A 

SUBJECT: INTER-COUNTY REQUEST 
(PR-113) 

VI. INTER-COUNTY REQUEST FOR INVESTIGATION: 

INTER-COUNTY REQUEST FOR INVESTIGATION PR-113 
Date ______________________ __ 

To: 

RE: D.O.B. 

From: 

The above resides at the following address: 

He is expected to appear in Court on ________________ ~ ____________ __ 

Pertinent comments: 

Please investigate. 

Attachments: Police Story Complaint Other 
*************************************************************************~*~*~*~*~* 

Action To Be Taken 

Please comply w~th thi;s request --- Do investigation 
---r:. 

yourself 

Two co ies to C.O. John A. Kin Director 

(1 
'''-L> 

(6) 

- '-'---- - -- --_. - . --. - .. ,. _. - -- -- - " ------_ .. ----- --_._------., 
N.H. PROBA.TION DEPARTMENT SECTION: APPENDIX A 

<IF 
,~. 

PROBATION MANUAL SUBJECT: CONSENT TO PSI CPR-I07) 

John A. King 
Director 

IRE PRoBNrloN BoARD 

DEPARTMENT OF PROBATION 

Tel. : 

Philip P. Caswell 
Assistant Director 

Thomas E. Flynn 
Rita C. McAvoy 

Elsie P. Youngman 
Hon. Maurice P. Bois 

Brendan P. Beckley 

DEFENDANT'S APPROVAL TO INSTITUTE A PRESENTENCE INVESTIGATION 
BEFORE CO~nrICTION OR PLEA OF GUILTY 

I, _____________________________________________________ , hereby consent to 

a presentence investigation by the probation officers of the New Hampshire 

Probation Department. This investigation is for the purpose of obtaining 

information useful to the Court in the event I should hereafter plead 

guilty or be found guilty. 

_~By this consent I do not admit any guilt or waive any rights. I understand 

"at the report, upon completion and filing with the office of the Clerk of 

Court, will be available for review by my attorney and counsel for the 

State. I understand I will have fair opportunity to object or correct any 

of the contents presented in the report. 

I have been advised by the probation ~fficer that there will be no discussion 

of the offense and I have the right to refuse to give any information. 

I have read, or had read to me, the foregoing consent and I fully understand 

it. No promise has been made to me as to what final disposition will be made 

of my case. 

-~------------~--~---------------------(Date) (Signature of Defendant) 

(Date) (Probation Officer) 

PR-107 
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SECTION: APPENDIX A N.H. PROBATION DEPARTMENT 

PROBATION MAWJAL SUBJECT: RELEASE OF CONFIDENTIAL 
INFORMATION (PR-III) 

THE STATE OF NEW HAMPSHIRE 

DEPARTMENT OF PROBATION 
P. O. Box 769, 11 Depot Street 

Concord, N. H. 03301 

Tel. 271-2317 -- 271-2318 

RELEASE OF CONFIDENTIAL INFORMATION 

RE: 

/ 

This authorizes any physician, hospital, school, clinic 

and/or social agency to furnish the N. H. Dept. of Probation, 

any verbal or written information pertaining to present/past 

physical and mental health and any information concerning the 

educational and social adjustment of the above. 

I authorize release to the N. H. Probation Officer all 

confidential records and information concerning me or my minor 

child or children. 

It is understood that such information will be held in the 

strictest confidence by the department. 

Signed: 

Witness: 

Date: 

PR-lil 

(8) 
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NR 

N.H. PROBATION DEPARTMENT 

PROBATION DEPARTMENT 

SECTION: APPENDIX A 

SUBJECT: NHSP RECORD CHECK FORM 

IX. N.H. STATE POLICE RECORD CHECK FOffi~: 

TO: 

FROM: 

N.H. STATE POLICE 

N.H. PROBATION DEPT. 

DATE ____________________ _ 

COUNTY ________ _ 

SUBJECT: PREVIOUS RECORDS ON THE FOLLOWING 

RE BCI ¥I NAME AND ADDRESS I DOB COMPLAINT '. PROBATION 
RECORD 

(9) 
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NAH~ PROBATION DEPARTMENT 
P~OoATION MANUAL 

SECTICN: 
SUBJECT: 

APPENDIX A 
VICTIM LETTER 

.. Lh'e Free or Die" 
«ij[~t ~tatt of ~ tfu ~ampl~ire 

PROBA11ON BOARD 

DEPARTMENT OF PROBATION 
P.O. Box 769, II Depot Street 

Concord, N.H. 03301 

RANDALL F. COOPER 

ROBERT E. MURPHY 

NEIL F. CASTALDO 
TEL. 271-2317 - 271-2318 DORIS F. REGAN 

BERNARD J. HAMPSEY, JR. 

JOHN A. KING 
Director 

ALAN B. URQUHART 
Assistant Director 

Address Reply To: 

Re: --------------------------------
Dear ____________________________ __ 

With reference to the offense o~ which occurred 
on at your residence/business, please be advised 
that this Department is conducting a presentence investigation on the 
above named subject for the . • Court. 
This matter is pending before the Court at the present t~me. 

Probation Officers, when doing such investigations, are require~ by New 
Hampshire Law to interview the victim of any offense. The app11cable 
statute (NeH. RSA 504:2) reads in part as follows: 

"Said investigation shall include an interview 
by the Probation Officer with the victim, if a 
natural person, or a member of his family, and 
said report shall include a summary of such 
interview. II 

It is requested that you complete the enclosed form and/or contact the 
undersigned upon receipt of this letter to schedule a personal interview. 
If you choose not to be interviewed on this matter, please so indicate 
in writing for our files. 

Your prompt response will be appreciated. 

Sincerely, 

State Probation Officer 

(10) 
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SECTION: APPENDIX A N.H. PROBATION DEPARTMENT 
PROBATION MANUAL SUBJECT: VICTIM INTERVIEW FORM 

NEW HAMPSHIRE PROBATION DEPARTMENT 

VICTIM INTERVIEW DATA FORM 
"k,',oJ",(,'n,(,'n'n,(,,(,,(,,(,,(,bn'n,,**,H,,,(,h',,hhh',** .. Hnh,( 

VICTIM ____________________ _ 

ADDRESS ___________ _ 

RE: STATE VS. 

DOCKET NO. 

OFFENSE __________ _ DATE OF OCCURRENCE _______ _ 

INSTRUCTIONS: PLEASE PRINT AND RETURN IN ENCLOSED ENV~LOPE OR BRING 
WITH yoU. ANSWER THE FOLLOWING QUESTIONS AS COHPLETELY AS POSSIBLE. 

(1) 

( 2) 

(3) 

(4) 

Were you injured in the above act? Yes No 

Name of Doctor 

Name of Hospital 

Cost of Medical Assistance 
(Attach doctor's statement if available) 

Do you have insurance to cover cost of medical services? 

