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Dear Representative Tallon:

Thank you for your letter of February 2, 2017, requesting information on a number of topics from the
SC Department of Juvenile Justice (Department or DJJ) following a meeting of the House Legislative
Oversight Committee’s Law Enforcement and Criminal Justice Subcommittee (Committee) on January
31,2017. Please allow this letter to serve as responses to the requested items under the headings of
Post-Conviction Transport of Juveniles, Case Management, Alternative Placements, and Personnel.
Please note that DJJ previously provided the Committee (via email communication on Friday, February
3,2017) with a report concerning the Department’s responses to recommendations contained in the
recent audit from the Legislative Audit Council (LAC).

Post-Conviction Transport of Juveniles
The Department’s Police Department does not “conduct all post-conviction transports of juveniles.”! By

way of background, state law provides that youth committed to DJJ by the Family Court must be
transported to the Department by local law enforcement (SC Code Ann. § 63-19-1460). Once the child
arrives at a DJJ commitment facility (one of the three regional evaluation centers), DJJ is responsible for
any subsequent transportation incidental to “the care, custody, and control of the child” and may
accomplish such on its own “or in cooperation with other agencies” (SC Code Ann. § 63-19-1620).
Committed youth who are housed in the Department’s evaluation centers are transported by Juvenile
Correctional Officers (“JCO”) for all off-grounds purposes including, but not limited to, medical
appointments, court appearances, and placements. JCO’s at the evaluation centers are Class II certified
and receive training by DJJ. DJJ Police conduct off-grounds transports of youth housed in the
evaluation centers if the purpose of the transport is for funerals, out of state extraditions, returns of
NCIC reported runaways or missing juveniles following captures.

! Also, the DJJ Police provides transportation to youth at the Department’s Juvenile Detention Center (which houses pre-
adjudicatory youth and 16-year-olds charged with adult offenses) for the purposes of secure transports, because JCO’s are not

armed.
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Committed youth who are housed at the Broad River Road Complex (BRRC) are transported on-
grounds from one location to another via car, bus, or van for all purposes (education, medical,
recreation, treatment, etc), by JCO?’s, although youth walk to these on-campus locations in lieu of being
transported in a vehicle as weather permits. Off-campus transports of BRRC youth for appearances at
court hearings, specialty medical appointments, and other appointments are conducted by DJJ Police
with JCO assistance if the juvenile is convicted of a violent crime. A JCO can perform off-campus
transports for juveniles who are not convicted of a violent crime. If a juvenile is combative and needs to
be extracted from a unit and taken to the Crisis Management Unit at BRRC, the police will perform that
transport as well.

DJJ Police also perform transports across the state when so ordered by the Family Court. In addition, the
police transport juveniles, both committed and on probationary status, who are dismissed from
alternative placements. If the alternative placement reports that the youth is being combative, DJJ Police
will be asked to transport that juvenile. Police Officers are Class I certified and trained at the South
Carolina Criminal Justice Academy.

There were 2,865 transports scheduled through DJJ’s Office of Juvenile Movement and Accountability
from January 2016 through December 2016.

Case Management
DJJ’s Quality Assurance Team conducted an audit of a sampling of approximately 7% of

probation/commitment/parole case files from all DJJ county offices across the state in 2015. The audit
tool was designed to identify areas of strength and areas of deficiency in case manager compliance with
DJJ policy regarding documentation of supervision/services in the electronic Juvenile Justice
Management System (JJMS).2 Approximately six (6) distinct youth records or files were pulled from
each of DJJ’s 43 county offices. Each of these youth records were reviewed for compliance with agency
policy to document information and activity in JJMS in eleven identified core areas (contacts were
reviewed and audited separately) — totaling the approximately 2,904 individual indicators referenced.
These eleven core areas are:

e Referrals
Victims
Solicitor
Intake Interview
Court Preparation/Court Staffing
Court
Evaluation/Commitment/Placement
Transition to Probation/Parole
Obligations
Violations
Referral and Monitoring

2 DJJ case managers in county offices maintain a paper file for each youth, and a portion of that file is also in JJMS. DJJ’s
long-term plan is to convert 100% to an electronic file in JIMS, and some, but not all, elements of community supervision are
able to be reflected in JIMS at this time. The DJJ audit referenced here evaluated documentation in JJMS, not paper files.

2



For each indicator in each youth record, compliance was reported as Met (criteria was
completed/documented in JJMS as required by DJJ Policy), Needs Improvement (criteria was partially
completed/documented in JIMS as required by DJJ Policy), Unmet (criteria was not
completed/documented in JIMS as required by DJJ Policy), or N/A (criteria was not applicable in that
case). As referenced in DJJ’s written response to the LAC audit, of the approximately 2,904 indicators,
25 indicators were identified as Needs Improvement and 13 were identified as Unmet. Community staff
completed a quality improvement plan for each identified area of deficiency to assist in making the
required improvements.

The electronic platform that DJJ uses to track case management data is the Juvenile Justice Management
System (JJMS). JIMS is an asp.net web-based database application running on a Windows server, with
a SQL server database (version 2012). Please note that JIMS is a juvenile database management system
which also maintains some case management data. JIMS access is controlled by User Name and
Password credentials, as well as a current Microsoft Access Directory account and a JJMS account; all
of which is managed by the agency’s Office of Information Technology. With appropriate credentials,
employees can access JIMS from a desktop or laptop computer. JIMS is not currently supported on
mobile devices. JJMS data is maintained on a server, behind a firewall.

Regarding case management, supervisors in each DJJ county office review all Community Services
Division Policies with new Case Managers upon hire. Specifically, Case Managers who supervise
juveniles on probation, commitment, and parole status are governed by multiple policies, to include the
following:
® F-6.0, Community Residential Program Placement Services
F-6.3, Community Residential Treatment Termination Process
F-7-5, Wraparound and Intensive In-Home Services
F-8.1, Probation and Parole Supervision and Reintegration Planning
F-8.2, Electronic Monitoring
F-8.3, Juvenile Monetary Restitution and Community Service
F-8.5, Probation Violation and Parole Revocation Procedures
F-9.2, Termination of Probation/Parole Supervision and Case Closure

These policies are attached for your review. (Attachment 1) Also, each Case Manager is trained on case
management protocol at the DJJ county office level upon hire. Attached for your review is an example
of the case management training completed at the local county office in Greenville County, to include a
listing of Case Manager Expectations. (Attachment 2)* Case Managers also receive standardized case
management training through DJJ Community Basic Training (Attachment 3) and through a follow-up
DJJ Effective Case Management Training (Attachment 4). Both of these trainings are part of the
required trainings for Case Managers to complete within the first year of hire.

Case Managers, like other DJJ employees, are formally evaluated on performance criteria pursuant to
the State of South Carolina Employee Performance Management System (EPMS). The evaluation

3 An issue that the Deputy for Community Services identified early in her tenure at DJJ is that DJJ county offices had varying
training procedures and materials. In order to address this inconsistency, the Community Services Division convened a
statewide group of county personnel in October 2016 to devise a Standard Operating Procedure Manual to be utilized across
the state. It is the goal of the Division to have this manual completed by April 1, 2017.
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criteria (meaning the “areas in which case management employees are evaluated on their performance™)
is outlined in the attached sample EPMS. (Attachment 5) Per DJJ Policy B-3.13, Employee
Performance Management System, the EPMS Planning Stage is to be established within six (6) weeks of
hire. The EPMS Evaluation Stage is to be completed on an annual basis.

Alternative Placements

Based on clarification provided by Committee Counsel Charles Appleby, attached are copies of the
contracts for the provision of residential services at community-based alternative programs known as
Camp Aspen, Georgetown Marine Institute, and Lancaster Children’s Home. (Attachments 6, 7, and 8).
These contracts consist of the original state Solicitation, the Vendor Response, and any post-award
Modifications. Please note that these services are procured through the South Carolina Materials
Management Office (MMO), a division of State Procurement. Providers who wish to submit a proposal
in response to a solicitation, submit the required information to MMO for consideration. Those that
qualify as a vendor of the state who submit the documentation required are awarded a bid and granted a
contract.

The Marine and Wilderness providers have been awarded contracts through Solicitation 5400007516.
Associated Marine Institute (AMI), Camp Aspen, and Generations serve youth referred by SCDJJ
exclusively. Each program is defined within the contract to serve a specific number of youth within a
specific age range. Clemson Youth Learning Institute has a Memorandum of Understanding with DJJ
for intermediate residential care for females at Camp Long and an Administrative Contract for
Residential Services (Solicitation 5400004620) for intermediate residential care for males at Camp
Ghigua.

By contrast, Solicitation 540002734, known as the multi-agency contract, is a Fixed Price Bid
established to purchase residential services for children for multiple state agencies. These agencies
include DJJ, SC Department of Disabilities and Special Needs, SC Department of Mental Health, and
Office of the Governor, Continuum of Care. Providers who are awarded contracts are placed on a
Qualified Provider List from which state agencies may select a provider for a particular client.

DJJ, in conjunction with MMO, initiated contract modifications with all marine and wilderness
providers, specifically the following providers at the referenced locations:

Clemson Youth Learning Institute, Inc.
Camp Ghigau
Clemson Youth Development Center a/k/a Camp Long

Community Education Centers, Inc.
Camp Aspen

AMIkids, Inc.
Beaufort Marine Institute
Camp Bennettsville
Georgetown Marine Institute
Piedmont Wilderness Institute
Camp Sandhills



Camp White Pines I
Camp White Pines I

The contract modifications are detailed in Attachment 9 and include enhanced staff to youth ratios,
provision of particular evidence-based treatment services, academic services enhancements, and
specified outcome and output measures. All impacted providers have agreed to the modifications, so

they are being forwarded to MMO for approval and implementation.

Personnel

Regarding the chart on page 11 of the LAC audit report, by way of clarification, the enrollment numbers
listed in the second column titled “Enrolled” represent individuals who were pre-enrolled to attend the
South Carolina Criminal Justice Academy (Academy or SCCJA) for a specific session, not the number
of employees who started at the Academy that session. Also, the last column titled “Did Not Graduate”
reflects employees who were pre-enrolled for a specific session and did not graduate that session (this
number does not take into account persons who were unable to graduate during that session but
graduated during a later session). As to the seven specific persons purported to “not graduate” from the
Academy, three graduated during a later session, one resigned from DJJ while at the Academy, one
resigned from DJJ prior to his Academy session start date, one did not attend the Academy on her
enrolled session start date due to a medical issue (still employed at DJJ), and the final employee’s
session at the Academy was interrupted by Hurricane Matthew and he was unable to return when his
session resumed due to an on-the-job injury sustained in the interim (still employed at DJJ and on light
duty). Attachment 10 charts the enrollment and graduation status of each of these employees, with
employees identified by their initials. By way of update, the employee listed as having enrolled in the
November 28-December 16 class that was “still in progress at time of [LAC] review” graduated.

On Friday, February 3, 2017, DJJ delivered 100% of its revised Rehabilitative Services Basic Training
curriculum to SCCJA for review and approval. The curriculum includes 29 training sessions totaling
more than 103 hours of training. SCCJA will notify DJJ when their review is complete. Upon approval
of the Basic Training curriculum by the Academy, DJJ intends to implement a plan to ensure that all of
its correctional officers are trained on the content of the approved curriculum. This will help ensure and
support the agency having a workforce of Juvenile correctional officers, to include correctional
supervisors, who are trained on a uniform curriculum.

Regarding DJJ’s processes for hiring personnel, attached for your review is Form B-3.18L, Hiring
Packet Checklist. This form guides hiring managers on the documentation and verification that are
required prior to hiring an employee. (Attachment 11) This Checklist must be completed and returned
to DJJ Human Resources (HR) staff for each new hire. HR obtains copies of transcripts for positions
requiring college degrees and for correctional staff who are hired at a higher level due to having the
degree. For other positions requiring various license or certification, verification of this information is
sent to HR by the hiring manager in the new hire packet. DJJ also has put a process in place to conduct
a background review with SCCJA prior to hiring a correctional officer for the Juvenile Detention Center
to ensure that the potential hire is eligible to be certified by the Academy. DJJ is working with SCCJA
to expand this screening process to include new hires for any correctional position that requires
Academy certification. A NCIC background check is conducted on all new hires, regardless of position

type.



Additionally, each hiring manager is responsible for conducting and submitting employment reference
check documentation. If the employee worked at DJJ previously, a review of the internal ERMIS
system also is conducted by staff in the DJJ Inspector General’s Office to determine if there were any
founded investigations or other issues that should be considered as part of the hiring decision.
Furthermore, DJJ has certain mandatory questions on the state employment application that applicants
must answer to assist with filtering applications that may pose a conflict of interest based on prior
employment. These questions include:
® Have you ever been convicted of a criminal offense? Note: Omit minor vehicle violations and
any offense committed before your 17t birthday which was finally adjudicated in juvenile court
or under a youthful offender law. Conviction of a criminal offense is not necessarily an absolute
bar to state government employment in all cases. Each conviction is evaluated individually.
o Ifyes, please list charge(s), indicate where you were convicted, the date, and the disposition
status of the conviction.
Are you currently employed by the State of South Carolina?
If so, in which agency do you currently work?
Do you have any relatives employed with the State of South Carolina?
If yes, please provide the name(s), relationship, and agency.
Have you ever been terminated from any job?
If yes, please explain.

I trust that you will find the above information and related attachments helpful to you in the oversight
process. Thank you to members of the Committee and to Committee staff for your continued interest in
DJJ and, particularly, in the steps the Department is taking to continue to improve the services we
provide to the citizens of South Carolina. I welcome the opportunity to share with you at our meeting
tomorrow my vision for DJJ and my priorities for the Department moving forward. I look forward to
partnering with this Committee and others as I implement an aggressive reform agenda to ensure that
DJJ is increasing public safety by providing high-quality rehabilitative services to youth and their
families.

Please advise if I can answer any questions or provide you with additional information.

Kind Regards

Signature Redacted

Freddie B. Pough
Acting Director

cc: The Honorable Wm. Weston J. Newton
The Honorable Katherine E. “Katie” Arrington
The Honorable William M. “Bill” Hixon
The Honorable J. Todd Rutherford
The Honorable Raye Felder
Mr. Charles L. Appleby IV
Ms. Carmen McCutcheon
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STATE OF SOUTH CAROLINA DEPARTMENT OF JUVENILE JUSTICE
PoLIcY AND PROCEDURES

Title: Community Residential Program Policy No.: | F-6.0 Page(s): | 10f9
Placement Services

Authority: | Division of Community Services

Juvenile Justice Code: | South Carolina Code of Laws Section 20-7-7210

PbS Related Standard(s): |

August 05, 2016 SIGNED/ Sylvia Murray

Effective Date Sylvia Murray
Director

POLICY: The Department of Juvenile Justice (DJJ) offers a continuum of short-term
placements as an alternative to commitment, detention, or secure evaluation for the juveniles we
serve. Placement can also serve as an alternative to secure confinement for juveniles eligible for
transfer/step-down status. The least restrictive environment will be considered when making the
placement selection.

PROCEDURAL GUIDELINES:
A. Definitions

1. Office of Community Alternatives: The Office of Community Alternatives is
responsible for the coordination of the statewide alternative placement program.
Agreements and contracts for group homes or community residential programs
are handled directly through the Community Alternatives Director.

2. DJJ Placement Coordinator: A Placement Coordinator, receives placement
referrals and secures placement for identified juveniles. Each county office has
an assigned Placement Coordinator available as a resource.

3. Community Alternatives Program Monitor (Program Monitor): A Community
Alternatives Program Monitor is assigned to each group home or community
residential program. The Program Monitor referenced in this Policy monitors the
key contract components and day to day operations.

4. Diagnostic Assessment (DA): The purpose of a diagnostic assessment is to
determine the need for rehabilitative behavioral health services, establish or
confirm a diagnosis, and/or to provide the basis for the development of an
effective comprehensive individual plan of care, or to assess progress and the
need for continued treatment.

5. Alternative Placement (or Placement): An out-of-home, community-based setting
to which a juvenile may be sent for shelter and services.
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Placement Staffing Form (PSF): The Placement Staffing form is an assessment
completed by the DJJ psychologist/social worker to determine the need for
alternative placement, the level of care required, and the
recommendations/objectives of placement.

Transfer Status: When a juvenile is committed, the Department has the option to
transfer that juvenile to a Community Residential Program. If the juvenile is on a
determinate sentence, the juvenile must remain in placement until he has met the
required stay mandated by his determinate commitment. If the juvenile is on an
indeterminate sentence, the juvenile must remain in placement until released by
the Juvenile Parole Board or DJJ Release Authority.

Graduated Response: A response or intervention taken to address a variety of
offenses/infractions committed by an offender while on probation/parole. A
continuum is designed to guide DJJ staff in decreasing or increasing sanctions in a

timely fashion based on a juvenile’s behavior.

0. Placement Matrix: The placement matrix designates the length of stay for the
juvenile based on the juvenile’s risk score and current offense category.

B. Placement Authorization

DJJ offers placements as an alternative to commitment. Placements are limited to those

ordered by the Family Court, Juvenile Parole Board, DJJ Release Authority, or an

Interstate Compact Authorization. Juveniles committed to DJJ can transfer to a placement
from the Admissions Unit or can step-down to a placement from BRRC in accordance

with Policy E-1.3, Risk Assessment Process Instrument Classification Matrix Model, and
Sections G and H of this Policy.

C. Placement Referrals from the Community
1. Prior to recommending a juvenile for placement, the County Case Manager (CM)
will:
a. Assess the need for placement and make every effort to maintain the

juvenile in their home.

b. Utilize all appropriate community resources and/or graduated responses.

c. Staff the case with a supervisor. The county office supervisor will ensure
community- based services and/or graduated responses are implemented
prior to recommending alternative placement to the Court. If there are
special circumstances and/or suspected special needs, the supervisor will
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direct the CM to contact a DJJ psychologist and/or Special needs
Coordinator.

d. Consider if the juvenile needs to be removed from the home on a more
permanent basis due to suspected abuse or neglect. Such cases will be
referred to the Department of Social Services (See Section M of this

policy).

2. A Placement Staffing Form (PSF) (Form F-6.0D) is required for alternative
placements. The County CM will request a PSF by completing the Juvenile
Information portion of the PSF and will ensure the Child and Adolescent
Evaluation (CAE) information in JIMS is current and will include the following
with the PSF request: current court order(s), most recent psychosocial
evaluation, current school records to include the school and grade, discipline
records, current report card/academic grades, special education indication
including the IEP; copy of the Medicaid card (if applicable); Mental Health
records; prior Placement Staffing forms; and Discharge summaries. The County
CM will forward the PSF and information to a DJJ Psychologist or Social Worker
within two (2) business days of the decision to recommend placement, the Family
Court Judge ordering placement or the Parole Authority ordering placement.

DJJ evaluations recommending alternative placement will include the PSF, as
well as Diagnostic Assessment (DA), as applicable.

3. The DJJ Psychologist or Social Worker will assess the need for alternative
placement, the level of care required, and the recommendations/objectives of
placement by completing the PSF. The completed PSF will be forwarded to the
County CM.

If the level of care recommendation is for Therapeutic Foster Care (TFC), the
psychologist/social worker will complete the DA.

4. Within two (2) business days of receiving the PSF, the County CM will submit a
completed placement packet to the Placement Coordinator. The placement packet
will include the Multi-Agency Children’s Services Referral Application (Form F-
6.0 B) and the Placement Packet Checklist (Form F-6.0I) signed by a supervisor.
The Placement Matrix (Form F-6.0E), the Community Residential Program
Medical Questionnaire (Form F-6.0G), the Community Residential Program
Parental Consent Agreement (Form F-6.0H) and the PSF along with the other
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documents listed on the checklist will also be included. The PSF is mandatory
for the Placement Coordinator to process the placement referral.

When recommending placement, the County CM will recommend alternative
placement without identifying a specific location and will request the Court Order
or Conditional Release order indicate alternative placement without stipulating a
location.

Alternative placement ordered as a condition of probation or parole authorizes
placement one time per Order or Conditional Release. This one placement period
includes step up or step down or lateral moves between types of placements if
deemed appropriate.

Upon approval of the parole authority, juveniles on parole who violate the
conditions of parole can be placed in alternative placement.

a. The County CM will submit a Request for Change of Parole
Status/Special Conditions for juveniles on parole. Form A-5.1K to the DJJ
Release Authority or Exhibit P-16 to the Board of Juvenile Parole.

b. In emergency situations, placement can be secured; however, the County
CM will submit the Request for Change of Parole Status/Special
Conditions (Form A-5.1K or Exhibit P-16) to the respective parole
authority to ensure the request is reviewed and approved at the next parole
hearing.

When a placement recommendation is made, the County CM will explain the
reasons for placement to the juvenile and his/her parent/guardian, prepare them
for placement and discuss the goal of returning the juvenile home.

D. Placement Coordinators

1.

Within three (3) business days of receiving the placement referral packet, the
Placement Coordinator, will review the packet for completeness and request any
missing information from the County CM and/or the Classification Coordinator
using the “items missing” column of the Placement Checklist Form F-6.01.

Within three (3) business days of accepting a complete placement packet, the
Placement Coordinator will forward the packet to the appropriate alternative
placement provider per the Placement and Supervision Levels with Available
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Programs (Attachment F-6.0A) using secure email or to a designated fax
recipient.

If a pre-placement interview is required, the Placement Coordinator will notify the
County CM to arrange a date and time for the interview.

The Placement Coordinator will notify the County CM when the juvenile is
accepted and request any additional information required by the provider and will
monitor the case until the juvenile is admitted into placement.

The Placement Coordinator will ensure the County CM completes the required
paperwork to include the facility’s required permission forms and will follow up
to ensure that the required document(s) is/are at the placement before giving
approval for the placement to occur.

The Placement Coordinator will notify the Community Alternatives Program
Monitor of the placement and provide the Program Monitor with the PSF and
Placement Matrix.

E. Procedure for Non-Concurrence with Decisions Relating to Placement Plans

1.

The County CM and Placement Coordinator will make every effort to ensure the
timely and proper placement of juveniles. In the event that the two are unable to
agree in the determination of a placement plan, either may request a conference
with their supervisor.

If such a request is made, the Placement Coordinator will coordinate a conference
between the two and their immediate supervisor in an effort to resolve the matter.

F. Juvenile Placement Acceptance from the Community

1.

Upon notification of placement acceptance, the County CM will:

a. Within three (3) business days of being notified, forward the additional
information required by the Provider to the Placement Coordinator.

b. Arrange a date and time for a pre-placement interview if an interview is
required and arrange/provide transportation for the interview if needed.
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c. Notify the parent/guardian that the juvenile’s current medication in the
original prescription bottle or a prescription needs to go with the juvenile.
Medication in alternative packaging will not be accepted.

d. Provide the parent/guardian with a clothing/supply list as applicable.

e. Provide transportation to placement. In exceptional circumstances,
transportation is available through a Wraparound Services provider with
prior supervisor approval.

Within two (2) business days of the juvenile’s admission to or release from
placement, the County CM will notify the Placement Coordinator. The Placement
Coordinator will notify the Program Monitor who will key the placement/removal
into JJMS.

G. Placements directly from DJJ Admissions Unit and BRRC

1.

A Multidisciplinary Team will determine when a juvenile is eligible for a transfer/
step down program. Non-secure placement will be obtained in accordance with
Policy E-1.10, Juvenile Transfers.

The Classification Coordinator can place juveniles directly in Marine and
Wilderness programs.

The Classification Coordinator will ensure_the Community Alternatives Program
Monitor is notified of placements to the Marine and Wilderness Programs and
include the PSF.

The Classification Coordinator can access Multiagency Facilities by a referral
through the Placement Coordinators in accordance with Policy G-3.3, Evaluation
Center Admissions Services (Classification and Assignment).

a. The Placement Coordinator will request the Multi-Agency Children’s
Services Referral Application and any additional information from the
County CM.

b. The County CM will provide requested information to the Placement

Coordinator within two (2) business days.
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4. When a juvenile is placed from Admissions/BRRC, medications and /or a
prescription will be provided in accordance with Policy C-1.8 Medication
Management for Juveniles at Admission, Transfer, Release and When
Temporarily Absent.

5. When a juvenile is placed from Admissions/BRRC, the Classification staff
arranges for transportation to the program.

H. Juveniles Requiring Placement at the Time of Release from Long-term Commitment

In most instances when a juvenile completes his stay in commitment status and is
paroled, the juvenile will go home. In exceptional cases, placement may be warranted. In
these cases, the Placement Matrix is not applicable. The juvenile will have a limited stay
in placement for a transitional period of 90 days or less. Extensions may be approved in
accordance with Section I of this policy.

1. Prior to recommending placement as a condition of release to the parole authority,
the County CM will staff the case with a supervisor and comply with Section C of
this policy in submitting a placement referral to the Placement Coordinator.

2. If the juvenile is in transfer status and paroled to the program, the juvenile can
remain in the program up to 90 days. Extensions can be approved according to
Section I of this policy.
L Placement Extensions

When a length of stay extension is needed, the County CM will staff with a supervisor
and present a Request for Placement Extension (Form F-6.0J) to the County Director for
approval. Upon approval, the request will be forwarded to the Regional Administrator
for approval.

1. Extensions can be approved by the Regional Administrator for a period of up to
30 days at a time, up to 90 days for sex offender programs. Regional
Administrators will send the approvals to the Director of Community
Alternatives, who will forward the approval to the assigned Program Monitor.

2. Extensions can be approved for more than one 30-day period in exceptional
circumstances.
3. The Program Monitor will complete authorizations as required and maintain

length of stay data. The Program Monitor will update Placement Coordinators,
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Regional Administrators, County Directors, and Placement Programs with the
length of stay information at least once every two (2) weeks.

J. Case Management during Placement and Reintegration Planning

Ongoing services to the family are required to enable the juvenile to return home at the
earliest possible date. The County CM will provide case management and reintegration
planning in accordance with Policy F-8.1, Probation and Parole Supervision and
Reintegration Planning and Community Supervision Levels and Contact Chart,
(Attachment F-8.1A) and Commitment Contact Chart (Attachment F-8.1B).

K. Pregnant Females

1. Every effort will be made to serve pregnant females in the home setting.

2. If efforts to serve pregnant females in the home setting are not successful, the
County CM will staff the case with the Supervisor and DJJ Special Needs
Coordinator.

3. For those requiring alternative placement, a Placement Referral Packet will be

sent to the Placement Coordinator for referral to available resources.
L. Referrals to the Department of Social Services

DJJ provides short-term placement for juveniles as an alternative to commitment. If
abuse, neglect, or abandonment is suspected, the County CM will staff the case with a
supervisor and a DJJ Special Needs Coordinator. A referral will be made to DSS using
the Mandated Report of Suspected Abuse or Neglect form (Form F-7.2H) requesting an
investigation, if necessary.

RELATED FORMS AND ATTACHMENTS:

Attachment F-6.0A, Placement Supervision Levels with Available Programs
Form F-6.0B, Multi-Agency Children’s Services Referral Application

Form F-6.0D, Placement Staffing Form

Form F-6.0E, Placement Matrix

Form F-6.0G, Community Residential Program Medical Questionnaire

Form F-6.0H, Community Residential Program Parental Consent Agreement
Form F-6.01, Placement Packet Checklist

Form F-6.0J, Request for Placement Extension

Form F-7.2H, Mandated Report of Suspected Abuse or Neglect

Form A-5.1K, Request for Change of Parole Status/Special Conditions
Exhibit P-16 (Juvenile Parole Board) Request for Change of Parole Status/Special Conditions
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Attachment F-8.1A, Community Supervision Levels and Contact Chart
Attachment F-8.1B, Commitment Contact Chart

REFERENCED POLICIES:

Policy C-1.8, Medication Management for Juveniles at Admission, Transfer, Release and When
Temporarily Absent.

Policy E-1.3, Risk Assessment Process Instrument Classification Matrix Model

Policy E-1.10, Juvenile Transfers

Policy G-3.3, Evaluation Center Admissions Services (Classification and Assignment)

Policy F-8.1, Probation and Parole Supervision and Reintegration Planning

SCOPE:
This policy applies to all employees in the Community Services Division and Treatment and
Intervention Services Division.

LOCAL PROCEDURAL GUIDE REQUIREMENT:

Not required.

TRAINING REQUIREMENT:

All community services employees and treatment and intervention services employees are
required to review this policy within 30 calendar days of its publication.
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POLICY: The Department of Juvenile Justice (DJJ) will classify and place juveniles in the least
restrictive environment. DJJ staff will take the necessary action to protect the juvenile and the
public, and reassess the case to determine the best course of action when a juvenile’s behavior in
a community residential placement poses a risk to himself or others. Juveniles transferred to a
community residential placement by the DJJ Multidisciplinary Team through the classification
process and juveniles placed at a community residential program through the probation or parole
process may be terminated from the community residential placement and reassigned.

PROCEDURAL GUIDELINES:
A. Definitions:

1. DJJ contract facilities- DJJ contracts with Private Providers for community based
residential services. The Community Alternatives Section provides oversight for
these Providers. Each facility has a Residential Program Manager or Director
who supervises the staff of the program and the services received by the
juveniles.

2. DJJ Placement Coordinator- Each County has an assigned Placement
Coordinator. This Coordinator receives placement referrals and secures
placement. This Coordinator is available as a resource for county staff.

3. Transfer Status- When a juvenile is committed, the Department has the option to
transfer that juvenile to a Community Residential Program. If the juvenile is on a
determinate sentence, the juvenile must remain in placement until he has met the
required stay mandated by his determinate commitment. If the juvenile is on an
indeterminate sentence, then the juvenile must remain in placement until released
by the Parole Board or DJJ Releasing Authority.

B. The juvenile’s status of transfer, probation, or parole determines the process for
terminating the juvenile from the program based on disruptive behavior.
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C. When a juvenile’s behavior is disruptive in a community residential placement and he/she
fails to make progress after being afforded every reasonable opportunity to do so, the
Community Residential Program Manager may initiate plans to terminate the juvenile’s
placement in the program. Procedures to terminate and reassign the juvenile vary
depending on whether the juvenile is on transfer, probation, or parole status, as follows:

1.

Transfer Status

If a juvenile is on transfer status and disrupts, the Community Residential
Program Manager will notify the DJJ Director of Classification and provide
documentation of the incident and/or events leading up to the disruption. The
Director of Classification is authorized to approve the return of a juvenile to the
facility or evaluation center from which he/she was released and arrange
transportation by the DJJ Police or DJJ Transportation Section.

Probation or Parole

If a juvenile on probation or parole disrupts, the Community Residential Program
Manager will notify the County Case Manager (CM) in the juvenile’s home
county and provide documentation of the incident and/or events leading up to the
disruption. For DJJ contract facilities, this documentation will be provided in
incident report format, detailed, and signed by the Community Residential
Program Manager. If the disruption results in a request for placement termination,
the juvenile will be removed from the facility within six (6) business days. If the
circumstances surrounding the request for removal places juveniles or the facility
at risk for further disruption, then the juvenile will be removed as soon as
possible.

Placement termination can be considered a violation of a juvenile’s conditions of
supervision. The County Case Manager will follow the procedures as outlined in
Policy F-9.1, Probation Violation and Parole Revocation Procedures when
considering removal options. Due to the time constraints regarding placement
removal, the County Case Manager will inform the supervisor of the juvenile’s
placement termination on the same day of receipt of termination notification.

a. If the County Case Manager and supervisor determine continued
placement is appropriate, the County Case Manager will request assistance
from the DJJ Placement Coordinator for an alternate placement within the
6-day requirement. The type of program in which the child was placed
(i.e., Intensive Group Care, Intermediate Group Care, Therapeutic Foster
Care) will be considered. The Placement Coordinator will pursue an
alternate placement and inform the County Case Manager when placement
is secured and advise if a Staffing Form (Form F-6.0D) is needed. If the
juvenile is placed in another alternative placement program, the juvenile
can be transported to the placement by the County Case Manager or a
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wrap-around transportation provider. All necessary safety precautions
will be implemented. Two transporters may be considered. The parent
will not be allowed to transport the juvenile to placement.

b. When a juvenile is terminated from placement, the juvenile will not be
returned to his/her home prior to review and approval by the Family
Court, SC Board of Juvenile Parole or DJJ Release Authority as
applicable.

c. If the County Case Manager and supervisor, with the County Director
approval, determine a pick-up order/warrant is appropriate, Policy F-9.1,
Probation Violation and Parole Revocation Procedures outlining the
procedures for making these requests will be followed.

d. If the juvenile has special needs, the County Case Manager will consult
with a DJJ Community Psychologist, Community Social Worker and
Community Special Needs Coordinator prior to taking action.