Yes No ---
Was property stolen or damaged? List and describe item(s) 
and give market value: (use reverse side) 

Do you have insurance to cover the cost of the property lost? 

Yes No' --- ---
(5) Name of Insurance Company _____________________________________ ___ 

Policy Number ________________________________________________ __ 

Case or Claim Number _____________________ , __________________ ___ 

(6) Have you made any recovery of the damages incurred as a result 
of this crime? Yes No If yes, explain ____________ _ 

(7) If any of the above stolen or damaged property is in the custody 
of a law enforcement agency, give name of agency _________________ _ 

Date Signature _________________________ ___ 

Phone Number where you can be reached ______________________________ __ 

KINDLY RETURN THIS FORM WITHIN 7 DAYS. 
SHOULD YOU HAVE ANY QUESTIONS, YOU MAY CALL THE OFFICE AT 

11/79 VII 

(11) 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: APPENDIX B 

SUBJECT: TABLE OF CONTENTS 

I. 

I ..... 

III. 

IV. 

V. 

VI. 

VII. 

VIII. 

IX. 

X. 

XI. 

XII. 

XIII. 

XIV. 

XV. 

XVI. 

XVII. 

FORM PR-114 (INTRA-STATE REQUEST) . 

RESTITUTION LEDGER CARD • 

. . . . . . . . 

RESTITUTION UPDATE NOTICE • . . . . . . · . . . · . . 
SUPERVISION CHRONOLOGICAL (SCI) . 

SUPERVISION CHRONOLOGICAL (SC2) • 

SUPERVISION CHRONOLOGICAL (SC3) • 

ADULT CONDITIONS OF PROBATION 

TRAVEL PERMIT • . . 

JUVENILE CONDITIONS OF PROBATION 

OUT-OF-STATE PROGRESS REPORT 

. . . . . . . . 
· . 

. . . . . . . . . 
· . . . · . 00. • 

• • 0 • • • . . . . 
• • • • • • • ~ • 0 • • • 

· . ~ ~ . . . . . . 
FAILURE TO REPORT LETTER 

ADULT CLASSIFICATION FORM 

. . . . . 
. . 

JUVENILE CLASSIFICATION FORM · . . . 
SUPERVISION REQUEST (FORM SRI) .• • 0 • • • • • • • • 

AGREEMENT TO RETURN • • • • • • • • • • • • • • 0 • 

APPLICATION FOR COMPACT SERVICES (FORM V) - ADULT 

APPLICATION FOR COMPACT SERVICES (FORM 1A) - JUVENILE • . . 
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N.H. PROBATION DEPARTIVIENT 
PROBATION MANUAL SECTION: APPENDIX B 

SUBJECT: INTRA-STATE REQUEST 
PROBATION 

INTRA-STATE REQUEST FOR 
TRANSFER OF PROBATIONER 

Date 
TO: 

FROM: RE: 

DOB: 

OFFENSE: 
I plan to transfer the above named to your area. He states he lives at: 

Works or in school at: 

Comments: -----------------------------------------------------

Please check to make sure everything . records. 1S O.K. before I transfer case 

Thank you. 

Please comply DIRECTOR 

- - - -- ----------- --------------------
REPLY (within 2 weeks or less) 

I have checked and everything is O.K. 

Cannot locate. Do not transfer. 

Other. More information, if necessary, on reverse side. 

PROBATION OFFICER 
Probati?n Officer checking will send 
request1ng transfer. reply directly to office 

Two to C.O. 



N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: APPENDIX B 

SUBJECT: RESTITUTION LEDGER CARD 

1"1 

! 1 
I 

, 1 
/:i0--.. I i 

_(~J ________________ ~ _________________ I 
II. RESTITUTION LEDGER CARD: 

RESTITUTION~ P.O. 

Name Case ID 

Address County 

Order Date 

Restitution Fine Fees Other - - - -
Total ordered $ 

Card # of payee cards 

MO.DAY YR. AMT. 
TOTAL 
PA~ TO BALANCE COMMENTS 

PAYMENT DA DUE 

(2) 

i 1 

I 
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I 
I 
: I 

i I 
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PROBATION UPDATE NOTICE 
)r--l~-I ------. '-1 -S'T-A-T-U":S;":;:::':::':;:;=-:D'::";:':N:::':'e':"w":::':''':::D:':=';C=-h''':a'':':n;':g;'::e~D--C-l-o-s-e-d-o--I-n-a-c-tl-' v-e----

r' '\SE ID CI Reopen t:I Transfer t=J Suspended D Active c::tDelete 
REMARKS ____________________________________ __ 

TYPE: q Adult 
DISTRICT I 

o Juvenile D Work Release 0 Other 

I I I I I I I I I I I I I I , 

RECIPROCAL: LJ Supervised by Another State CJ Supervised for Another State 

CASE: TOTAL RESTITUTION ORDERED ~I~I __ I~~I __ I~~~ __ L_~ 

ORDER DATE I I I I I I RECEIVED TO DATE L.I ---L_l.---l...--!-_J--1---1..-I 

FREQUENCY: tJ Weekly [] Bi-weekly [] Semi-monthly CJ Monthly 
TOTAL NOT PAID AT CLOSING OR INACTIVATING I I 

PAYER: NAME I I I I I U I I I I I I I I I I I 

D.O.B. I I I I SSN I I I I I 
ADDR LINE 1 I I I 
ADDR LINE 2 I I I I I I 

ADDR LINE 3 I 

PAYEE: NAME I I I I I I U I I I I I I I I I I I I I I 
AD DR LINE 1 ! I I l- I I I I 
ADDR LINE 2 I I I I I 
ADDR LINE 3 I I I I . I I I 
AMOUNT DUE THIS PAYEE I I I 

TYPE OF PAYMENT: 0 Support Q Welf. 0 Non support 0 Payers Acct. 
"0 Court C1 Sheriff 0 Lawyer 0 Room & Board 0 Medical 
[] Gen. Fund [] Ability to Pay [] Mortgage [] Misc. 
[J Custody Fee [J Arrearage Only 

NUMBER OF ADDITIONAL PAYEES: [J LIST ON REVERSE SIDE (Name, Address & Amount) 

(If Insurance Company, give name of insured party) 
On reverse side give story, on why, when, who, what for, etc. restitution was 
ordered. 