D. Runaways and Escapes from Community Residential Placements

When a juvenile runs away from a community residential placement, DJJ staff will
provide law enforcement and/or DJJ Police with documents to ensure that the juvenile is
taken into custody at the earliest possible time. Procedures vary if the juvenile is on
transfer, probation, or parole status, as follows.

1.

Juveniles on Transfer Status

In the event a juvenile in placement on transfer status escapes, the Community
Residential Program Manager will immediately notify local law enforcement, DJJ
Police, and the DJJ Classification Director. When located, the juvenile will be
returned to the DJJ facility designated by the Classification Director and his/her
transfer status will be revoked. The DJJ Police may initiate a charge of escape.

Juveniles on Probation or Parole

In the event a juvenile in placement on probation or parole runs away, the
Community Residential Program Manager will immediately notify local law
enforcement and the supervising County Case Manager. The Community
Residential Program Manager will provide documentation of the runaway. In DJJ
contract facilities, this documentation will be provided in incident report format,
detailed, and signed by the Community Residential Program Manager.

The County Case Manager will notify the supervisor of the juvenile’s runaway
status on the same day of receipt of notification.
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A juvenile running away from placement can be considered a violation of a
juvenile’s conditions of supervision. The County Case Manager will follow the
procedures to determine the need for a pick-up order/warrant as outlined in Policy
F-9.1, Juvenile Case Violation and Probation/Parole Revocation when receiving a
runaway report from a community residential placement.

RELATED FORMS AND ATTACHMENTS:
Form F-6.0D, Placement Staffing Form

REFERENCED POLICIES:
F-9.1, Probation Violation and Parole Revocation Procedures

SCOPE:
This policy applies to DJJ Community Services, Treatment and Intervention Services, and the
Inspector General (DJJ Police).

LOCAL PROCEDURAL GUIDE:
Not required.

TRAINING REQUIREMENT: DJJ Community Alternative Program staff, County Office
staff, the Director of Classification, and the DJJ Police are required to review this policy within
30 days of its publication.
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POLICY: The Department of Juvenile Justice (DJJ) has, in its service array, a variety of
individualized services offered to juveniles and their families by private Providers in the least
restrictive environment within the home and community setting. On a funding available basis,
these services can be provided to juveniles who are on probation and parole and who are at risk
of being placed out of their home, having their probation violated or parole revoked or being
committed to a DJJ facility. These services also can be provided to juveniles released from
placement, to strengthen re-entry services and optimize opportunities for success in their home
and community.

PROCEDURAL GUIDELINES:
A, Definitions

1. Behavior Modification (BMod): Provides juveniles the opportunity to alter
existing behaviors, acquire new behaviors, and function more effectively within
his or her environment. Interventions are planned in such a way that they are
constantly supporting, guiding, and reinforcing the juvenile’s ability to learn life
skills.

2. Community Alternatives Program Monitor (Program Monitor): A Community
Alternatives Program Monitor is assigned to each program managed by the Office
of Community Alternatives. The Program Monitor referenced in this policy
reviews and processes requests for wraparound and intensive in-home services
and monitors project services and spending.

3. Diagnostic Assessment (DA): The purpose of a diagnostic assessment is to
determine the need for rehabilitative behavioral health services, establish or
confirm a diagnosis, to provide the basis for the development of an effective and
comprehensive individualized plan of care, or to assess progress and the need for
continued treatment.

4. Intensive In-Home Services: Individualized in-home services provided by private
Providers designed to prevent the removal of a juvenile from their home
environment, to promote reunification of the juvenile with their family and to
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strengthen and empower the family unit. Services include service plan
development, individual therapy, family therapy and family support.

Sex Offender Therapy: Planned face to face interventions intended to help the
juvenile achieve and maintain stability; improve their physical, mental, and
emotional health; and cope with or gain control over the symptoms of their illness
and the effects of their disabilities. Therapy services are used to assist juveniles
with problem solving, achieving goals, and managing their lives by treating a
variety of behavioral health issues.

Transportation Services: Transportation services are provided to juveniles and
their custodial parents/guardians if the parents/guardians have no other means of
transportation and the case manager is unable to provide the service.

Wraparound Services: Individualized intervention services provided by private
Providers and are used to provide additional support to juveniles in an effort to
maintain them in their homes. Intervention services include Behavior
Modification (BMod), Intensive In-Home Services, Transportation Services and
Sex Offender Therapy

B. Wraparound and Intensive In-home Services Referral Process

1.

To request BMod, transportation or Intensive In-Home services, the County CM
will complete the Wraparound/Intensive In-Home Services Referral (Form F-
7.5A) selecting the requested service, obtain the supervisor’s approval and
signature, and forward the referral to the Regional Administrator (RA). The RA
will forward the referral via email to WrapAndInHome@scdij.net. The
Community Alternatives Program Monitor must approve the referral prior to
services being initiated. Prior approval from the supervisor and Program Monitor
may be waived when there is a need for urgent transportation services, and the
County CM will follow the process as outlined in section C. #3 of this policy.

a. Wraparound and intensive in-home services can be provided to the extent
funding allows.
b. The frequency and duration of BMod services are for a period of up to 90

days and approximately a total of 40 hours of service.

c. BMod and Intensive in-home services must be therapeutic in nature and
relate to the juvenile’s individual plan and goals.

d. Behavior Modification (BMod) can be provided to juveniles on probation
and parole and is to alter the behavior of the juvenile that is inappropriate
or undesirable. Behavior Modification involves regularly scheduled
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interventions designed to optimize emotional and behavioral functioning
in the natural environment through the application of clinically planned
techniques that promote the development of healthy coping skills, adaptive
interactions with others, and appropriate responses to environmental
stimuli.

The County Case Manager (CM) will consider Intensive in-home services
or BMod services for a juvenile prior to recommending probation or
parole revocation, alternative placement or commitment.

€. Intensive in-home services can be provided to juveniles on probation and
parole and who are at risk for placement. These services also can be
provided to juveniles released from placement or commitment to
strengthen re-entry services and optimize opportunities for success in their
home and community.

The County CM will consider intensive in-home services prior to
recommending alternative placement or commitment.

The County CM is neither required nor encouraged to recommend a particular
Provider, however, this option is available. If applicable, the County CM will
note the desired Provider on the referral form. There is no obligation to any
particular Provider; however, the business will be shared among qualified
Providers when possible. The approved Providers list is maintained by the Office
of Community Alternatives.

When requesting BMod or Intensive in-home services, the County CM will also
request a Diagnostic Assessment (DA) by sending an email to
DiagnosticAssessment@scdjj.net. The County CM will ensure the Child and
Adolescent Evaluation (CAE) information in JJMS is current and will include the
following with the DA request:

Current court order(s);

Most recent psychosocial evaluation;

Current school records, to include the school and grade;
Discipline records; current report card/academic grades;
Special education indication (including the IEP)

Copy of the Medicaid card (if applicable);

Mental Health records;

Prior Placement Staffing forms; and

Discharge summaries.

FER MO AL o
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Prior to the completion of the DA, if it is determined that BMod or Intensive in-
home services are no longer needed, the County CM will submit an email to
DiagnosticAssessment(@scdjj.net cancelling the request.

4. The psychologist/social worker will contact the County CM for additional
information as needed.

5. The Program Monitor will review the request, complete the Approval Section and
provide a copy to the County CM, the Office of Compliance and Medicaid as
applicable, and the Provider, if approved.

6. Upon receipt of the approval from the Program Monitor, the County CM will
coordinate the services with the Provider.

7. If the Provider is not responsive to the request or services are not rendered as
referred, the County CM will request assistance from the Program Monitor for
resolution or referral to another Provider.

C. Transportation Services Referral Process

Transportation service providers are private citizens and are not equipped to provide
secure transportation. Aggressive juveniles or juveniles who present significant security
risk should not be considered for a referral for transportation services. The County CM
will examine the same factors considered when a DJJ community staff member transports
a juvenile or family member.

1.

Transportation Services are available for pre-adjudicatory cases as well as
probation and parole supervision cases.

Routine transportation services will be requested and pre-approved using the same
process as Section B. of this policy except when urgent transportation
arrangements are needed. A diagnostic assessment is not required for
transportation services.

The County CM will contact the Provider directly, to discuss information
regarding known runaway behavior and/or medical, emotional or psychiatric
conditions

When urgent transportation arrangements are needed, the County CM can initiate
the service from a Provider with approval of the supervisor. The County CM will
forward the Referral form (F-7.5A) to the Regional Administrator (RA) on the
next business day after transportation is arranged. The RA will forward the
referral via email to WrapAndInHome@scdjj.net.




Title: Wraparound Authority: Community Alternatives, | DJJ Policy No.: F-7.5 | Page: 5 of5
and Intensive Division of Community
Home Services Services
5. For transportation services, the total round trip mileage incurred for the

individual(s) to be transported will be agreed to by the Provider and the County
CM with approval by the supervisor before the transportation services are
initiated. The round trip mileage will be calculated from the point at which the
juvenile is picked up, to the point at which the juvenile is delivered and back to
original pick up point. The mileage will be included on the referral form.

D. Sex Offender Therapy Referral Process:

Referrals for sex offender therapy services will be managed by the Special Needs
Coordinator and the Community Alternatives Program Monitor. The referrals will be
submitted through the Program Monitor.

E. Provision of Services, Billing and Payment
1. The Provider will provide the services and submit documentation to the County
CM detailing the services provided to the juvenile and his/her family, and their
participation and progress.
2. The Program Monitor will verify that services have been rendered then approve

and process payment.

RELATED FORMS AND ATTACHMENTS:
Form F-7.5A, Wraparound and Intensive in-home Services Referral

SCOPE:

This policy applies to all employees in the Community Division.

LOCAL PROCEDURAL GUIDE:

Not required.

TRAINING REQUIREMENT:

All Community Division employees are required to review this policy within 30 calendar days of

its publication.
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POLICY: The Department of Juvenile Justice (DJJ) County Office staff will work with various
law enforcement agencies, victim advocates, judicial entities, child-serving agencies, and other
community entities to provide supervision of juveniles and access to appropriate services in the
least restrictive environment with input from juveniles and their families.

DJJ County Case Managers (CM) will carry out their duties with technical competence, integrity
and professionalism and will provide supervision and access to services to juveniles placed on
probation by Family Court Judges, on parole under the authority of the South Carolina Board of
Juvenile Parole, on parole under the authority of the DJJ Release Authority, under the authority
of the Interstate Compact on Juveniles (ICJ) Agreement and reintegration planning for juveniles
on DJJ commitment status.

The Department acknowledges that County Office staff interact with Judges, Solicitors,
Attorneys/Public Defenders, various law enforcement agencies, victim advocates, and child-
serving entities. The practices of these key groups in the juvenile justice system can result in the
County CM deviating from procedures. These procedural deviations will not be contrary to
agency policy and procedures, will be brought to the attention of the appropriate Regional
Administrator, and will be incorporated in local procedural guides.

PROCEDURAL GUIDELINES:
A. Definitions

1. Probation: A court disposition that does not involve confinement but imposes
conditions and supervision of a juvenile adjudicated delinquent for one or more
offenses. In South Carolina, juvenile probation can last up until the juvenile’s
18" birthday. Juveniles who are on probation remain under the authority of the
family court and will be “violated” for failing to abide by the terms and conditions
of their probation orders. Probation violations are contempt actions and may result
in new and/or stricter sanctions for the juvenile found to be in violation of his or
her prior court order. DJJ provides juveniles with three levels of community based
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supervision: standard supervision, moderate supervision and intensive
supervision.

Commitment status: Official confinement. Committed juveniles may reside in a
juvenile facility, prison, mental hospital or appropriate placement for the duration
of their commitment. Placement is determined by the Commitment Order and
each juvenile’s individual needs.

Parole: A S.C. Juvenile Parole Board/DJJ Release Authority action allowing a
committed juvenile to return to the community on aftercare status, under
supervision/authority of the Board/Release Authority, and subject to the
general/specific rules established by the Board/Release Authority.

Case Staffing: A process in which there is an exchange of information regarding
the juvenile’s individual circumstance(s) to help identify issues, suggest problem
resolution strategies, gain consensus and recommend service and/ or supervision
options. A case staffing will include the juvenile’s case file, the County CM and a
supervisor. The purpose of the case staffing will determine the inclusion of other
individuals, i.e. service providers, professionals, juvenile, and parent/guardian.

Standard Supervision: A regular level of supervision requiring the County case
manager (CM) to work with the juvenile, juvenile’s family, and community
service providers by monitoring court ordered or parole conditions and the
juvenile’s case management plan in an effort to help the juvenile become a
productive citizen, reduce their risk of reoffending and provide greater public
protection.

Moderate Supervision: A medium level of supervision requiring the County CM
to work with the juvenile, juvenile’s family, and community service providers,
through increased contacts, by monitoring court ordered or parole conditions and
the juvenile’s case management plan in an effort to help the juvenile become a
productive citizen, reduce their risk of reoffending and provide greater public
protection.

Intensive Supervision: A high level of supervision requiring the County CM to
work intensively with the juvenile, juvenile’s family, and community service
providers by monitoring court ordered or parole conditions and the juvenile’s case
management plan in an effort to help the juvenile become a productive citizen,
reduce their risk of reoffending and provide greater public protection. Intensive
Supervision targets juveniles:

a) On commitment status to facilitate reintegration planning;
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B.

b)

c)
d)

On probation or parole in a community alternative setting to facilitate
successful re-entry into the community;

On parole; and/or

On probation with high risks and/or high needs to reduce the risk for DJJ
commitment or out of home placement.

Reintegration: The activity and programming conducted to prepare a juvenile to
return safely to the home community and live as a law-abiding citizen.

Case Assignment and Levels of Supervision

1.

Case Assignment

As soon as possible but no later than two (2) business days subsequent to the
court hearing, the DJJ County Director/Supervisor will ensure the terms and
conditions of probation supervision are explained to the juvenile and the
juvenile’s parents/guardians by designated county office staff. Within seven (7)
business days of the juvenile’s placement on probation, commitment to DJJ, or
acceptance of cooperative supervision through ICJ, the County
Director/Supervisor will review the case file, assign and distribute each juvenile’s
case to a County CM. Case assignments will be based on the level of supervision
and County CM’s current caseload.

Levels of Supervision

There are three (3) levels of supervision: standard, moderate, and intensive
providing a continuum of supervision from least restrictive to most restrictive.

a.

When determining the initial level of supervision, the County
Director/Supervisor will consider, the juvenile’s risk/needs assessment,
commitment sentence, physical location, special conditions of the Court
Order/Conditional Release Agreement, the case staffing results, the
individual victim and community concerns, and the available resources in
the community.

A change in the level of supervision will be determined by the supervisor
and County CM through a case staffing. The criteria applied for the initial
determination will be considered along with the juvenile’s adjustment to
their current level of supervision. For juveniles on intensive or moderate
level of supervision, recommendations from the Community Planning and
Review team will also be considered.
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c. Juveniles will be supervised at the intensive level of supervision for a

minimum of three (3) months and a maximum of six (6) months and at the
moderate level of supervision for a minimum of two (2) months and a
maximum of three (3) months. Justification for a reduction or extension to
the minimum and maximum timeframes at both the intensive and
moderate level requires approval by the supervisor and will be
documented. The County CM and supervisor will take into account the
applicable criteria considered for determining the initial level of
supervision, the recommendations from the Community Planning and
Review team and the juvenile’s progress when recommending a reduction
or extension in timeframes.

d. The County CM responsible for providing supervision at the intensive
level will have no more than 20 juveniles assigned to their caseload and
will supervise at the intensive and moderate levels of supervision.

C. Juvenile Records and Documentation

1.

Confidentiality and Release of Juvenile Records

The County CM will ensure that the juvenile case file is appropriately secured and
protected in accordance with DJJ Policy B-5.1, Juvenile Records. County CMs
will comply with DJJ Policy B-5.3, Confidentiality and Release of Juvenile
Records and Information. Any questions regarding the appropriate release of
information will be directed to the supervisor.

Documentation

The County CM will provide a written record of all case management activities.
Within five (5) business days of all activities, the County CM will complete an
Activity Note in JJMS.

Organization of County Case File

The County CM will ensure the juvenile’s case file is organized according to the
County Case Management File Organization Instructions (Attachment F-7.1A).

D. Provisions of Case Management Supervision

The County CM will serve as the primary case manager for juveniles while under DJJ
community supervision and will provide case management supervision in accordance
with and as outlined in the Community Supervision Levels and Contact Chart
(Attachment F-8.1A).
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1. Probation Order or Conditional Release Initial Review and Notification

Requirements

The County CM will review and explain the terms and conditions as outlined in
the Probation Order or Conditional Release with the juvenile and the juvenile’s
parents/guardians.

a.

During the initial probation meeting, the County CM will provide a
photocopy of the Order to the juvenile and the juvenile’s parents/guardians
and ensure the Order is uploaded into JIMS. If the Court order is not
available at the initial appointment, the County CM, will, within two (2)
business days of receipt of the Probation Order from the Court, ensure the
court order is uploaded into JJMS and will provide a photocopy to the
juvenile and juvenile’s parents/guardians during the next probation
meeting.

Within five (5) business days from case assignment of a juvenile accepted
from another state into South Carolina through ICJ, the assigned County
CM will review and explain the terms and conditions of supervision with
the juvenile and parent/guardian. The County CM will follow DJJ Policy
F-5.1, Interstate Compact on Juveniles (ICJ) in providing supervision.

Within two (2) business days from the juvenile’s release from
commitment status, the County CM will review the terms and conditions
of parole supervision with the juvenile and parent/guardian.

The County CM, if applicable, will explain the requirements for Sex
Offender Registry, Sexually Violent Predator Act, and/or DNA Sampling
as indicated in DJJ Policies A-4.7, Sex Offender Registry, A-4.8, Sexually
Violent Predator Act, and A-4.2, DNA Sampling of a Juvenile. The
County CM will ensure an opportunity for a DNA sample to be obtained
from the qualifying juvenile and enter the information in JJMS when DNA
is completed.

The County CM, if applicable, will provide notification (if not previously
provided) to the school principal in accordance to the School Safety Act
and as outlined in Policy F-7.3, Case Resolution and Court Presentation.

2. Child Assessment and Evaluation Review and Updates

The County CM will review the juvenile’s Child Assessment and Evaluation
(CAE) to ensure demographic, educational mental, emotional, medical and other
related information is current. The County CM will update the CAE in JIMS and
in the case file within five (5) business days of the time the update becomes
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known. The CAE shall be reviewed within 180 calendar days of initial completion
with any updates noted in JJMS and in the case file. The CAE shall be
reformulated within two (2) years of initial completion and a new CAE printed
and placed in the case file.

3. Case Management Plan (CMP) Development and Updates

The County CM will develop a Case Management Plan (CMP) (Form F-8.1A) on
each juvenile under DJJ supervision, excluding diversion cases as defined through
DJJ Policy F-7.3, Case Resolution and Court Presentation. The CMP will serve as
a guide for accessing appropriate services for the juvenile and family.

a.

The County CM will assess the needs of the juvenile and develop a CMP
for each juvenile on DJJ probation or parole supervision within 30
calendar days from the juvenile’s court ordered probation or parole release
by the Juvenile Parole Board or DJJ Release Authority.

The CMP will be developed based on the assessment of the information
obtained from, but not limited to, the CAE, Court Orders, Conditional
Release Agreement, Pre-Dispositional Evaluation Report, juvenile plan for
services (BRRC and/or alternative placement), prior CMPs, other
provider(s) treatment plan, discharge summaries, interviews with and
input from the juvenile and parents/guardians, other available information
from agencies involved with the juvenile and family, and victim interest.

The CMP will identify the juvenile’s strengths and needs and will specify
the goals and actions to address the medical, social, educational and other
services needed by the juvenile and family. It will include activities
required to meet the identified needs, frequency of activity, responsible
authority, projected completion date and actual completion date.
Consideration will be given to juvenile’s risk factors as well as the interest
of the individual victim and community. Services needed by the juvenile
but not available in the community will be documented in an Activity note
and the reason for the juvenile’s need for these services will be explained.

The County CM will finalize the development of the CMP in conjunction
with the juvenile and parent/guardian, review the CMP with them, obtain
their signatures, and provide them with a copy. If the juvenile and
parent/guardian are unavailable, the County CM will document why the
signature could not be obtained and will obtain their signatures during the
next face to face contact.

Within thirty (30) calendar days of development, the County CM will
present the CMP to a supervisor for review and signature.
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The County CM will implement and monitor the CMP to ensure
appropriate services are being provided and progress is being made.

The County CM and a supervisor will review the CMP after the initial
development in compliance with the timeframes outlined in the
Community Supervision Levels and Contact Chart (Attachment F-8.1A) to
reassess whether supervision or services should be continued, modified, or
terminated. Modifications to the CMP will be written on the CMP and
made accordingly with the goal of moving the juvenile toward successful
case closure. The County CM will review the CMP quarterly and
document the juvenile’s progress in an Activity Note in JIMS. A new
CMP will be reformulated based on a reassessment utilizing a new form
within 365 calendar days of initial development.

The County CM will ensure the CMP is reviewed and modified as needed
when juveniles on probation/parole return to court and receive a
determinate or an indeterminate sentence.

1) For a juvenile receiving a determinate sentence followed by
probation, the County CM will reassess the needs of the juvenile
and make modifications to the current CMP as necessary. If there
is no current CMP, a CMP will be developed within thirty (30)
days from the time probation begins following the standard as
outlined in D.3 (a-g) above.

2) For a juvenile receiving a determinate sentence with no probation,
the County CM will close out the current CMP upon commitment.

3) For a juvenile receiving an indeterminate sentence, the County CM
will close out the current CMP upon commitment. A reintegration
plan will be developed as indicated in F.1a of this policy.

4) For a juvenile receiving a determinate sentence with no probation
or indeterminate sentence and not currently on probation/parole,
the County CM will not be required to develop a CMP.

4. Referrals for Services

The County CM will make referrals to appropriate programs and providers for
services as identified on the CMP. Referrals will follow the process as established
by the County office.
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Probation Order or Conditional Release and CMP Compliance Monitoring

The County CM will monitor the juvenile’s compliance with the terms and
conditions as outlined in the Probation Order or Conditional release and
compliance with the referrals for services identified on the CMP. The County CM
will:

a. Comply with Earned Compliance Credit (ECC) guidelines;

b. Monitor monetary restitution and/or community service requirements
consistent with DJJ Policy F-8.3, Juvenile Restitution;

c. Follow the process consistent with DJJ Policy F-6.0, Community
Residential Program Placement Services when requesting alternative
placement;

d. Conduct case staffings with a supervisor and others as applicable; and

e. Apply graduated responses in monitoring compliance with terms and
conditions.

Earned Compliance Credit (ECC) Implementation and Monitoring

In accordance with SC Code of Laws Section §63-19-1835, Earned Compliance
Credit (ECC) authorizes the Department of Juvenile Justice to grant up to a 10-
day reduction in supervision length to probationers and parolees who are under
DJJ supervision for each month they are compliant with the terms and conditions
of their order/release agreement. DJJ shall grant ECC to all qualifying juveniles.

a. The County CM will comply with the guidelines as outlined in Earned
Compliance Credit Overview (Attachment F-8.1C) in the implementation
of ECC as follows:

1) Document the justification regarding compliance or
noncompliance on an activity note in JIMS and calculate the
adjusted release date monthly;

2) Reference both the activity note and adjusted release date on the
Community Probation/Parole Earned Credit form (Form F-8.1B);

and

3) Discuss the adjusted release date with the juvenile at least monthly.
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E. Case Staffings

Juveniles on cooperative supervision transferred from South Carolina to
another state through ICJ are eligible for ECC; however, juveniles
transferred from other states to South Carolina are not eligible for ECC.

There is no release order required for juveniles released at their earliest
release date or adjusted release date.

The County CM will conduct case closure in accordance with DJJ Policy
F-9.2, Probation/Parole Supervision Release and Case Closure.

Case staffings are essential to providing case management supervision and can vary
depending on the purpose and need. The County Director or designated Supervisor is
responsible for ensuring case staffings are conducted.

1. The County CM will staff juvenile cases with a supervisor to include the
juvenile’s case file as follows:

a.

To assess the progress of the juvenile and determine to what extent
supervision will be continued, modified or terminated in compliance with
the timeframes outlined in the Community Supervision Levels and
Contact Chart (Attachment F-8.1A). Quarterly case staffings are
calculated from the time of case assignment and continue thereafter on at
least a quarterly basis;

For juveniles in commitment status for reintegration and/or progress
review in compliance with timeframes outlined in Commitment Contact
Chart (Attachment F-8.1B);

When there is a change in a juvenile’s status;

To determine graduated responses and appropriate level of supervision;

To determine need for probation violation/parole revocation in accordance
with DJJ Policy F-9.1 Probation Violation and Parole Revocation

Procedures; and

On pending court cases (new referrals and violations) within 10 business
days of the scheduled court hearing,

2. The County CM will staff high risk, problematic and special needs cases with the
DJJ community psychologist and/or the Community Services Coordinator of
Special Needs Case Management on an as-needed basis.
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3. The County CM will participate in regular interagency staffings to monitor

juvenile compliance with services and to link the juvenile with appropriate
services. Intensive supervision cases will be staffed with the Community Planning
and Review team (CPRT) as outlined in Community Service Supervision Levels
and Contact Chart (Attachment F-8.1 A) and Commitment Contact Chart
(Attachment F-8.1B).

F. Commitment Contacts, Parole Board Reports and Reintegration Planning

Preparation for a juvenile’s successful transition from commitment to the community
begins at the time of commitment.

1.

Commitment Contacts and Reintegration Plan

The County CM will maintain contact with the juvenile, family and DJJ facility
Social Worker (SW) or alternative placement Human Service Professional (HSP)
and will participate in case planning and staffings as outlined in the Commitment
Contact Chart (Attachment F-8.1B).

a. Within thirty (30) calendar days of commitment, the County CM will
develop a Community Reintegration Plan (CRP), (Form F-8.1C), review
the CRP with the juvenile and parent and obtain their signatures. The CRP
will be developed in conjunction with the DJJ facility treatment plan or
placement facility care plan and will be updated as new information
becomes available. The CRP will be finalized within 90 days of the
juvenile’s anticipated release.

b. The BRRC Multidisciplinary team, of which the County CM is a member,
will establish when the juvenile is within 90 days of anticipated release
and determine frequency of staffings. When juveniles are transferred to an
alternative placement, the alternative placement staffing team, which the
County CM is a member, will establish when the juvenile is within 90
days of anticipated release and determine the frequency of staffings.

c. The County CM will request the discharge summary from the DJJ social
worker if the juvenile is released from BRRC or the alternative placement
HSP if the juvenile is released from placement to facilitate reintegration
planning.

Determinate Sentence with No Probation: Contact and Reintegration

The County CM assigned to juveniles committed on a determinate sentence with
no probation will maintain contact with the juvenile and parent/guardian to
facilitate re-entry into the community.
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3. Parole Board Reports

The County CM is responsible for the completion of board reports upon
notification, submission to the supervisor for review and signature and forwarding
to the Juvenile Parole Board or to the DJJ Release Authority as applicable on or
before the requested date. The Case Manager will follow the procedures and
complete the parole reports as outlined in DJJ Policy A-5.1, Juvenile Parole
Release Authority Process for parole cases managed by the DJJ Release
Authority.  For parole cases managed by the Juvenile Parole Board, the County
CM will complete the Juvenile Parole Board Exhibit P-10, DJJ Community
Report.

G. Victim Notification Requirements

The County CM will review both the juvenile case file and JIMS to determine the status
of victim notification and will adhere to DJJ Policy F-2.2, DJJ Victim Services regarding
victim notification. All victim contacts will be documented in JJMS.

H. Abuse/Neglect and/or Event Reporting Requirements

1.

Abuse and Neglect Reporting

DJJ County office staff are required by law to report an alleged or known incident
of abuse or neglect regarding a juvenile who is living at home on probation or
parole to the local office of the Department of Social Services (DSS) utilizing
Form F-7.2H. County office staff will comply with DJJ Policy 1-3.1, Alleged
Abuse and Neglect of a Juvenile.

Event Reporting Management Information Services (ERMIS)

The County CM will report incidents, accidents, injury or other significant events
that occur involving juveniles, employees, volunteers, and/or visitors occurring at
and/or related to DJJ consistent with DJJ Policy I-3.2, Reporting Events using
Form I-3.2A, DJJ Event Report.

L Electronic Monitoring Utilization

The County CM will utilize electronic monitoring as a graduated response and an
alternative to secure confinement consistent with DJJ Policy F-8.2, Electronic Monitoring

J. Volunteer Services Utilization within the Community

The County Director will maintain a list of approved volunteers and the County Director
and County CM will comply with DJJ Policy A-5.5, Volunteer Services when utilizing
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volunteers in the community. The County CM will ensure the Parental Permission to
Receive Volunteer Services (Form F-7.2C) is in the case file prior to volunteer services
being provided to the juvenile.

Juveniles on Probation/Parole traveling to another state (Travel Permit)

There are circumstances when juveniles on probation or parole need to travel to another
state. The County CM will adhere to DJJ Policy F-5.1, Interstate Compact on Juveniles
(ICJ) for provision of travel permits allowing juveniles to travel out of South Carolina.

Juvenile relocation during supervision

Continuity of supervision is important when a juvenile on probation or parole relocates to
another county within South Carolina or a juvenile relocates from state to state.

1. Juvenile relocating within South Carolina

The County CM will follow DJJ Policy F-8.4, Community Case Transfer when a
juvenile on probation or parole permanently or temporarily relocates to another
county within the state.

2. Juvenile relocating from state to state

The County CM will follow DJJ Policy F-5.1, Interstate Compact on Juveniles
(ICJ) in coordinating supervision for juveniles on probation or parole that relocate
from state to state. This applies for juveniles relocating from South Carolina to
another state or from another state to South Carolina.

Release from Supervision

Juveniles can be released from supervision through Earned Compliance Credit (ECC),
early release, completing the period of supervision and conditions as ordered by the
Family Court, SC Board of Juvenile Parole or DJJ Juvenile Release Authority or upon
reaching the statutory age limit.

The County CM will comply with DJJ Policy F-9.2, Probation/Parole Supervision
Release and Case Closure in releasing a juvenile from supervision.

RELATED FORMS AND ATTACHMENTS:
Attachment F7.1A County Case Management File Organization Instructions
Attachment F-8.1 A Community Supervision Levels and Contact Chart
Attachment F-8.1B Commitment Contact Chart
Attachment F-8.1C Earned Compliance Credit
Form A-5.1K Request for Change of Parole Status/Special Conditions (DJJ Release Authority)
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Form F-7.2C Parental Permission to Receive Volunteer Services

Form F-7.2F Child Assessment and Evaluation

Form F-7.2H Mandated Report of Suspected Abuse and/or Neglect

Form F-8.1A Case Management Plan

Form F-8.1B Community Probation/Parole Earned Credit Form

Form F-8.1C Community Reintegration Plan

Exhibit P-16 Request for Change of Parole Status/Special Conditions (Board of Juvenile Parole)
Form I-3.2A, DJJ Event Report

REFERENCED POLICIES:

Policy A-5.1 Juvenile Parole Release Authority Process

Policy A-4.7, Sex Offender Registry

Policy A-4.8, Sexually Violent Predator Act

Policy A-4.2, DNA Sampling of a Juvenile

Policy A-5.5, Volunteer Services

Policy B-5.1, Juvenile Records

Policy B-5.3, Confidentiality and Release of Juvenile Records
Policy F-2.2 Victim Services

Policy F-5.1, Interstate Compact on Juveniles (ICJ)

Policy F-6.0, Community Residential Program Placement Services
Policy F-7.3, Case Resolution and Court Presentation

Policy F-8.2, Electronic Monitoring.