"Probation Officer 

Prepared By Date Entered By Date 

(3) 
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N.H. PROBATION DEPARTMENT 
PROBATION MANUAL 

Juv. NEW HAMPSH R 

APPENDIX B 
SUPERVISION CHRONOLOGICAL 

F PROBAT 

Adult II" SUPERVISION CHRONOLOGICAL 

District -------- Town ------ Probationer Age 
P. 00 ________________ ___ 

Release Date '------
· I ================================================== I 

CLASSIFICATION 

Category Date Frequency of Contact 

Intensive 

Regular 

Minimal 

PAYMENTS ORDERED BY THE COURT 

/1; I~ Restitution I~ Court Fees II" Fines I~ Counsel Fees 
\ l 
'1 /I' Other Total Order Amount _____ _ 

Offender agrees and is to pay _________ ~per _______ until total order 
paid in full. 

OFFENSE: 

DATE: 

PROBATION PLAN: 

FIRST SESSION: 

Rev. 1/80 

JUDGE: DISPOSITION: 

(Explanation of Probation and Rules. The attitude of 
the Probationer toward the Probati.on Plan and circum
stances now, etc. 
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N.H. PROBATION DEPARTMENT 
PROBATION MANUAL 

Page ___ _ 

SECTION: 
SUBJECT: 

APPENDIX B 
CHRONO ( SC 2 ) 

Supervision Chronological of 
--------------------------_________ by 

Probation Officer 
----------___ . Now contact on 

basis. --------

(5) 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

VI. SUPERVISION CHRONOLOGICAL (SC3): 

SECTION: APPENDIX B 

SUBJECT: SUPERVISION CHRONOLOGICAL 
(SC3) 

This is used by the Probation Officer to record in writing the 
information to be entered into the chronological by the typist. 

N. H. j.;1·~OBATION DEPT. CHRONOLOGICAL GUIDE 
NAME DIVISION ADULT JUV. MONTH -CONTACT DATES 

L..J 2 3456789 10 11 12 13 14 1$ 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30~ 
/ f "Mr1ENTS : 

)1. 

SUMMARY: 

SC3 (use reverse side for continuations) 

«-
"-~"> 
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SECTION: APPENDIX B N.H. PROBATION DEPARTMENT 
PROBATION MANUAL SUBJECT: ADULT CONDITIONS OF PROBJ{['JnJ 

NEW HAMPSHIRE DE torENT OF PROBAtION 

ADULT DIVISION 

TO 

By order of the Court dated 

you have been placed on probation for a period of __________________ _ 

under the supervision of the New Hampshire Department of Probation. The terms and conditions of pro-

bation, unless otherwise prescribed, shall be as follows: 

The probationer shall 

1) Comply with all orders of The Court including any order for the payment of money; 

2) Report promptly to the Probation Officer at such times and places as the Probation Officer shall 

direct; 

3) Notify the Probation Officer immediately of any change of residence, employment, and/or address; 

4) Permit the Probation Officer at all reasonable times to visit the premises in which the probationer 

resides, for the purposes of inspection and examination of the same; 

5) Diligently pursue some lawful employment; 

6) Provide adequate support for all persons dependent upon him; 

7) Not associate with any persons of harmful character or who may have court records or others who 

may be specified by the Probation Officer; 

8) Not illegally use or ,possess any drug nor visit or be present where drugs are sold, dispensed, and/ 
or possessed by others; 

9) Not receive, possess, or transport any weapon, explo:sive, or firearm; 

10) Undergo any psychiatric, alcoholic, or drug abuse tJ:eatment as may be prescribed and/or arranged 

by The Court or the Probation Officer; 

11) Be of good behavior, observe all laws, and keep the peace; 

12) (a) Not leave the State without permission from the Probation Officer; 

12) (b) And hereby does agree to waive extradition to the State of New Hampshire from any state of 

the United States of A:nerica, the District of Columbia U. S. A., the Commonwealth of Puerto Rico, or any 

other place, to answer any charge of violating the terms of probation; 

(over) 

(7) 
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Page 2 

12) (c) Return to New Hampshire if directed to by the Probation Department. 

Other terms or conditions may be imposed by The Court and shall be presumed to be in addition to the 

foregoing. 

You are hereby advised that if you violate any of the conditions of your probation, you may be arrested . 
and the Court may revoke your probation and impose any sentence which it might have imposed before placing 

you on probation. 

I HEREBY CERTIFY THAT I HAVE THIS DATE RECEIVED A COpy OF THE RULES AND REGU

LATIONS WHICH ARE CONDITIONS OF MY PROBATION. I HAVE READ OR HAD READ TO ME THE .-

RULES AND FULLY UNDERSTAND AND AGREE TO BE BOUND BY THEM. « 
~, 

Signed: _______________ _ 
Probationer 

Date: _______________ _ 

Witnessed this the _________ day of __________ 19 __ _ 

Probation Officer 

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: APPENDIX B 

SUBJECT : TRAVEL PERMIT 

John A. King 
Director 

Alan B. Urquhart 
Assistant Director 

N.H. PROBATION DEPARTMENT 
P.O. Box 769, 11 Depot Street 

Concord, NH 03301 

Local Office Phone PROBATION BOARD -----

TRAVEL PERMIT 

DATE 

Randall F. Cooper 
Robert E. Murphy 
Neil F. Castaldo 

Doris F. Regan 
Bernard J. Hampse,y 9 Jr. 

You are authorized to travel to ----------------------leaving ______________________ _ and returning -----
It is understood that the purpose of this trip is 

Within 24 hours after your return you will contact this 
office. 

Special instructions 

State Probation Officer 

Reply to: 

(8) 
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N.H. PROBA'IIION DEPARTMENT 
PROBATION MANUAL 

APPENDIX B 
JUVENILE CONDITIONS OF PROBe 

NEw HAMPSHIRE 
Juvenile Division 

TO DOB __________ _ 

oy order of the Court da ted 
you have been placed 
for a period of 
supervision you must 

under the supervision of the New Hampshire Probation Department 
As a condition of your remaining on 

abide by the following rules: 

1. Report promptly to the Probation Officer at such times and places as the officer 
shall specify. 

2. Curfew: Week n5.ghts p.m. Friday and/or Saturday _____ _ 
(Exceptions may be granted for special events and or merit) 

p.m. 

3. Attend school regularly and maintain grades as high as possible. No truancy. 
Not allowed to quit or withdraw from school without permission of Probation 
Officer and parents/guardians. 

4. Cooperate with parents/guardians at all times and be responsible in behavior 
both at home and the community. 

5. Receive counseling or therapy as may be required by Court or Probation Officer. 

6. Abstain from the use of all alcoholic beverages and illegal drugs. 

7. Not associate with any individual or group known to make use of illegal drugs. 
with persons who have court records or those identified by the Probation Officer. 

3. If not a school student and if employed, you shall list earnings and the manner 
in which it is spent. If unemployed you must actively seek employment or be 
enrolled in a program approved by the Probation Officer. 