Policy F-8.3 Juvenile Restitution

Policy F-8.4, Community Case Transfer

Policy F-9.1 Probation Violation and Parole Revocation Procedures
Policy F-9.2, Probation/Parole Supervision Release and Case Closure
Policy I-3.1, Alleged Abuse and Neglect of a Juvenile

Policy 1I-3.2, Reporting Events

SCOPE:
This policy applies to regional and county office staff members.

LOCAL PROCEDURAL GUIDE:
The County Director is required to provide a local procedural guide that has been approved by
the Regional Administrator.

TRAINING REQUIREMENTS:

Regional and county office employees are required to review this policy within 30 days of its
publication.
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POLICY: The Department of Juvenile Justice (DJJ) administers the Juvenile Electronic
Monitoring Program through contracts with approved vendors. Electronic Monitoring can be
used for juveniles as an alternative to pre-adjudicatory secure detention by order of the Family
Court or as a graduated response and alternative to secure confinement while under
probation/parole supervision. Electronic Monitoring holds the juvenile accountable while
allowing the juvenile to be supervised in the least restrictive environment and protects the public
by monitoring the juvenile’s movement and thereby restricting the opportunity to cause harm.

PROCEDURAL GUIDELINES:
A. Electronic Monitoring Eligibility Considerations

Electronic Monitoring can be considered for juveniles as an alternative to continued pre-
adjudicatory secure detention and for juveniles supervised on probation/parole as a
graduated sanction or house arrest support. The County Case Manager (CM) will
consider the following when recommending Electronic Monitoring:

1. The safety of the community, the victim and the juvenile. Inquiry will be made as
to potential contact between the juvenile and the victim.

2. The level of supervision and whether or not the juvenile is returning to the
community from a secure or non-secure environment.

3. As a graduated response to enhance any level of supervision.

4. The juvenile’s and his/her parent’s/guardian’s level of cooperation and ability to
comply with the conditions stated in the Electronic Monitoring Agreement and
Schedule (Form F-8.2A).

5. The juvenile’s electronic monitoring history. Juveniles with prior electronic
monitoring violations will be reviewed and staffed with a supervisor before being
placed on an electronic monitor.
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B. Participation Requirements

A juvenile placed on electronic monitoring and his/her parent/guardian must sign the
Electronic Monitoring Participant Agreement and Schedule (Form F-8.2A). Compliance
with the terms of the Electronic Monitoring Participant Agreement is mandatory.

C. DJJ Responsibilities:

The County Case Manager will:

1.

Participate in and comply with the vendor’s training and instructions regarding
the use, installation and removal of the electronic monitoring equipment and, the
process for enrolling and removing the juvenile from the vendor’s central
monitoring computer.

Ensure pre-adjudicatory electronic monitoring is ordered by the Family Court
before installing the equipment and activating the juvenile on electronic
monitoring.

Review the terms and conditions of the agreement with the juvenile and the
juvenile’s parent/guardian.

Install the electronic monitoring equipment and orient the juvenile and the
juvenile’s parent/guardian as to the use and operation of the equipment.

Monitor and follow up on the alerts from the contracted vendor to ensure the
equipment is functioning properly and the juvenile is in compliance with the
electronic monitoring conditions. The County CM will attempt to resolve the
alerts through communication with the juvenile, equipment troubleshooting, etc.

Maintain contact with the juvenile and the juvenile’s parent/guardian while he/she
is being monitored.

Notify the supervisor for monitoring assistance if the County CM is away from
the office two (2) or more consecutive business days and is unable to monitor
alerts.

Staff with a supervisor when juveniles are on electronic monitoring in excess of
90 days.

Inactivate/close the juvenile in the respective vendor system in order to terminate
the billing cycle when the juvenile is discharged from electronic monitoring
supervision.
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10.  Remove the tracking equipment from the juvenile and from the juvenile’s

residence when the juvenile is discharged from electronic monitoring. Ensure the
equipment is examined, inventoried and properly cleaned before storing the
equipment in its original case.

11.  Complete an Activity Note within 5 business days of all electronic monitoring

case management activities.
D. Violation of Electronic Monitoring

1. If a monitoring alert poses a risk to the community, the County CM will notify a
supervisor immediately and without delay. The County CM and supervisor will
staff the matter and take appropriate actions to resolve the potential risk to the
community.

2. Within two (2) business days of receiving notification of all other Electronic
Monitoring violations, the County CM will inform the supervisor to determine
further action.

3. The juvenile’s failure to comply with electronic monitoring can result in the

following:

a. Revision of the Electronic Monitoring schedule and/or zones.

b. Extension of Electronic Monitoring supervision.

C. Return to Family Court for violation of House Arrest Order, a probation
violation or to the Board of Juvenile Parole or DJJ Release Authority for a
revocation.

RELATED FORMS AND ATTACHMENTS:
Form F-8.2A, Electronic Monitoring Participant Agreement and Schedule

SCOPE:

This policy applies to regional and county office staff members.

LOCAL PROCEDURAL GUIDE:
The County Director is required to provide a local procedural guide that has been approved by
the Regional Administrator and that is not contrary to Agency policy.

TRAINING REQUIRED:

Regional and county office employees are required to review this policy within 30 calendar days
of its publication.
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POLICY: The Department of Juvenile Justice (DJJ) employs the principles of Balanced and
Restorative Justice when working with juvenile offenders. The accountability goal of restitution
provides juveniles with a concrete mechanism through which they can make amends to society
by taking an active role in accepting full responsibility for their delinquent behavior. DJJ
encourages the use of supervised community service work or monetary restitution as a special
condition or sole sanction of probation or parole.

PROCEDURAL GUIDELINES:
A. Definitions
1. Restorative Justice: A response to youth crime that strikes a balance between the
needs of victims, offenders and communities, with each participant actively and
equally involved in the justice process.
2. Restitution: The act of making good or giving equivalent for any loss, damage, or
injury, and may take the form of community service, supervised work, donation to

charity or monetary reparation.

3. Community Service Worksite: A nonprofit organization offering a juvenile
offender a variety of DJJ approved work activities.

B. Monetary Restitution and Community Service Recommendation Criteria

1. A DJJ County Case Manager (CM) can recommend restitution based on one or
more of the following criteria:

a. Restitution must be for the offense(s) for which the juvenile is diverted or
adjudicated delinquent and is a logical and attainable consequence of said
offense(s);

b. The juvenile’s safety and well-being including their physical, mental, and

emotional state, as well as their financial ability. When recommending
community service work, the juvenile’s substance use will be considered;
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c. Available community resources to assist the juvenile in seeking

employment or coordinating community service work;
d. The safety of the individual victim and community; and/or
€. The victim’s input and requests.
2. When recommending monetary restitution, in addition to the criteria outlined in

section 1. A-e of this policy, the County CM will consider:

a.

The victim’s documented monetary loss provided to the Solicitor’s office,
Family Court, or SC Board of Juvenile Parole. The CM will request a
copy of this documentation for the juvenile’s case file.

Statutory and case law mandate that family court judges can only order
restitution as a condition of probation. A judge can, however, establish a
restitution amount in commitment cases for either the Parole Board or
Release Authority to consider when determining conditions of release.

1) The County CM will seek to have the Family Court establish the
amount of restitution and record the amount on the commitment
order.

2) If the victim requests monetary restitution, but the amount is
neither established in the commitment order nor received through
written documentation of loss from the Solicitor’s Office, the
County CM, upon request, can assist the staff of the SC Board of
Juvenile Parole to obtain the documentation of loss.

The ability of the juvenile and/or parent to provide monetary
reimbursement.

The County CM will not recommend monetary restitution as a condition
of DJJ monitored diversion cases. If the Solicitor reccommends monetary
restitution as a sanction, DJJ will not accept monetary payments. The
payment will be worked out through the Solicitor’s office in compliance
with DJJ Policy F-7.3, Case Resolution and Court Presentation.

3. When recommending community service work, in addition to the criteria outlined
in section B.1. a-e of this policy, the County CM will also consider the nature of
the current offense and the juvenile’s prior history. The County CM will use
Attachment F-8.3A, Recommended Number of Community Service Hours by
Category, as a guide for the recommended number of hours.
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4. No deviation from court ordered restitution obligations or restitution ordered as a

condition of parole will be made unless approved by the respective authority.

C. Keying Monetary Restitution and Community Service Obligations into JJMS

1. Court-ordered Probation

Within two (2) business days of receipt of the court order, the County CM
will ensure the court order is uploaded into JJMS.

The County CM will key into JIMS the monetary restitution and/or
community service obligation requirements as established by the court
order, ensuring accurate association with the juvenile, the juvenile’s
offense and the victim. If the victim information not previously available
is now available, it will be entered at this time.

2. Conditional Release by the DJJ Release Authority

a.

The Release Authority Manager is responsible for uploading the
conditional release agreement into JJMS and entering the disposition to
include monetary restitution and/or community service.

The County CM will key into JIMS the monetary restitution and/or
community service obligation requirements as outlined in the DJJ Release
Authority conditional release agreement. The County CM will ensure
accurate association with the juvenile, the juvenile’s offense and the
victim. If victim information not previously available is now available, it
will be entered at this time.

3. Conditional Release by the SC Board of Juvenile Parole

a.

The SC Board of Juvenile Parole staff is responsible for uploading the
conditional release into JIMS and entering the disposition to include
monetary restitution and/or community service.

The SC Board of Juvenile Parole staff is responsible for entering into
JIMS the monetary restitution and/or community service obligation
requirements as established by the SC Juvenile Parole Board conditional
release agreement.

D. Monetary Restitution, Payment Procedures and Monitoring

1. The County CM will review court ordered/conditional release monetary
restitution requirements and method of collection with the juvenile and
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parent(s)/guardian(s) during the initial appointment. The payment schedule and
plan will be established using the Monetary Restitution Payment Agreement,
Form F-8.3A.

The County CM will share available job opportunities with the juvenile. The
County CM can require the juvenile to keep a list of persons/ businesses contacted
concerning employment.

DJJ will collect and disburse monetary restitution payments at a central location
as follows:

a. County office staff are prohibited from accepting cash payments.
Payments will be accepted only in the form of a money order or certified
check made payable to DJJ Finance Division/Victims.

b. Fiscal Affairs keys the monetary payment amount received into JJMS and
disburses payment to victim(s).

c. The County CM will notify Fiscal Affairs of any changes in victim contact
information. Fiscal Affairs will key victim updates (i.e., address changes)
into JJMS.

The County CM will monitor the juvenile’s compliance with monetary restitution
requirements by verifying payments credited on the JJMS Obligation screen.

A juvenile required by a court order to make a monetary donation to a charitable
organization will provide verification through a written receipt to the County CM
and a copy maintained in the juvenile’s case file.

E. Community Service, Worksite Selection and Monitoring

1.

Community Service hours will be performed at a nonprofit work site. The County
Director is responsible for the identification, recruitment and qualification of
community service worksites using Community Service Worksite Information
Form F-8.3E.

Each county office will maintain a listing of approved worksites for juvenile
assignment.

The County CM, with supervisor approval, can recommend community service
hours as a graduated response to a juvenile’s noncompliance with
probation/parole. The assigned number of community service hours will not be
keyed into JIMS.
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4. The County CM, the juvenile, and the juvenile’s parent(s)/guardian(s) will:

10.

a. Discuss available community service worksites and outline potential
concerns;
b. Complete and sign the Community Service Obligation Agreement (Form

F-8.3B) required as a condition of probation/parole during the initial
appointment, diversion contract or graduated sanction; and,

C. Decide upon a worksite. The County CM will coordinate the referral,
however the worksite supervisor has final approval.

The worksite supervisor will maintain written verification of hours completed and
document and evaluate the juvenile’s job performance using the Community
Service Timesheet and Performance Evaluation (Form F-8.3C).

The County CM will monitor the juvenile’s progress, maintain written
verification of hours completed and key completed hours into JJMS upon receipt
of the Community Service Timesheet and Performance Evaluation.

Juveniles requesting to complete community service at an alternative worksite not
currently used by DJJ will complete a Community Service Juvenile Alternative
Worksite Request Form, F-8.3D.

a. The Community Service Juvenile Alternative Worksite Request Form, F-
8.3D along with the Community Service Worksite Information Form, F-
8.3E must be completed by the proposed worksite supervisor, submitted to
the case manager and approved before the juvenile can begin work.

b. The same requirements as stated in sections E. 5 and 6 of this policy will
be followed.

The County CM will report an incident, accident, injury or other significant event
involving a juvenile while performing community service consistent with DJJ
Policy I-3.2, Reporting Events using Form I-3.2A, DJJ Event Report.

DJJ will provide insurance for juveniles placed at worksites only after the
worksite and parent insurance is found to be unavailable.

Juveniles ordered monetary restitution and community service who perform
community service to earn money to pay monetary restitution, such as under the
Earn & Return program, cannot be credited for community service hours ordered
by the Family Court, Board of Juvenile Parole, or the DJJ Release Authority.
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Juveniles on a contract or in Juvenile Arbitration are not eligible to participate in
the Earn and Return program.

F. Completion of Monetary Restitution/Community Service Hours

Upon the successful completion of the restitution obligation, the juvenile’s case can be
reviewed for case closure, in compliance with DJJ Policy F-9.2, Termination of
Probation/Parole Supervision and Case Closure.

RELATED FORMS AND ATTACHMENTS:

Attachment F-8.3A, Recommended Number of Community Service Hours by Category
Form F-8.3A, Monetary Restitution Payment Agreement

Form F-8.3B, Community Service Obligation Agreement

Form F-8.3C, Community Service Timesheet and Performance Evaluation

Form F-8.3D, Community Service Juvenile Alternative Worksite Request

Form F-8.3E Community Service Worksite Information

REFERENCED POLICIES:

F-7.3, Case Resolution and Court Presentation

I-3.2, Reporting Events

F-9.2, Termination of Probation/Parole Supervision and Case Closure

SCOPE:
This policy applies to regional and county office staff members, and Release Authority staff.

LOCAL PROCEDURAL GUIDE:
A local procedure guide approved by the Regional Administrator is required for counties that
deviate from these procedures.

TRAINING REQUIREMENT:

Regional and county office staff members, and Release Authority staff are required to review
this policy within 30 days of its distribution.




STATE OF SOUTH CAROLINA DEPARTMENT OF JUVENILE JUSTICE
PoLicY AND PROCEDURES

Title: | Probation Violation and Parole Revocation Procedures | Policy No.: | F-8.5 | Page(s): [1of5

Authority: | County Offices, Division of Community Services

Responsible Areas: | County Offices, Juvenile Parole Board, and DJJ Release Authority

Juvenile Justice Code: | n/a

PbS Related Standard(s): [ n/a

October 04, 2016 SIGNED/ Sylvia Murray
Effective Date Sylvia Murray
Director

POLICY: The Department of Juvenile Justice (DJJ) County Case Manager (CM) will notify
proper authorities and take appropriate action when a juvenile being supervised on probation or
parole (conditional release) receives a new charge or fails to comply with the terms or conditions
of probation or parole.

PROCEDURAL GUIDELINES:
A. Law Violation

1. When a juvenile being supervised on probation or parole receives a new juvenile
or adult criminal charge, the County CM will inform the supervisor.

2. The new juvenile charges will be processed as a new referral following the
Agency’s intake procedures.

B. Technical Violations

When a juvenile being supervised on probation or parole fails to comply with the
conditions of probation or parole, the County CM will:

1. Inform the supervisor immediately and without delay when:
a. The safety of the victim(s), community, and/ or juvenile is impacted.
b. The order requires violation notification to the Court.

2. Evaluate the facts regarding the noncompliance and implement appropriate

responses and interventions to address the noncompliant behavior.

3. Document the noncompliance and any sanctions and/or interventions used to
promote positive behavior and compliance.

4. Inform the supervisor of the juvenile’s failure to comply with the implementation
of graduated responses and interventions.
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C. Procedures for Determining a Probation Violation or Parole Revocation
Recommendation
1. The County CM and supervisor will staff technical violations and law violations

to determine whether or not to recommend a violation of the probation order or
revocation of parole. At the discretion of the supervisor, the County CM can
initiate the Violation Report generated in JJMS to prepare for the staffing. The
County CM and supervisor will:

a.

@ e oo o

i.
j.

k.

Review the conditions and terms of the current probation order or
conditional release;

Review the violation and its relationship to the adjudicated offense.
Consider the seriousness of the alleged violation;

Consider the frequency of the violation;

Consider the duration of the violation;

Consider the individual victim and safety of the community;

Ensure appropriate community resources/interventions and graduated
responses (to include a higher level of supervision) were tried and found to
be unsuccessful;

Consult with a Community Psychologist/Community Social worker and/or
Community Special Needs Coordinator regarding juveniles with special
needs as defined and in compliance with DJJ Policy C-2.0, Scope of
Clinical Services;

Decide if a community multiagency case staffing is needed;

Review the JJMS generated Violation Report if a Report is required by the
supervisor; and

Staff with the Regional Administrator as needed.

2. If a probation violation/parole revocation is not recommended, the assigned
County CM will implement the case staffing recommendations.

3. If a probation violation is recommended, the County CM will complete the
following within three (3) business days of the case staffing:

a.

Finalize the Violation Report generated in JJMS and include the staffing
recommendations if the supervisor requires a Report for a probation
violation.

Request a Rule to Show Cause for juveniles on probation consistent with
the procedures established by the Family Court and/or Solicitor’s Office in
that county.

Enter the violation referral in JIMS.
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4, If a parole revocation is recommended, the County CM will complete the
following within three (3) business days of the case staffing:
a. Initiate the Violation Report generated in JJMS, which is required for a
parole revocation, if not previously completed at the time of the staffing.
Finalize the Violation Report and include the staffing recommendations.
b. Follow the revocation process for juveniles on parole in accordance with
the procedures established by the S.C. Board of Juvenile Parole/DJJ
Release Authority (DJJ Policy A-5.1 Juvenile Parole Release Authority
Process).
C. Enter the violation referral in JJMS.
5. The County CM will inform the juvenile and the parent/guardian of the

probation violation referral or request for parole revocation and update the
juvenile and family information in JJMS as needed.

D. Requesting a Pick-up Order/Parole Violation Arrest Warrant

1.

The County CM can request a pick-up order/warrant based on the following
criteria:

C.

d.

Protection of the juvenile from self-harm;

Protection of the individual victim and community from potential harm by
the juvenile;

The juvenile is missing/whereabouts unknown, or has run away; and/or

The juvenile is believed to be a flight risk.

The County CM will receive approval from a supervisor before submitting a
request for a pick-up order/warrant.

Pick-up Orders for Juveniles on Probation

a.

If a pick-up order is necessary for juveniles on probation, the request for a
Rule to Show Cause will be made to the Solicitor. Upon receipt of the
Rule to Show Cause, a request for a Family Court pick-up order will be
made.

When the juvenile is detained on the Pick-up Order, the County CM will
notify the Solicitor’s office and prepare the case file for Court.
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4. Parole Violation Arrest Warrants

a.

For juveniles on parole, a Parole Violation Arrest Warrant (Form 8.5A)
will be completed along with a Request for Preliminary Hearing (Exhibit
R.1- Juvenile Parole Board) or Request for Parole Revocation Hearing
(Form A-5.1M- DJJ Release Authority).

The County Director can issue or can authorize the issuance of a Parole
Violation Arrest Warrant.

In the event of a crisis situation and after exhaustive attempts to contact
the County Director and Regional Administrator, the Supervisor or County
CM can issue a Parole Violation Arrest Warrant based on the criteria as
outlined in section D. 1. of this policy.

1) When a Parole Violation Arrest Warrant is issued without
receiving prior verbal approval, the supervisor or County CM shall
follow-up with the County Director or Regional Administrator the
following business day.

2) The County CM will complete an Activity Note in JIMS regarding
the circumstances requiring the issuance of the Parole Violation
Arrest Warrant without receipt of prior approval.

The Parole Board Hearing Officer/DJJ Release Authority Manager will be
notified prior to the issuance of a warrant or no later than the next business
day after a warrant has been issued.

When the juvenile is detained on the warrant, a copy of the Parole
Violation Arrest Warrant, the Request for Preliminary Hearing /Request
for a Parole Revocation Hearing, and JJMS generated Violation report will
be forwarded to the respective SC Board of Juvenile Parole/DJJ Release
Authority before the end of the business day. The preliminary hearing and
revocation process will be handled based on the procedures established by
the Board of Juvenile Parole or by DJJ Policy A-5.1 Juvenile Parole
Release Authority Process.

E. Victim Notification

1.

The County CM will comply with DJJ Policy F-2.2, Victim Services in notifying
designated victims regarding violations.

a.

If the juvenile is on probation and the victim previously requested
notification, the County CM will complete the Probation Violation
Notification in JJMS and mail the notification to the victim.
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b. If the juvenile is on parole, victims will be notified by the S.C. Board of

Juvenile Parole/DJJ Release Authority.
F. Interstate Compact

The County CM will comply with DJJ Policy F-5.1, Interstate Compact regarding
juveniles out of compliance with the conditions of supervision.

G. Within 5 business days of all activities, the County CM will complete an Activity Note in
JIMS.

RELATED FORMS AND ATTACHMENTS:
Form F-8.5A, Parole Violation Arrest Warrant
Exhibit R.1- Request for Preliminary Hearing

Form A-5.1M, Request for Parole Revocation Hearing

REFERENCED POLICIES:

C-2.0, Scope of Clinical Services

A-5.1, Juvenile Parole Release Authority Process
F-2.2, Victim Services

F-5.1, Interstate Compact

SCOPE:
This policy applies to regional and county office staff members.

LOCAL PROCEDURAL GUIDE:
The County Director is required to provide a local procedural guide that has been approved by
the Regional Administrator and that is not contrary to Agency policy.

TRAINING REQUIREMENT:

Regional and County Office employees are required to review this policy within 30 calendar
days of its publication.
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POLICY: Juveniles under probation or parole supervision with the Department of Juvenile
Justice (DJJ) will be terminated from supervision upon completion of the stipulations ordered by
the Family Court, the Interstate Compact for Juveniles (ICJ), South Carolina Board of Juvenile
Parole or DJJ Juvenile Release Authority, at the earliest termination date allowed by court order
and including any credits, such as Earned Compliance Credit (ECC) or upon reaching the
statutory age limit. The Case Manager (CM) will notify the juvenile and parent when supervision
is terminated and submit the case file for closure.

DEFINITIONS:

Case Management Plan (CMP): A plan developed by a county case manager in consultation
with the juvenile and family that serves as a guide for accessing appropriate services for the
juvenile and family.

Conditional Release: A S. C. Juvenile Parole Board/DJJ Release Authority action allowing a
committed juvenile to return to the community on aftercare status under supervision/authority of
the Board/ Release Authority and subject to the general/specific rules established by the
Board/Release Authority. (Also referred to as Parole guidelines)

South Carolina Board of Juvenile Parole: The entity with the responsibility of determining
when and under what conditions juveniles that are committed to DJJ for felony offenses will be
released.

South Carolina Department of Juvenile Justice Release Authority: The entity within DJJ
with the responsibility of determining when and under what conditions juveniles committed to
DJJ for non-felony offenses will be released.

Earned Compliance Credit (ECC): A state law (S.C. Code §63-19-1835) authorizing DJJ to
grant up to a 10 day reduction (credit) in supervision length to probationers and parolees who are
under DJJ supervision, for each month they are compliant with the terms and conditions of their
probation order/conditional release.
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PROCEDURAL GUIDELINES:

A. Early Termination of Supervision Guidelines

Successful completion of the court-ordered terms of supervision or terms of conditional

release will be the primary basis for requesting early termination of supervision.

1. The Case Manager (CM) may recommend termination when:

a. The juvenile has successfully completed all court-ordered terms of
probation or terms of conditional release, to include monetary restitution;

b. The juvenile has successfully completed the goals and objectives of
his/her Case Management Plan (CMP); and

C. The juvenile’s qualifications for early termination have been verified.

The CM will staff the case with a supervisor and receive approval prior to
submitting a request for early termination.

Upon receiving approval from the supervisor, the CM will follow local county
procedures as established by the Family Court and /or Solicitor’s Office when
requesting early termination for juveniles on probation.

A Termination of Probation (DJJ form F-9-2A) may be used when submitting the
request.

Upon receiving approval from the supervisor, the CM will prepare and submit the
Request for Change of Parole Status/Special Conditions (Parole Board Exhibit P-
16) for juveniles on parole through the Board of Juvenile Parole.

Upon receiving approval from the supervisor, the CM will prepare and submit to
the DJJ Release Authority the Request for Change of Parole Status/Special
Conditions (DJJ Form A-5.1K) for juveniles on parole through the DJJ Release
Authority.

The CM will continue to monitor the case until termination is approved by the
appropriate authority.

B. Termination of Supervision through Earned Compliance Credit (ECC)

The juvenile’s probation or parole supervision will be terminated at their earliest release
date or adjusted release date in compliance with SC Code of Laws §63-19-1835, Earned



Title: Termination of
Probation/Parole Supervision
and Case Closure

Authority: Community Services
County Offices

DJJ Policy F-9.2
No.:

Page: 3 of 4

Compliance Credit (ECC) and consistent with DJJ Policy F-8.1 Community Based
Supervision.

Termination of Supervision upon Completion of the Period of Supervision

The juvenile’s probation/parole supervision will be terminated when the juvenile
completes the period of supervision and conditions as ordered by the South Carolina
Family Court, South Carolina Board of Juvenile Parole, or DJJ Juvenile Release
Authority (Policy A-5.1).

Termination of Supervision upon Reaching the Statutory Age Limit

The juvenile’s supervision will be terminated when he/she reaches the statutory age limit
pursuant to the South Carolina Children’s Code (§63-3-510).

1. Probation supervision must be terminated for juveniles upon reaching 18 years of
age.

2. Parole supervision must be terminated for juveniles upon reaching 21 years of
age.

Termination of Interstate Compact Supervision

The CM will comply with Policy F-5.1, Interstate Compact, when seeking the juvenile’s
termination of probation or parole supervision.

Termination Notification

1. The CM will notify the juvenile and his/her parents/guardians, when the juvenile
is terminated from supervision.

The CM will, upon request, provide a copy of the Expungement of Records Fact
Sheet (Attachment F-7.2A).

2. When a victim notification request is active, the CM will notify the victim when
the juvenile is terminated from supervision in compliance with Policy F-2.2,

Victim Services.

3. The CM will notify service providers involved with the juvenile when the juvenile
is terminated from supervision.

Case Closure

1. No later than five (5) business days from the date the juvenile is terminated from
supervision, the CM will review JIMS and close out all applicable information in
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JIMS to include unresolved offenses, obligations, location information in JJMS to
include unresolved offenses, obligations, location information, and dispositional
orders, remove the juvenile from their caseload and submit all closed case files to
the respective supervisor.

2. The Supervisor will review the case file for closure and ensure all pending matters
are resolved before the case is filed as inactive.

3. Upon completion of the review, the closed case file will be maintained as an
inactive file in a secure location consistent with DJJ Policy B-5.1, Juvenile
Records and the county office standard operating procedures.

H. Documentation

Within five (5) business days of each activity, the CM will complete an Activity Note in
JIMS.

RELATED FORMS AND ATTACHMENTS:

Form F-9.2A, Termination of Probation

Attachment F-7.2A, Expungement of Records

Form A-5.1K, Request for Change of Parole Status/Special Conditions (Release Authority)
Exhibit P-16, Request for Change of Parole Status/Special Conditions (Parole Board)

REFERENCED POLICIES:

F-2.2, Victim Services

F-5.1, Interstate Compact

A-5.1, Juvenile Parole — Release Authority Process
F-8.1 Community Based Supervision

B-5.1, Juvenile Records

SCOPE:
This policy applies to the regional and county office staff.

STANDARD OPERATING PROCEDURES:

Required in county offices where the process deviates from this policy in due to local judicial
proceedings. In these cases, the County Director will maintain a standard operating procedure
specifying their process for terminating probation/parole supervision and case closure.

TRAINING REQUIREMENT:
Regional, County Office, and DJJ Release Authority employees are required to review this
policy within 30 calendar days of its publication.
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Training Program
“You are an important piece of the puzzle”




Objective of the Unit

e To provide case managers with the
information necessary to manage a
probation caseload.




Unit Topics

e Identifying Orders
e Reading Orders

e Reviewing a Form V
e Reviewing Evals

e Updating the CAE

e Making & Monitoring
Referrals

e DNA Scheduling

e Case Management
Plans

e Monitoring

e Earned Compliance
Credit

e Alternative
Placement

e Graduated Sanctions
e Violations

e MTCM Review

e Case Closure




Unit III

Orders




Unit III: Orders

Different types of Orders

e Probation

e Straight Probation (Attachment 3.1)

e Probation with alternative placement
(Attachment 3.2)




Unit III: Orders

Different types’of Orders (cont.)

e Commitment / Probation

e Commitment sooner to be released to
placement & probation (Attachment 3.3)

e Commitment followed by probation
(Attachment 3.4)




Unit III: Orders

Different types of Orders (cont.)

e Commitment
e Determinate (Attachment 3.5)
e Indeterminate (Attachment 3.6)




Unit III: Orders

Different types of Orders (cont.)

e Miscellaneous

e Order for Transfer (Attachment 3.7)
Release of Probation (Attachment 3.8)
Pick Up Order (Attachment 3.9)
Restitution
e Conditional Discharge
e Drug Court




Unit II1

Form.V




Unit III: Form V

Reviewing a Form V
e See Attachment from Unit I

e Top banner indicates JJMS number,
juvenile’s name, & date of Form V.

e Top section includes.demographic,
home, & school information.




Unit III: Form V

Reviewing a’Form V (cont.)

e Contac

(S section indicates key family

members.

e DJ]J Personnel section indicates staff
involved with case:

e Juvenile’s Traits section includes
information about DNA & sex offender
registries.




Unit III: Form V

Reviewing a‘Form V (cont.)

e Legal History
e It is in reverse chronological order.

e It includes referrals, decisions,
dispositions, & orders.

e It is a snapshot highlighting critical
information about a case.

e It is filed on the top of section 1.
e There should be only 1 copy in file.




Unit I1I

Evaluations




Unit III: Evaluations

Reviewing, an evaluation

e Two basic types
e Secure - Upstate Evaluation Center

e Local — Community Psychologist (Larry
Hunnicut)

e Other variants
e Psychosexual
e Pre-adjudicatory
e Competency




Unit III: Evaluations

Reviewing an evaluation (cont.)
e Attachment 3.10

e NOTICE
e "This report is confidential...”
e FAMILY FUNCTIONING

e Background information about the juvenile
& family




Unit III: Evaluations

Reviewing an evaluation (cont.)

e ADOLESCEN

FUNC

TONING

e Juvenile’s history of needs & treatment
e IQ scores can be found in Cognitive

Functioning

e ADJUSTMENT TO EVAL. CENTER

e Secure evaluations only




Unit III: Evaluations

Reviewing an evaluation (cont.)
e SUMMARY
e A concise synopsis of the entire report

e STRENGTHS & DSM-IV DIAGNOSES

e Identified strengths can guide treatment

e Diagnoses are valuable information for
staffing, treatment, & billing purposes




Unit III: Evaluations

Reviewing an evaluation (cont.)

e NEEDS AND RECOMMENDATIONS

e Provides the evaluator’'s recommendations
for disposition

e Indicates appropriate services needed to
meet the juvenile’s needs

e Guides the CM’s court recommendation
but can be amended by staffing

e Should be used to assist with CMP
development




Unit III

Child

Assessment &

Evaluation
(CAE)




Unit I1I: CAE

CAE Requirements

e Required update every 6 months and
documented on CAE and in Activity
Note

e Update as needed and document in
Activity Note

e Reformulate every 2 years

e Update JIJMS when updating CAE and
orint a new Form V




Unit III

Referrals




Unit III: Referrals

Making referrals

e Juveniles should be referred to-services
that address their needs

e There is a resource drawer with
updated referral forms

e Case Managers are encouraged to
develop resources to meet needs.