9. Notify the Probation Officer as to any change in address, school status or 
employment if you are working. 

10. Pay at such times and in such amounts as determined by the Probation Officer all 
restitution that may be ordered by the Court. 

11. Personal living quarters shall be open at all reasonable times for examination 
and inspection by the Probation Officer. 

12. Not leave the State without the permission of the Probation Officer. 

13. Special conditions made by the Court or Probation Officer: 

I HEREBY ACKNOWLEDGE THAT I HAVE THIS DATE READ OR HAD READ TO ME THE ABOVE RULES AND 
FULLY UNDERSTAND THEM. I AM AWARE THAT IF I FAIL TO FOLLOW ANY OF THESE CONDITIONS, 
SUCH ACTION MAY RESULT IN A FURTHER JUVENILE COURT HEARING. 

DATE PROBATIONER 

ITNESS 
PARENT 7 GUARDIAN 

JUDGE/PROBATION OFFICER 

(9) 
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t.~" I) . N.H. PROBATION DEP.ARTMENT 
PROBATIQNMANU~ 

, ~\ 0 

SECTION:. 
SUBJECT.: 

APl?ENDPX B·.. . 
ODS .PROGRESSREPORT$ o !" .' , 

(J 

o 

l'ttttrnfNt1tt:,t;UUlpitlritt 
(; 0 INT~RSrA~ cOMPAtT OFFICE 

N.B. PJ«)BA'I'ION »1FT~ , 
26 Pleasal1t$treet 

CQneol''d, N.H".033~i. 
." Tel. No. 2'11~2317 

_ -(3 ., 

PAROLE ANiYPI!()BATIONFORM IV' Q' 

PROGRESS AND 'CONDUCT JtEPORT '.' 
J" 
~ 

.. (Inserl;title andnddtella otoftici~l in receiVing stn~) 
. • 0 ;!,.'; ~~. , o. 

~, " 

. " 
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SECTION: APPENDIX B , , N.H. PROBA~ION DEPARTMENT 
PROBATION MANUAL SECTION: APPENDIX B 

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL SUBJECT : FAILURE TO REPORT LETTER ------ SUBJECT: ADULT CLASSIFICATION FORM 

a:> -ll __________ ----II---____________ I 

Mr. John Doe 

Dear Mr. Doe: 

Our records reflect the fact that you have not had any contact 
with this office since • The conditions of your 
probation require that you report as requested. At this time you 
are in violation of that condition. 

~) 

As your Probation Officer, I would like to see you continue 
your probation on a constructive basis. I am, therefore, schedul
ing an appointment for you to see me on __ ~~~~~~~~ __ --_, at 

(day and date) 
~, (time) 

As of this w:;:'i ting, I have not filed a violation report with 
the Court, and I can assure you that you will not be arrested when 
you report to the office. Instead, I shall try to begin again in 
assisting you to successfully complete your probation. But you 
must also make a commitment to start cooperating and helping your
self. If you cannot make this appointment, please contact me by 
phone at to set another time. 

Should you not respond to this letter, I shall assume that you 
do not intend to honor the terms of your probation. I shall then 
file a violation report with the Court and request that a hearing 
be scheduled at the earliest possible date. You will be notified 
to appear in Court; and if you fail to appear, a capias will be 
issued for your arrest. 

When you are arrested, you will be held at the County Jail, if 
you cannot post bail, pending a hearing before the _____________ ___ 

Superior Court. 

I would like to see you resume your probation in good standing, 
and hope to see you at my office on ____________________ _ 

Sincerely, 

Probation Officer 

(11) 
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Defendant's Name 

HIRE DEPARTMENT OF PROBATION 
SUPERVISION SCALE 

Defendant's Age --------------------- Sex: Male ---Court 
Female -----

Offense ----------------------- ---------------------P.O. ----------------RECORD 

A. ,Arrest ~ree per~od of five or more consecutive ears 
B. Few perl0ds of lncarceration (none 1 or 2) y 
c. Mfost recent prior conviction does ~ot involve checks 

orgery or burglary , 
D. 
E. 
F. 

N? previous probation or parole failures 
Flrst arrest occurred after the age of 14 
Few prior arrests (none, 1 or 2) 

ENPLOYHENT 

A. 
B. 

C. 

Presently employed or otherwise productively occupied 
Twelve ~onths steady employment within one year prior 
to arralgnment for present offense 
Four,to eleven months steady employment prior to 
ar.ralgnment for present offense. (If given 6 points 
on Item B, also add 4 points for this item) 

DRUGS 

A. 
B. 

No history of hard drug usage 
No history of drug abuse or extensive use of marijuana 

FAHILY 

A. 
Bo 
C. 

No family criminal record 
Meaningful family ties 
Favorable living arrangement 

ALCOHOL 

A. No alcohol involvement 

EDUCATION 

A. High school graduate or equivalency 

If present offense involved one of the 
following, deduct 25 points from sub total. 
1. Any crime of violence 
2. Sale of "hard" narcotics for profit 
3. Extortion 

Check one below: 
Maximum r--i 
(0-49) '--' 

Date Completed 

Medium r-r 
(50-75) ~ 

Minimum II 
. (76-99) L-...I 

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

SUB TOTAL: 

LESS: 

TOTAL POINTS: 

Collection p 

POINTS 

12 
8-----

7 _____ _ 
7 
5-----
4 ___ _ 

6 ___ _ 

6 ___ _ 

4 ___ _ 

9 
5-----

6 ___ _ 
5 ____ _ 
5 ___ _ 

4 -----
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SECTION: APPENDIX B N.H. PROBATION DEPARTMENT 
PROBATION MANUAL SUBJECT: JUVENILE CLASSIFICATION FORM . 

JUVENILE CATION 

~ :venil~'s Name ____________________________ ___ Sex: Male Female ____ _ 

'uvenile I s Age ____ ~ Court ______________________________ ___ 

Offense ____________________________________ __ P. O. 

RECORD 

A. No prior petitions filed (PINS/Del.) ...................................... . 

B. Few prior police contacts (0, 1, 2) ...................................... . 

C. No adjudications within past 2 years (prior to instant offense) ........... . 

D. No history (including instant offense) of burglary, theft, llnauth. use M.V. 

E. No prior AuC commitment to YDC (or comparable institution) ............... . 

F. No prior diverSion or probation failures .................................. . 

G. First arrest after age 12 ...•..•..•.•..••...••.••....•.....••.......•.•.•.. 

EDL'C1\TIO;·:.1 m1hOY:'IEi,T 
A. Full time sellOol enrC'] lr.JCnt or full tir"e emp1oynlc:nt ..•..................... 

_~. Acceptable performance at st:hool/work ..................................... . 