Unit III: Referrals

Making referrals (cont.)

e Referrals can be made by
e Phone
e Fax
e E-mail
e \Website
e Mail

*Some referrals require a medical necessity and prior
approval




Unit III: Referrals

Making referrals (cont.)

e Referrals can be made:
e \When ordered by Family Court
e As a graduated sanction
e To address an identified need




Unit III: Referrals

Making referrals (cont.)
e Services requiring Diagnostic
Assessments & Dept. approval
e Intensive Family Services

e \Wraparound Services — Behavior
modification




Unit III:Referrals

Monitoring Referrals
e Referrals must be monitored monthly
e Monitoring can be done by
e Phone calls
e E-mails
e Face-to-face contact with-.community partners
e Document monitoring contacts in Activity Notes.




Unit III




Unit III: DNA

DNA scheduling

e SC law requires juveniles adjudicated
delinquent of qualified offenses to
submit a DNA sample to SLED

e Samples are collected in our office by
trained staff members




Unit I1I: DNA

DNA scheduling (cont.)

e Juveniles needing to provide a sample
will be flagged in the JIMS alerts
section

e The Case Manager will complete a DNA
letter & mail it to the juvenile and
parent (Attachment 3.11)




Unit III: DNA

DNA scheduling (cont.)

e On the day of the DNA sampling

e Review with the juvenile & his guardian
the Notice of Requirement, Form A-4.2A, &
ask them to sign it (Attachment 3.12)




Unit III

Case

Management
Plan (CMP)




Unit I1I: CMP

Formulating a CMP

e Case Manager needs to develop a juvenile’s
CMP within 30 days of case assignment.
(Attachment 3.14)

e It is a plan tailored to meet the needs of the
juvenile & his family.

e It is the “backbone” of Medicaid Targeted
Case Management (MTCM).

e Dates of formulation & Case Manager’s
signature should match.




Unit III: CMP

Formulating’'a CMP' (cont.)

e Diagnosis code is usually found-in the
evaluation but can also be a product of

records from the Dept. of Mental

Health, private doctors or therapists, &
other sources.




Unit III: CMP

Formulating’a CMP: (cont.)

e Strengths may be determined from
e Evaluation
e Child Assessment & Evaluation (CAE)
e Case Manager’s observations
e Other sources

e Case Manager should try to facilitate
strength-based ways to meet a
juvenile’s needs.




Unit I1I: CMP

Formulating a CMP' (cont.)

e Needs may be determined from
e Court Order
e Evaluation
e Child Assessment & Evaluation (CAE)
e Record with DJJ
e School records
e Other sources




Unit III: CMP

Formulating'a CMP_(cont.)

e Services are referrals, apology letters,
community service, etc

e Projected Completion Date should include
only month & year.

e Completion dates should be realistic and not
all the same

e Case Manager, juvenile, & guardian all need
to sign & receive copies of CMP.




Unit I1I: CMP

Updating a CMP

e Review within 180 days of its
formulation

e Reformulate within 365 days

e Update as needed.and document on
the CMP and Activity Note




Unit I1I: CMP

Example

John Smith was placed on probation on

4/15/2014 for one year. He
of violent outbursts and

nas a history
Droperty

destruction. He was ordered to
cooperate with DMH and complete 10
hours of community service.




Unit I1I: CMP

Example
Needs of the Juvenile and Family:

John needs to learn to control his anger
in a healthy manner and gain skills to
make better decisions in the future.

John needs to experience the benefit of
making a positive contribution to his
community.




Unit I1I: CMP

Example

Services and Actions to Meet the Needs, Frequency
and Responsible Authority:

Cooperate with a referral to the Department of Mental
Health and attend counseling sessions as requested.
DMH will monitor compliance.

Complete 10 hours of community service at a location
approved by CM. CM will monitor compliance.




Monitoring




Unit 1II: Monitoring

Levels of Supervision
e Standard
e Moderate

e Intensive X

e Attachment 3.15

*Intensive Supervision is done primarily by ISOs and
will not be covered in this lesson




143, Unit I1I: Monitoring

Standard Supervision

e Contact within 5 work days — juvenile &
parent

~ace to face within 15 work days — juvenile &
Darent

e Monthly face to face with juvenile

e Monthly contact with parent

e Quarterly home visits

e Quarterly face to face if juvenile is placed




Unit III: Monitoring

Standard Supervision-continued
e Electronic monitoring — as needed
e Educational Services — monthly contact
e Service Providers — monthly contact

e Employment Contact — monthly review
of paycheck stubs

e Staff quarterly with Supervisor




Unit III: Monitoring

Moderate Supervision
e 2 face to face contacts per month
e 1 must be in the home

e Educational Services — every other
week

e Staff monthly with supervisor




Unit I1I

Earned

Compliance
Credit




Unit I1I: ECC

e Allows juveniles to earn time off of
their probation/parole for good
behavior.

e Earn 10 days of credit for each month
of probation

e Must have more than 3 months to earn
credit

e Credit cannot be taken away once it is
earned




Unit III: ECC

What keeps juveniles from-earning
credit?

e A new referral

e Positive drug screen

e Violating EM/VM schedule
e OSS or expulsion

e Being placed in detention




Unit I1I: ECC

What keeps juveniles from earning
credit? (continued)

e Refusing to comply with conditions of
Drobation

e Receiving notice of being at risk for
placement dismissal

e Unsuccessful discharge from placement




Unit I1I: ECC

Tracking ECC
e ECC Spreadsheet (Attachment 3.16)

e Supervisor requests spreadsheet from
Errol Campbell

e Contains sheets for definite and
indefinite probation and parole

e Completed monthly for every
probation/parole case




Unit III: ECC

racking ECC (continued)

e All cases: Enter JJMS, name, and start
date

e Definite probation/parole: Use date
calculator to determine the length in
days

e Indefinite probation: Enter the
juvenile’s date of birth




Unit III: ECC

Tracking ECC (continued)

e The spreadsheet automatically
calculates dates

e Complete an ECC form for every case
and file on side 3 (Attachment 3.17)

e Assess the file for ECC compliance
monthly on the date indicated

e Document in an Activity Note




Unit I1I: ECC

Will John receive ECC credit?
e John receives 5 days of ISS

e John was not ordered to have drug
screens but he tests positive for
marijuana

e A probation violation is filed based on
an affidavit by John’s mother




Alternative
Placement




Unit III: Placement

e Juveniles can be placed from the community
or institution

e Placement is USUALLY court ordered
e STAP may be used as a graduated sanction

e Community: CM submits multi-agency
placement referral packet to Lori Ross
(Attachment 2.20)

e Institution: CM sends commitment packet to
UEC




Unit III: Placement

Types of Placement
herapeutic Foster Care
e Group Home
e Wilderness Camp
e Marine Institute
e Residential Treatment Facility




Unit III: Placement

Monitoring Placement

e Monthly contact wit
e Quarterly visits to p
e Monthly contact wit

e Monthly contact wit
service providers

N placement
acement
N parent/guardians

N education and

e ECC is earned unless juvenile is in
danger of unsuccessful discharge




Unit 1II: Placement

Length of Placement

e Determined by Matrix (Attachment
3.18)

e Based on category of most serious
offense and risk score




Graduated
Sanctions




. %Unit III: Graduated Sanctions

It s the mission of the South Carolina
Department of Juvenile Justice (DJJ) to
protect the public and reclaim juveniles

through prevention, community services,
education, and rehabilitative services in
the least restrictive environment.




‘fiﬁlt I1I: Graduated Sanctions

The Greenville County Probation
Department works with youth to hold
them accountable for their past and
current behaviors while helping them
access the resources necessary to
make better decisions in the future.
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Graduated Sanctions

e Overview

e An accountability-based series of sanctions that includes
incentives, treatment and services.

e Purpose

e Keep the juvenile from having to appear in court and to
hold the juvenile accountable for his or her actions.

e Staffing

e Staff the current issues with your Supervisor to determine if
a Graduated Sanction is appropriate or if a probation
violation is needed

e Community Psychologist, Solicitor, or in the Multi Agency Staffing.




Graduated Sanctions

e Options
e Be Creative — Think outside the box
e Tutor other juveniles
e Design and send cards to troops
e Strict Curfew

e Book report / Paper

e Community Service

e Behavior Contract

e Electronic Monitoring/Voice Monitoring
e Administrative Hearing

e STAP




Unit III

Probation Violations
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ypes of Violations:

e Law Violation — Juvenile receives-a new
charge (adult or juvenile)

e Technical Violation — A violation of the
conditions of probation
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e All violations must be staffed

e Staffing will:
e Review the conditions of probation
e Review the violation

e Consider the seriousness of the offense
and violation

e Ensure graduated sanctions have been
implemented

e Determine whether violation will be filed
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e Violation How-To

e Complete Violation Report in JIJMS

e Complete a PV Complaint Form
(Attachment 3.19)

e Scan and email to Solicitor: PV Complaint
form, probation order, supporting
documentation (school records, restitution
report, etc.)

e Enter violation as new charge in JJMS
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it III: Probation Violations

e Violation How-To

e Have juvenile and parent served-for court

e Staff case in multi-agency staffing (if final
recommendation has not been staffed with
SuUpervisor)

e Complete court summary

e Present case in court (See Intake Court
Procedures)
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e Within 30 days of receiving case:
e Assess file — billable
e Formulate CMP — billable

e Complete home visit — not
billable

ALL THREE ACTIVITIES MUST BE
DONE TO BEGIN BILLING!




e Billable Activities

e Formulating CMP
e Reformulating CMP

e Therapeutic Contacts — Must be on CMP!

e Non-Billable Activities

e Required contacts — monthly office visit,
quarterly home visit

e ECC Review

e Any activity when 30-day activities have not
been completed




Unit III

Case Closure
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e Probation ends by:
e Earned Compliance Credit reached
e Probation Order expires
e Early release requested

e Staff with supervisor for early release

e Submit Early Release Order to original
Judge (Attachment 3.8)
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e Close Case Management Plan

e Close Probation in JIMS

e Add disposition of “Probation Requirement
Ended” to Probation order

e Remove juvenile from caseload

e Mail letter to parents notifying them of
closure

e Submit file to Supervisor for review




The End!

IpS:
e Probation is NOT black and white
e Staff with your Supervisor

e Document EVERYTHING in an Activity
Note

e \When in doubt, STAFF WITH YOUR
SUPERVISOR!

QUESTIONS???




CASE MANAGERS EXPECTATIONS

All activities are to be documented in JJMS and in the file within five business days

1. Community visits

Home - to include weekends and evenings

School - meet with client, review records to include attendance and discipline
Employment verification (if applicable)

Placement visits to include maintaining contact with Human Service Professionals
Parent/legal guardian contact

2. Case supervision

Supervise juv on probation, parole, committed, and diversion contracts following contact
chart (Intensive, Mod, Standard, Contract)

Collect restitution

Maintain contact with victims

Ensures community service is completed to include securing sites

Provides assistance to agencies who run groups in the county office after hours or on
weekends

Monitor juv on house arrest/curfew to include electronic monitoring

Responsible for submitting probation violations

Responsible for transporting juv to and from placement and at times, appointments such
as mental health, alcohol and drug, etc

Apply ECC as applicable

Medicaid services - CMP

3. Attend court proceedings

Detention

Adjudication

Dispositional

Review hearings

DSS hearings (when applicable)

4. Facility visits

Juvenile detention centers
Evaluation centers

Adult jails

Broad River Road Campus



5. Oncall 24/7, 365 days a year - this includes conducting detention screenings on all juv who are
being detained. In some instances, visits to the detention center is necessary

6. Meetings

o |EP

e |Interagency Staffings
i. DMH
ii. DSS
iii. School
iv. COC
v. AOD

e Internal staffings
i. Court prep

ii. Special Needs
o Staff meetings
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South Carolina Office of Staff Development & Training

DEPARTMENT OF

JUVENILE JUSTICE TRAINING LESSON PLAN

Title: Case Documentation Credit Hours:

Type of Training: BasicX In-Service[] Orientation[] Other[]

Prepared by: Kristin Collins Date Prepared: click here to enter a date

Approved By: (Office of Staff Development & Training)

Printed Name Signature

Training Goal/Purpose:

Performance Obijectives:

1. Describe the purpose and essential components of case documentation
Describe the standard for creation, maintenance and closure of a case file
Describe issues of confidentiality
To explain the quality assurance perspective of reviewing case files
To demonstrate an ability to write concise and accurate case notes

Evaluation Procedure: Research Resources:

X Participant Reaction
O Performance Test
[0 Written Test

Aids, Supplies, and Equipment Needed:

X Overhead Projector O Attendance Rosters
O Flip Chart Stand/Paper O Name Tents
[0 LCD Projector O Evaluation Forms

O Markers/Tape O Handouts
O Other:

Form B-7.0D
10-2016
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LESSON TITLE: Case Documentation

KEY POINTS/
TRAINING AIDS

LESSON FORMAT

A File is created (policy F7.1 referenced)

County Offices receive referrals from Law Enforcement, local school
districts, other governmental agencies/departments, private citizens,
victims and a juvenile’s parent or guardian. The referral must contain
identifying information including the juvenile’s name, address, date of
birth, sex, race, telephone number, alleged offense, victim information as
well as other information. An actual file must be made using the Filing
Instructions and utilizing appropriate labeling (need policy #).

This case must then be assigned to a staff member. It is at this point that
you are responsible for everything that is in this file. But — you must
remember that this is not “your” file. This file and the information
contained in it belong to the State of South Carolina. You are a case
manager and your responsibility is to manage that case.

All information received must be entered into JJMS with in two work days
of receipt. A ten day waiting period will be observed prior to making a
recommendation to the Solicitor allowing for victim input but the
recommendation will be submitted to the Solicitor within 15 days of
receipt of the referral. The referral process may vary county to county
however the time frame for each action remains the same.

Each step - obtaining the referral, reviewing the information, deciding
there is enough information to continue, creating an actual file, making a
recommendation to the Solicitor, contacting victims, obtaining records —
needs an Activity Note. This is about giving yourself credit for the work
you've done.

Form B-7.0D
10-2016
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The Purpose of Record Keeping and Case Documentation

The file itself is a legal document. There will be times when you as the
case manager are not present to explain or defend what is or is not in the
file. This file should read as a book reads but we must remember it is not
a fictional novel and it is not a mystery. The reader of the notes should
not be left in suspense or scratching their head with questions. We must
expect the unexpected as happened in one county where the case
manager went into premature labor and then was on extended leave.

We all know that CYA stands for Cover Your Agency. No note means
nothing happened.

Activity Notes are your protection. Activity Notes give you credit for
every single thing you do. And there is a lot you do that should be noted.
But we aren’t just talking about the absence of notes we are also talking
about incomplete notes.

Activity Notes are the windows into why decisions were made — what did
the kid do? What was the case manager’s response? This is where you
give evidence of why decisions were made. And it is equally important to
note that the decision made was carried out. Ex: an AN can state that
records were requested, records can be in the file, but make sure there is
a note that states the records were received and reviewed — and again,
what the response from the reviewing the records will be.

Ex: obtaining school records, reviewing the records, noting that the client
has been suspended. What is in the court order regarding suspensions
from school? What’s on the CMP? There should be a staffing with a
supervisor documenting that a decision is made to use graduated
responses or file a violation. Should the decision be made not to violate
but make use of graduated responses an AN will be justification in the
future as to why a violation wasn’t filed. Assume that at some point you
will have to explain all your actions as a case manager to a Judge, and act
accordingly. Be cautious how you word ANs, as the file can potentially be
subpoenaed.

Form B-7.0D
10-2016
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LESSON TITLE: Case Documentation

KEY POINTS/
TRAINING AIDS

LESSON FORMAT

Closing a Case File (referenced policy F9.2)

A case is closed when a client completes probation/parole successfully or
reaches the statutory age limits (18 for probation 21 for parole, the
exceptions being interstate compact cases).

A juvenile must be notified that they are no longer under supervision.
This can be done via mail or face to face but must be documented. This
information is statistical information collected in JJMS and is used by the
agency for grants as well as official documents like our Report Card. How
many clients came in and successfully got off of probation is important
information! The Director is responsible for reporting such numbers to
the Legislators, the Governor as well as the citizens of SC.