( .I";I1Y 

A. No family crimiLLal/juvenile record ........................................ . 

B. Heaningful family ties or favorable living arrangement .......•............. 

ALCOHOL/DRUGS 

A. No alcohol involvement (excluding experimentation) .....•.....•.............. 

B. No history of drug abuse or regular marijuana use .....•.•.......•........•• 

LEISU RE TIME 
A. Positive use of leisure time ...•................•.....................•.... 

Deduct 25 points if any history nf, or iustant offense involves, 
one of the following: 
1. Crime of violence. 
2. Minority commitment to YDC (or comparable institution). 
3. Sale of drugs. 
4. Serious criminal mischief. 
5. Diagnosed emotional problem which impairs social adjustment. 

CHECK ONE BELOW: 

(r:~ ~~~~ 
MEDIUM 

(61-84) 

Date completed __________________ ___ 

Placed in category ______________ ___ 

MINIMUM 
(85-99) 

COLL~CTION 

SUB TOTAL: 

LESS: 

TOTAL POINTS: 

POINTS 

6 

6 

9 

7 

8 

7 

5 

10 

13 

6 ___ _ 

5 __ _ 

6 __ _ 

5 

6 ___ _ 

(13) 

N.H. PROBATION DEPARTMENT 
PROBATION MANUAL SECTION: 

SUBJECT: 
autps ·rt 

APPENDIX B . 
SUPERVISION REQUEST (SRI) 

SR :1 
INTERSTATE COMPACT OFFICE 

N.H. PROBATION DEPT. 
26 PLEASANT STREET 
CONCORD, N.H. 03301 

TEL. No. 271.2317 

SUPERVISION REQUEST 

TO: .................. .. 
. . .................................. : ................................ . 

DATE REQUESTED .............................. , ...................... . ................................................................................................. 
RE' .......................................................................................... OUR FILE NO . ............................................................... . 

County . ............................................................................ . Address ................................................................................. DOB 
Off .................................... SEX ense ................................... . 
Date ............................................... ~ ................................................................................................................................. .. 

······· .. ······ .. ······ .. ·········· .. ·· .. ·· ............. Sentence 
...................................................................... . ............................................................................................................ .. 
Probation Expires ........................................................................................................................... . 

. ............................................................................................................................................................ .. 
Parole Information 

Institution 

Maxl
'mum s .. e·n .. t .. e .. n .. c .. e .... E .. x .. · .. i·r .. e·s .. · .. ·· .... :· .............. · ........ · ........... No ..................................... Parole Period 

........................ 
p .................................................... Release Date 

Home Oe'er ............................................................. . 
Employment ......................................................................................................................................................................... .. 

. .. " ......... :.:" ... : .. ~:::::::~::~:::::::~::::::::~:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: . . . . .. . ............... . 
We desire ~o transfer this person on (Pal'ole) (P b t 

( ) As a resident 

( ) He has employment 

ro a ion) to your state 

( ) Family resides in your state 
( ) With your consent 

N.H. investigation completed by 
.. ................................ ~ ........................................................................ . 

.............................................. investigation completed by .............................................. . 
. ........................................................................................... " ... . 

(14) 



N.H. PROBATION DEPARTMENT 
PROBATION MANUAL 

SECTION: 
SUBJECT: 

AGREEMENT TO RETURN 

APPENDIX B 
AGREEMENT TO RETURN 

STATE OF NEW HAMPSHIRE _______ Court of _______ _ 

COUNTY ____________________ __ Department _______________ _ 

CITY OF ___________ _ 

___________________ , now under the supervision of ________ _ 
~ . 

_
_______ --;:;;-=:::;-;-;~--------, New Hampshire 10 ------,~::-:-:-:=::~----- of (County) (Dcpartment) . 

full appreciation of the grant of favor extended me by the Court, and in further consideration of be10g granted 

permission to leave the State of New Hampshire, to go to (City) (Statc) 

hereby agree: 

1. That I will make my home with 
(Name) 

, until a change of residence is duly 
--------------r,(A~d~drreessss)~-------------

authorized by the proper authorities of ----(=C""'"it--:y)------------(Cc.o:;-;;u;;.-nttvy) --------

(Statc) 

2. That I will comply with the conditions of probation as fixed by the _____________ _ 

Court and State Probation Officer of' _____________ _ 

(County) 
, New Hampshire, and probation Officer of -----'('r<c.;O'.ty::;")------

(County) (Recciving State) 

3. That I will, when duly instructed by the ----------tc.(Co'urt) 

(Department) 
____ ~~~~--of----__ --__ ~~----__ - __ _ 

(Probation Officer) (City) 

, return at any time to the 
--------,(~C~ou~n7.ty~)---------------~(S§t3tat~e)~-------------

State of New Hampshire. 

4. That I do hereby, in the event that such proceedings are instituted, waive extradition to the State of 

New Hampshire, and also agree that I will not contest any ef.fort by any state to return me to the State of New 

Hampshire. 

Dated: ________ _ 

Witnesses: 

(Signature of I'rDbationcr) 

On the _____________ day of ______________ 19 __ , permission 

was granted to the above probationer to reside in the state of ___________________ _ 

and to be supervised by 

Approved: 

ActrIDinislrator 
[nlerstate Compact 

(15) 

N.H. PROBATION DEPARTMENT 
PROBATION MANUAL 

SECTION: 
SUBJECT: 

APPENDIX B 
APPLICATION - ADULT 

TO· 

September 1960 
PAROLE AND PROBATION FORM V 

APPLICATION FOR. COMPACT SERVICES 

(In tl'iplico.te~ one copy to be glven to inmate; one copy 
each to ocanding Ilnd receiving otnte) 

--------------------------------------------------------~-----(paroling authority or probation granting authol"'ity) 

I, , hereby apply for supervision as a 
parolee or probationer pursuant to the Interstate Compact for the Supervision of 
Parolees and Probationers I understand that the very fact that supervision will 
be in another state makes it likely that there will be certain differences between 
the sli11pervision I would receive in this state and the supervision which I will 
treceive in any state to which I a.m asking to go However. I urge the authorities 
to whom this application is made, and all other judicial and a.dministrative author
ities. to recognize that supervision in another state, if granted as requested in 
this application. will be a benefit to me and will improve my opportunities to make 
a good adjustment. In order to get the advantages of supervision under the Inter
state Compact for the Supervil'Jion of Paroleel9 and Probationera, I do hereby 
accept such differences in the course and character of supervision as may be pro
vided. and I do state that I consider the benefits of supervision under the Compact 
to be worth any adjustments in my situation which may be occasioned 

In view of the above, I do hereby apply for permission to be supervised on 
(paroh:) (probation) in , for the following reaaons: 

state 

I (have read the nhove) (have had the above rend nnd explnined to me), and I 
understand ito meaning nnci ngree thereto. 

Signnture ______________ _ 

Witnessed by 

-------------------------
Date 

(16) 
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SECTION: APPENDIX B N.H. PROBATION DEPART~mNT 
PROBATION MANUAL SuBJECT: APPLICATION - JUVENILE 

JuVenile Compact Hanual o Chapter 3 p Rules D Regulations and Forms. Page 3a 

TOI 

JUVENILE COMPACT FORH IA 

APPLICATION FOR COMPACT SERVICES 

(In triplicate: One copy to be given to juvenile; one copy 
each to sending and receiving state) 

(Parolingm~hority ;; probation granting authority) 

Approved 
June 0 1968 

I, =- D hereby apply for super-
vision as a parolee or probationer pursuant to the Interstate Compact on Juvenilesa 
I understand that the very fact that supervision will be in another state makes it 
likely that there will be certain differences between the supervision I would re
ceive in this state and supervision which I will receive in any state to which I 
am asking to' go. However n I urge the authorities to whom this application is madeo 
and all other judicial and administrative authorities, to recogn!ze that super
vision in another statee if granted ao requested in this application. will be a 
benefit to me and will improve my opportunities to make a good adjustment. In order 
to get the advantages of supervision under the Interstate Compact on Juveniles, I do 
hereby accept such differences in the course and character of supervision as may be 
provided, and I do state that I consider the benefits of supervision under the 
Compact to be worth any adjustments in my situation which may be occasioned. 

In view of the above D I do hereby apply for permission to be supervised on 
(parole) (probation) in for the following reasons: 

state 

I (have read the above) (h~ve had the above read and explained to me) 0 and I 
understand its meaning and agree thereto. 

Sign~~re of"juvenile 

Witnessed by -=====-==-~==-==============--=-

Date 

--Signature of Guardian Ad Litem or person 
or agency having legal custody 

(17) 
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PROBATION MANUAL 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: AB?ENDIX C 
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N.H. PROBAT10N DEPARTMENT 
PROBATION ~ffiNUAL 

SECTION: APPENDIX C 
SUBJECT: SPONSOR CONTACT REPORT 

NEW HAMPSHIRE PROBATION DEPARTMENT 

SPONSOR CONTACT REPORT 

~obationer __________________________ Sponsor ________ _ 

Probation Officer Mailed or handed in on ------- ----- ---- --------
Please record below each contact with your probationer~ Only key events and 
opinions should be noted here. Details should be saved for discussion with 
the supervising Probation Officer. If more space is needed, use the reverse 
side. Give or mail this report form to the Probation Officer at least once 
a month, regardless of the number of contacts made. Prohlems requiring 
prompt attention should be referred to the Probation Officer at once. 

Phoned Time Spent ------- -------Date Visited ------- -------------
Corrrrnents: 
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N.H. PROBATION DEPARTMENT 
PROBATION MANUAL 

SECTION: APPENDIX C 
SUBJECT: PROBATION SPONSOR APPLICATION 

/./'!""{ ;:> ( . 

\~ 

NEW HAMPSHIRE PROBATION DEPARTMENT 
11 Depot St., Concord, N. H. 03301 

PROBATION SPONSOR APPLICATION 

Date ____ ---------------------
Name 

Home Phone ------ Other -------
Address 

To -----------------Business Hours -------
City __ . __ -------------------
Years In This Town ____ ---------------------------------------------------------

Date of Birth ------- Sex ________ ----- Employer ----------

Ages 
Single __ - Married Children --- --
Special Skills Or Degrees -------------------------------------------------------
Associations Or Clubs To Which You Belong -----------------------------------

Sports Interest __ ------------------.------------------.---------------------------

Other Regular Activities ____ -------------------------------------------------

~ •. 'w Much Time Can You Give To The Program! 

. _11 You Be Able To Participate On Weekdays? ___ Evenings 
Weekends? 

Do You Prefer To Work With Any Particular Age Group? 

Have You Ever Done Volunteer Work? 
Describe ------------------

Were you recruited by: Radio -------
Friend Probation Officer 

References: (List 2 References) 
Address 

---
City 

Newspaper _______ -----------

Other ----------------------
State 

As a Probation Sponsor you will be assisting the New Hampshire Probation 
Department in its service to the Courts of New Hampshire. As with all respon
sible positions within the judicial system, a routine police and reference 
check is made of all applicants. The Department also requires that persons 
serving it agree to hold any confidential information. they may receive. It 

f1~" understood that the applicant whose signature appears below has no 
\1 .jection to these policies and, if accepted, will adhere to the rules of the 

~l':Iepartment • 

(Signature ot Applicant) 

(2) 
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SECTION: APPENDIX C N.H. PROBATION DEPARTMENT 
PROBATION MANUAL . SUBJECT: SPONSOR SCREENING REPORT 

NEW HAMPSHIRE PROBATION DEPARTMENT 
SPONSOR SCREENING REPORT 

~':':':'r)onsor __________________________ ~ _____ District -- ,--~.---------------

lnterviewer Time Limitations 

Date 

--------------------
Applicant's Youth: 

Where did he gr=0~w~u~P:1-----------------------------------------------------------------

Family Description: 

Attitudes towards school and law: 

Military Service? --------- Describe: 

Employment History: 

Experience or training in h _, yout work, counseling or other related work? 

Why does applicant want to be a Probation Sponsor? 

Any doubts or anxieties about relating to offenders? 

Feelings about drug use: 

Feelings about revocation: 

Ability to communicate: Excellent ---- Poor Average -------
Additional comments: 

t ---------------------------------------------~--------------------------------,4'1:>· 

~. 'I __________ . ____________ , approve of this person as a volunteer. 

(3) 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: APPENDIX C 

SUBJECT: CODES FOR 
VOLUNTEER STATISTICS 

CODES FOR VOLUNTEER STATS 

1) ALM Volunteers available end of previous month. 
2) N 
3) RE 
4) RP 

5) RC 

6) R 
7) TP 

8) TC 

9) TA 
10) A 
11) WA 

NOTE: -

Any person joining Volunteer Program for the first time. 
Reopening is activating a previous volunteer. 
An active! volunteer received from one P.O. to another P.O. 
within the same county. 
An active volunteer received from another office in a 
different county. 
Resigned. Any volunteer leaving the program. 
Active volunteer transferred to another P.O. in the same 
county. 
Active volunteer transferred to another P.O. in another 
county. 
Total active cases o 

Volunteers assigned to a case. 
Volunteers waiting to be assigned to a case. 

Use above symbols only in column for a mon·th if a change was 
made. Otherwise, DO NOT FILL IN ANYTHING FOR THAT MONTH. 

OCCUPATIONS: 

Key - A. 
B. 

C. 
D. 
E. 

F. 
G. 
H. 

Clerk, Secretary 
Student (Grad and Undergraduate) 
Law Enforcement Personnel 
Social Service Agencies (Include Teachers) 
Non-Professional Employment 
Housewife 
Professional Careers (Managers, Sales) 
Other (Includes Retired, Unemployed) 

REASONS FOR LEAVING: 

Key - A. 
B. 
C. 
D. 
E. 
F. 

Moved 
Removed by P.O. 
Resigned, no reason given 
Resigned, no interest 
Quit, found fault with program 
Other - on reverse 

(6) 
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N.H. PROBATION DEPARTMENT 
PROBATION MANUAL 

SECTION: APPENDIX D 
SUBJECT : TRAVEL \'lORK SHEET 

NEW HAMPSHIRE PROBATION DEPARTMENT 

(~-> 
,lJ.1I.TAME .......................................................................... MONTH ................................................................ YEAR 19 ....... . 

Mileage 

Date From To or 
R. R. 

Meals 
Hotel 

Hotel & 
Meals 

Other 

Case 
or 

Business 

I 
i 

I 
\' 
'. 
I 
t 
I 
I 

____ +-__ ~--------+----+----r---+-~--------" I 
! 

___ -l-___ -I-_____ -+ ___ -t-___ t-__ -t-_-t _______ -. 

___ -l-___ -l-_____ -J. ___ -+---+----j-----ir--------.----

TOTALS: (1) 

_._- - ----~------~ 

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: 

SUBJECT: 

APPLICATION FOR EMPLOYMENT 

STATE OF NEW Hi~SHlRE 

Department of Probation 

T,ype of Program 

APPENDIX.D 

INTERN APPLICA~'ION FORM 

Begins work Will. Terminate --------------------Date Date 

Police Check Date ------------------- ---------------------.---------
Position Office ----------------------- -----------------------------
Social Secm:"i ty No. ____ ~______ Sex ___________ Age _____________ __ 

Name (Print) 
(LaS-E) (First) (Middle) ,(Maiden) 

Present Address 
~N~o~.------~S~t~r~e~et~----~C"r~t-y--------~S~t-a~t-e---------

Home Address 
----~N~o~.--------~S~tr~e~e~tr-----~C~i~t~y--------~S~t-a~t-e--------

Telephone (Where you can be reached) --------------------------------
Date of Birth 

--~M~on=t~h~----------------~D~a~y--------------~yre-a-r--------

Have you any physical defect or disability whatsoever? Yes No 

Have you ever been convicted for violations of any law other than 
minor traffic regulat~ons? Yes No 

Grace School 1 2 3 4 5 6 7 8 High School 

Name of College or University --------
Highest Year Completed 

Experience: 

1 234 

9 10 11 12 

Recommended By: (Dean, Dept. Head, ------) 

Signature of Applicant 
(2) 



N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: APPENDIX D 

SUBJECT: SIGN-OUT FORM 

('(~ ~ ____________________________ -L ______________ ~ ________________ __ 

SIGN OUT SHEET 

DISTRICT OFFICE DATE 

NAME TIME TO BUSINESS ~~~URgF LEFT 

(C 
~ 

({" \{ 
~,"~ 
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N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: APPENDIX D 

SUBJECT: PERSONNEL EVALUATION 

---~-;'... .... ,------------------~----------------------, 
NEW HAMPSHIRE PROBATION DEPARTMENT PERSONNEL EVALUATION 

Date of Evaluation ___________________ __ 

District Office _________________________________________________ _ 

Name of Probation Officer 
----------------------------------------------Evaluating S~pervisor ______________________________________________ _ 

Period Covered For Evaluation -----------------------------------------Length of Employment With NHPD ______________________________________ _ 

Total Time As A State Employee _____________________________________ ___ 

Number Of Courts Serviced -------------------------------------------
Number Of Investigations Assigned During Period Evaluated _____________ ___ 

Number'O£ Investigations Completed During Period Evaluated ________ _ 

Number of Supervision Case load During Period Evaluated _________________ _ 

Number of Home Supervision Visits During Period Evaluated --------
Personality Traits For The Job 

1. Ability and willingness to work and to cooperate with others 

Needs Improvement ____ , 

2. Ability and willingness to' work and cooperate in atl open and posi
tive manner with Court, law enforcement and social agencies 

Needs Improvement ____________________________________________________ _ 

3. Personal: contact with the public - is courteous and explains posi
tion well 

Needs Improvement _____________ ~ ______________________________________ __ 

4. Ability to inspire others in working for the best interest of the 
department and clients it serves 

Needs Improvement __________________ . ___________________________________ _ 

5. Ability to adapt to change and respond positively 
Needs Improvement _________________________________________________________ _ 
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SUBJECT: PERSONNEL EVALUATION 

- 2 -
6. Ability to plan, organize and make the most effective and efficient 

use of time 
Needs Improvement __________________________ -----------------------------

7. Ability to recognize a problem, obtain and evaluate facts, reach 
sound conclusions 

Needs Improvement __________________________ -----------------------------

8. Ability to follow orders and instructions 
Needs Improvement __________________ -------------------------------------

9. Positive and enthusiastic attitude to the overall jbb 
Needs Improvement: ____________________________ ----------------------------

Administration 

1. Appraise the Supervisor or other s~haff °fffihiS 
signs sign-out sheet when leaving teo ce 

or her whereabouts and 

Needs Improvement ~ __________ --__ ----------------------------------------

2. Follows the policies and procedures as set forth by the department 

Needs Improvement __________________________ ----------------------------

3. Complies with the Law Enforcement 48 Hours Per Week 

Needs Improvement 

4. Ensures organization and planning in tI"avel - avoids unproductive 
travel 

Needs Improvement __________________________ --------------------------

5. Prevents unnecessary expenses in offic;,e supplies and telephone usage 
Needs Improvement ____________________________________________________ ___ 

6. Ensures that the proper office hours and specified evening ho~s are 
maintained 

Needs Improvement ________ ,~c----____ ----------------
7. Reviews and answers Incoming Mail within a day when possible 

Needs Improvement 
8. Diligently carries out workload assigned in the district 
Needs Improvement _________________ ' 

N.H. PROBATION DEPARTMENT 

PROBATION MANUAL 

SECTION: APPENDIX D 

SUBJECT: PERSONNEL EVALUATION 

---~------------------------------------~-----------------------------------------
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9. Diligently carries out NH RSA 504 relative to powers and duties of 
Probation Officer as mandated 

Needs Improvement ______________________________________________________ _ 

Record Keeping And Reporting 

1. Submits timely and accurate statistical and other reports to Super-
visor for review 

Needs Improvem~nt ______________________________________________________ _ 

2. Maintains updated monthly review of case for "Investigation Schedule" 
Needs Improvement 

3. Ensures cases opened and closed timely and properly 
Needs Improvement ____________________________________________________ ___ 

4. Ensures records on all criminal, juvenile, civil and restitution cases 
are maintained properly 

Needs Improvement 

Supervision 

1. Follows rules, regulations and requests as directed by the Supervisor 
and Central 

Needs Improvement ______________________________________________________ _ 

2. Follows the rules and regulations concerning proper gr.ievance pro
cedure concerning performance evaluations or other personnel prob
lems, 

Needs Improvement ______________________________________________________ __ 

3. Plans, organizes amd maintains an advanced weekly itinerary 
Needs Improvement ______________________________________________________ __ 

4. Suggests new ideas, innovations, programs. legislation, policy changes 
which will improve the department ' 

Needs Improvement ----------------------------------------------------
Interstate Compac~ 

1. Follows the proper procedure and policies for all Intra-State matters 
Needs Improvement _____________________________________________________ __ 

(6) 
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2. procedure and policies for all Interstate matters 1 Follows the proper d 

Needs Improvement ______________________________________________________ ___ 

Presentence Investig~!~~ 

l~ 1 d er so as not to over-Finishes investigation in timely and p anne ma~ 
burden secretary by completing several at same 1me 

Needs Improvement ______________________________________________________ ___ 

2. Each item on a facssheet has a comment 
Needs Improvement ______________________________________________________ ___ 

3. Completes all assigned investigations within thirty days 
Needs Improvement ., ____ ~ ______________________________________________ ___ 

4. Utilizes the case oa 1 d management criteria on each investigation prior 
to the recommendation 

Needs Improvement 

5. Follows department outline for presentence investigations 
Needs Imp~ovement ______________________________________________________ ___ 

6. Victim Input - If no respons~s to mail,. thoroughly. checks out 1 t~~ 
location of victims through neighbors, police, res1dence, re a 1ves 

Needs Improvement 

7. Comments on all categories ~~der Biographical Summary A to I 
Needs Improvement ______________________________________________________ ~ 

. indicates clearly Probation Officer's perception of 
8. Summary Anal

y
s1S{ndiVidual relative to the offender's offense, past problems of the ... 

behavior and future behavior. 
Needs Improvement ______________________________________________________ ___ 

9~ Sentence structure, grammar and style of Presentence Reports 
Needs Improvement ______________________________________________________ ___ 

10. Action Plan For Change 
problems and immediate 

states clearly the 5 W's on how to handle the 
and long range needs of offender. 

Needs Improvement ____________________________________________________ ___ 
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11 •. Action Plan For Change is supported in the body of ~he report's information 
Needs Improvement 

----------------------------------------------------
12. Recommendation is based on, informa.tion in SUlIllIlary Analysis and Classification Form 
Needs Improvement -----
Supervision 

1. Utilizes the Supervision Caseload in all cases 
Needs Improvement 

2. Supervision contacts are determined by the category 
Needs Improvement _____________________________________________________ _ 

3. Chronological entries indicate type of contact _ office visit, home visit, street, etc. 
Needs Improvement 

-------------------------------------------------------
4. Chronologicals are clear, concise and to the point concerning the probationer's activities 
Needs Improvement 

-----------------------------------------------
5. Follows Action Plan For Change and reviews and modifies every six months 
Needs Improvement 

6. Reviews chronologicals monthly 
Needs Improvement 

-------------------------------------------------------
7. Entries in chronologicals up-to-date _ no more than two weeks behind in chronological book 
Needs Improvement 

8. How many early terminations completed in the last six months 
Needs Improvement 

----------------------------------------------------9. Establishes a time table plan in all restitution cases 
Needs Improvement 

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

(8) 
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10. All categories of the chronologicals are completed l 
Needs Improvement _______________________________________________________ ! 

11. Notes changes in status of work, home life, etc. and is properly I f 
logged 'I 

Needs Improvement _______________________________________________________ I 
I 

12. After all efforts to locate a probationer and a period of sixty I 
days has passed, violations are filed prompt.ly " 

d Needs~r~m~ _________________________________________ ,.f 

13. Keeps appointments with probationers I 
; I Needs Improvement _________________________________________________________ t 

Violations . I 
I 

1. Adheres to standards, policies and procedures, and laws relating to . 1 
violations r 

Needs Improvement _______________________________________________________ 1 

2. Adheres to department procedures HE: Morrissey v. Brewer and I 
Preliminary Hearing I 

I Needs Improvement ' 

3. Has verifiable explanation of why a person is violated • J 

Needs Improvement ------------------------------------------------------- 1 
4. Consults with Supervisor prior to filing a violation : I 

Needs Improvement ______________ ~ _______________________________________ ___ 

5. Prior to violation being filed has completed "HOW VIOLATED SECTION: 
and thoroughly checked out all preas listed · f 

Needs Improvement ___________________________________________________ ~,;:;I 

6 Recommendations on violations to the Court are consistent with 
• offender's past and present behavior II 

Needs Improvement ~ ______________________________________ ~--------~~-!I 

Ensures every effort has been made to assist probationer in avo.:lding If .. !. 
the violation t 

7. 

Needs Improvement _____________________________________________________ _ 

i ~ 

1.1

1 

I 
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8. Probationers failing to report all avenues to locate have been 
checked - residency, family, police, job, etc. 

Needs Improvement ______________________________________________________ _ 

9. The violation report is clear, concise and to the point 
Needs Improvement __________________________________________________ . ____ _ 

Volunteers In Proba~ion 

1. How many vOlunteers per month have been assigned 
July Aug. Sept. Oct. Nov. Dec. 

2. How many volunteers per· month have been recruited 
July Aug. Sept. Oct. Nov. ____ Dec. 

3. How much time per month has been spent promoting Volunteer Program 
Needs Improvement ___________________________________________________ __ 

4. How many news releases have been released per month 
Needs Improvement __________________________________________________________ _ 

5. Assigns all volunteers to probationer within thirty days of accep-
tance 

Needs Improvement _______________________________________________________ __ 

6. Meeting with volunteers held according to procedure 
Needs Improvement ________________________________________________________ __ 

7. What type of action has been taken to promote Volunteer Program 
Needs Improvement ______________________________________________________ __ 

(10) 
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Officer's Response (Check ONE-attach additional page(s) if needed). 

I have read the evaluation, agree with the contents and have no 
comments. 

I have read the evaluation, have the following comments but do 
not request a hearing. 

I have read the evaluation, have the following comments and 
request a hearing. 

Signature 

Central Office Action: 
______ Filed by Director on __________ __ 

______ Conference held with P.O. and Supervisor on _____________ • 

______ Hearing held on ________________________ • 

Reviewed by _______ ~~ __ ~~--------_on ________ ~~~ __ --------, 
(Director ) (Date J. 

12/10/79 
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