Describe the Issues of Confidentiality (Policy B5.3)
Review HIPPA issues (policy A4.4)

Hand out and review with class the document from Legal addressing
when case managers can give out information.

When information is shared it's important to document on an AN what
was given, why it was given, and to whom it was given.

Discuss the importance of maintaining file security while in and out of the
office. Lock files up at night if you have that ability. Guard files when you
are out in the field.

Quality Assurance

Standardization of files is an important issue and it’s why we have filing
instructions as well as audit tools out there approved by the agency for
use. These tools allow for consistency across the state with regard to
information gathering, filing, storage and sharing. Meeting policy and
Medicaid standards is just sound case management practice and allows
for a case manager to meet the mission of the agency. In this vein,
remember that now notes are in JJMS for all to view. CAE information is

Form B-7.0D
10-2016
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KEY POINTS/
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also available to those who need to review a file electronically. Please
understand that there are people within the agency tasked with quality
assurance and it is their job to review files. Supervisors are being tasked
with auditing files for compliance and Medicaid is also required to audit.
This is not personal — it is the job of Medicaid and managers to routinely
review files.

Reiterate that the Case Manager is responsible for everything in the file
upon acceptance and it is good practice to audit your own files
periodically.

Key Elements to a Sound Activity Note

To ensure comprehensive case management practices, accurate,
complete and timely records will be maintained on each juvenile. Within
5 work days of all activities an Activity Note (AN) will be completed in
JIMS and filed on side 6 of the case file. It's worth repeating that the AN
should be an accurate reflection of all that happened during an activity
and serves as the record of what did happen. This is a case managers
protection and justification for the work that has happened or not
happened.

A sound Activity Note will include the following elements:

New Referral

Identify the referral source and include Incident Report
Number (IR#) if referral received from Law Enforcement.

Indicate the charge and corresponding victim.

Indicate names of co-defendants/co-respondents if
applicable.

Conclude with the next step taken with the referral/follow-
up. (If indicate will continue to monitor, what will be
monitored?)

Form B-7.0D
10-2016
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Intake Interview

e Identify individual conducting intake interview and identify
participants in interview (Can reference Participants listed at
top of computer generated AN)

Indicate informing participants of charges. Inform of local
procedures to acquire legal representation.

Provide overview of juvenile justice system and explanation of
intake interview process to include victim rights.

Ability/inability to verify DOB, SSN, Medicaid, immunization
record, health insurance. Request of information if not
provided

Reference DJJ intake forms and explanation and receipt of
applicable signatures to include Medicaid Freedom of Choice.
Refer to side #2 for intake forms completed.

Include GAIN-SS and authorization to conduct; outcome of
GAIN-SS and any referrals as result.

Indicate assessment of needs through completion of CAE.
Include in documentation any notable information recorded in
CAE.

e Conclude with next step to be taken/follow-up. . (If indicate
will continue to monitor, what will be monitored?)

Court Staffing
e I|dentify individuals participating
e Indicate charges and JJMS RA presumption
e Indicate court date

e Indicate information reviewed; i.e. school records, other
agency information

Form B-7.0D
10-2016
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Indicate if a victim and victim’s input

Indicate recommendations, if probation, how long .Special
conditions

Conclude with next steps to be taken/follow-up. (If indicate
will continue to monitor, what will be monitored?)

Identify Judge, Defense Counsel, and Prosecutor
Include all participant options present in court
Indicate type of hearing and charges and juvenile’s plea

Include any amendments to charges and/or Solicitor
dismissal (nol process)

Include whether victim in court and/or statements made or
provided by victim to include Victim Impact Statement.

Include any notable information regarding circumstances of
offense and facts of any testimony. (This is helpful for Initial
Board Reports)

Include any unusual/uncommon activities during hearing.

Indicate sentence, length of time, special conditions

Probation Meeting

Identify location of meeting
Identify persons present

Include a review of CMP goals and court ordered
stipulations.

State what the follow up will be and who is responsible

Case Staffing

What is a case staffing?

Form B-7.0D
10-2016
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A process in which there is an exchange of information regarding
the juvenile’s individual circumstance(s) to help identify issues,
suggest problem resolution strategies, gain consensus and
recommend service and /or supervision options. A case staffing
will include the juvenile’s case file, the County case manager and a
supervisor

Identify all participants

Identify type/purpose of staffing

Juvenile’s current status/Level of Supervision

Significant dates (court, ECC, etc.)

Details regarding purpose for staffing

Documents/info considered in making recommendations
Identify all participants

Identify type/purpose of staffing

Juvenile’s current status/Level of Supervision

Significant dates (court, ECC, etc.)

Details regarding purpose for staffing

Documents/info considered in making recommendations

Form B-7.0D
10-2016
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Objectives

Describe the purpose and essential components of
case documentation.

Describe the standard for creation, maintenance and
closure of case files.

Describe issues of confidentiality

Explain the quality assurance perspective of
reviewing case files.

Demonstrate the ability to write concise and
accurate case notes.

O

e






- A file is created (policy F 7.1) g

* Referrals come from a variety of places:
o Law Enforcement;
o Parents;
o Schools.

* All files are created using the Filing Instructions and labeling
(Policy B 5.1).

* This policy outlines the labeling of the file a well as how the
file should be stored.




Referral Contents

Referrals must contain identifying
information such as:

* Name

* Address/phone number
* Date of birth

* Alleged offense

O




JJMS Entry

* All of the information on the referral must be entered
in JJMS with in two days of receipt.

®* You are responsible for all of the information and JJMS
entry once the case is assigned to you — but remember
you don’t “own” it.

* All of this activity — receiving the referral, data entry,

assigning and accepting the case — needs an Activity
Note (AN)!

O




~ What is the purpose of record keeping®
and documentation?

* Activity notes are “proof” of the work being done so
give yourself credit for all that work.

® Activity notes become part of the legal document that
is the case file.

* Activity notes provide documentation of the quality of
service to the client;

* Activity notes allow others to pick up where you left
off.
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Activity Notes are...
...the “window” into the Case

® What did the client do?

* What was your responser

® What happens next?

* Who is responsible for
that?

This is where you give evidence
of why decisions and actions
were made

| @




Quality Assurance

® Why is it important to check for quality?

* Why is it important to have filing instructions?

* Why 1s it important to have audits?
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QA...continued

* Meeting Policy and Medicaid standards is just
good case management

* Utilizing JJMS is a handy tool to help “filter”

information




QA...continued

The information contained in the file is used for a numbetr
of purposes:

* Admissible in court (backs up prob. vios., used in
Watver cases, etc)

* Statistics used for grants
* Annual report card to the Governor, Legislators,

Citizens

You are case managers, so manage your cases!
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Remember

® JJMS is accessible to many people who are
looking at notes for a vatiety of reasons

* QA staff are tasked with auditing files via
JJMS as are supervisors and Medicaid
personnel

® This is not personal!l This is to ensure our
standards are met in order to best serve our
clients.
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” Key Elements to a Sound Activity Note
New Referral

* Identify the referral source

* Identity the offense and victim

* Identity names of co-defendants

* Identify next steps
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Key Elements to a Sound Activity Note
Intake Interview

* Identify all participants

* Document discussion on what the charge(s) are and
how to get legal counsel

* Overview of juvenile justice system and expungement
of record

* Was the DOB, Medicaid, immunization, health ins
obtained

o Document why/why not
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Intake Interview continued

* Reference DJJ intake forms to include CAE
* GAINss and the outcome

* Note anything unusual during intake ex:
physical aggression, thoughts ot harming
oneself or others

* Be sure to make referrals if necessary and
document on that AN!

O
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Intake Interview continued

® [ndicate what information was reviewed -
school or other records.

* Indicate recommendations.
* Remember to redact social security numbers

* Conclude with what the next steps are to be
taken.
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Key Elements to a Sound Activity Note

Court

* Identify those present in court — judge,
prosecutor, DJJ personnel, etc.

* Indicate what type of hearing, charges and
juvenile plea.

* Include amendments or other Solicitor decisions.
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Court Continued

Include victim participation.

Include any notable information tegarding
citcumstances of offense and testimony (help for
future reports).

Indicate Court decision.

O




“ Key Elements to a Sound Activity Note”
Probation Meeting

* Identify location of the meeting,
* Identify the persons present.

* Include a review of CMP goals.




Probation Meeting continued

* Include a review of other paperwork.
* Include follow up and person who 1s responsible.
® Discuss ECC

* Do FOC




What is a case staffing?

A process in which there is an exchange of information
regarding the juvenile’s individual circumstance(s) to help
identify issues, suggest problem resolution strategies, gain
consensus and recommend service and /or supervision
options. A case staffing will include the juvenile’s case file,

the County case manager and a supervisor.

O




“ Key Elements to a Sound Activity Note
Case Staffing

* Identify all participants

* Identify type/purpose of staffing

® Juvenile’s current status/Level of Supervision
* Significant dates (court, ECC, etc.)

® Details regarding purpose for staffing

* Documents/info considered in making
recommendations




“ Key Elements to a Sound Activity Note~
Case Staffing

® Risk score/presumption
®* Recommendations

* Next steps to be taken/follow-up
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Closing a case file (policy F9.2)

A case 1s closed when a client completes
probation/parole successfully or reaches the
statutory age limits (18 for probation and 21 for
parole — the exception to the rule are ICJ cases)




Closing a case file (policy F9.2)
continued

* A juvenile must be notified they are no longer under
supervision

* All activities to close a case (mailed letter, Case
Management Plan, etc.) must have that AN to
document the closure.

IS0t
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Conclusion

You should now be able to describe the purpose
and components of case documentation

Describe the standard for creation, maintenance
and closure of a case

Explain the QA perspective of reviewing files

Demonstrate the ability to write concise and
accurate case notes
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For questions or additional information
please contact:

Ashley Crider
Quality Assurance Manager
Ofttice: (803) 533-6270

Email: AJCRID@scdjj.net :
Rebecca Morris

Special Needs Coordinator, Midlands
Office: (803) 641-7735
Email: REMORR@scdjj.net

The South Carolina Department of Juvenile Justice does not discriminate in any programs or
activities on the basis of race, color, national origin, sex, disability or age.
THE FOLLOWING OFFICES HAVE BEEN DESIGNATED TO HANDLE INQUIRIES REGARDING
THE NONDISCRIMINATON POLICIES:
Title IX —Inspector General's Office — 803-896-9595
:,, Title Il & 504 — Special Education Office — 803-896-8484 ®)
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LESSON PLAN COVER SHEET

TITLE: | Case Management Planning CREDIT HOURS: | 6.0
TYPE OF TRAINING: Orientation, In-Service, Basic, Other In-Service

PREPARED BY: DATE PREPARED: REVIEWED BY: Signature
Reguired

Amahl Bennett, Mason Harrington, 2015(updated 5/2016)
Brigitte Scoville, Bill Latta

TRAINING GOAL/PURPOSE: |
Increase the participants understanding of case management planning

PERFORMANCE OBJECTIVES:
By the end of the training, participants will be able to:

1. Identify juvenile's strengths and needs

2. Explain the case management planning process and forms as required by D1J Policy F-8.1 for the development of
a Case Management Plan.

3. Develop objectives for juveniles and their families that are specific, measurable, and achievable.

4. Incorporate restorative justice practices when developing the Case Management Plan.

EVALUATION PROCEDURE: RESEARCH RESOURCES:
Participant Reaction DJJ Policy F-8.1
X Performance Test DJJ Case Management Planning Team
[] Written Test

AIDS, SUPPLIES AND EQUIPMENT NEEDED:

X pPowerPoint X Attendance Rosters
X Flip Chart Stand/Paper | [X] Name Tents

X LCD Projector X Evaluation Forms
DX Markers/Tape ] other:

X Handouts




LESSON PLAN
Page 2 of 12

LESSON TITLE:

KEY POINTS/
TRAINING AIDS LESSON FORMAT
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Anticipatory Set
South Caroling Case managers are expected to obtain as much information as possible
&, SN from interviews and various reports. Once this information is obtained,
_"gjt;/@;fmmm case managers have to decipher through this information to determine

Cuse Manugement Planning

Amahd Beruieit, Muctlass Regaoast Mbitusnizatin
apstan Collns, Trauang, hintrucsor

PowerPoint Slide 1
Opening

“My World”

PowerPoint Slide 2
World/Juvenile

Planning a Trip

My i — i e S |
PowerPoint Slide 3
Planning a trip

what parts are crucial and/ or suggestive of strengths and needs, and
what are the most appropriate interventions.

Reviewy/describe the track from the assessment phase of case
management to the planning phase.

In essence, they have to try to understand the juvenile’s “world.”
Once the case manager has a clear picture of the juvenile’s “world,”
he/she must begin developing a plan that will impact this young person’s
“*world” in a positive manner.

Look into the juvenile'’s world and try to get a clear picture.

What does the juvenile’s world look like?

What obstacles do they face each day?

Discuss the importance of planning

As we matriculate through life, planning becomes an essential function
for maintaining a sense of direction, control and purpose in our lives.
With no planning or insufficient planning, life can become haphazard. In
other words, it may get done, it may not. If it does, it may go well, it
may not.

Raise your hand if you were ever involved in planning a trip. Were the
plans well thought out? What is normally involved in planning a trip? In
your groups, take a few minutes to write down the steps involved in
planning for a trip.

Review responses from each group.
Did anyone in your group
Just want to get in the car and go?

From this exercise, you can see that if you want to increase your chances
of success, you must take the time to plan. However, even with careful
planning, situations can sometimes falter. However, having a plan gives

SCDJJ - Office of Staff Development & Training
ECM Day 2 Lesson Plan
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you the ability to know when you need to shift your direction as a result
of circumstances that are in or outside of your control.

As case managers, thorough planning is essential. With so many cases,
lack of planning can lead to disorganization, inaccurate information, and
poor recommendations. Each juvenile on your caseload deserves your
best efforts. Without a clear plan, the juvenile will have no clear
direction or goals to achieve. To prevent this state of uncertainty,
each juvenile’s course should be well charted out by the case manager.
This planning phase should begin during the assessment phase and
continue while the juvenile is under DJJ supervision.

Charting juvenile’s course

Discuss what the picture means to them, to our juveniles and families.
_ What does this picture say to you?
PowerPoint Slide 4 What would a juvenile and their family think of this picture?

Charting juvenile’s course

Training Objectives Our goal for today’s session is to increase the participants understanding
of case management planning.

ke e o rersred o SOy

~ldentify juvenile’s strengths and needs . .

A Our objectives are:

specific, measurable and achievable

i abeeionig s MiaPogoen . . o

e 1. Identify the juvenile’s strengths and needs
PowerPoint Slide 5 2. Explgm the case ma_nagement planning process, and forms as
Objectives required by DJJ Policy F-8.1 for the development of a Case

Management Plan.

3. Develop objectives for juveniles that are specific, measurable, and
achievable.

4. Incorporate restorative justice practices when developing a Case
Management Plan.

SCDJJ - Office of Staff Development & Training
ECM Day 2 Lesson Plan
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Purposes of Case Management Plan

~To empower the juvenie/family,

= To require the juvenile/family and case
manager to think about therapy outcomes

~To prevent treatment from drifting or getting
bogged

- To communicate about the approaches being
d and who Is i

~To establish a recard of services

PowerPoint Slide 6
Purposes of the CMP

Developing a Plan - Step 1

Establish Communication with the Family

(WL e ey
PowerPoint Slide 7
Procedures for

Developing a Plan

Atter court heating, introduce
vourself and schedule
appointment within 5 days
of the disposition

Developing a Plan - Step 2

Develop a Preliminary Plan

~ Review court order,
assessment and other relevant
documents,

- Develop a prel:minary plan for
services based on infa. obtained

from abave documents /@f:“':?\

A

.1_‘ -
PowerPoint Slide 8

The plan for services is a very important stage that must be given careful
attention for several purposes which are:

e To empower the juvenile/family.

e To require the juvenilefamily and case manager to think about
therapy outcomes.

» To prevent treatment from drifting or getting bogged down.

o To communicate about the approaches being implemented and
who is responsible.

e To establish a record of services

Instructional Input
Planning Process and Procedures

We are now going to take you through the steps involved in developing a
plan for a juvenile. Once a case has been assigned, the first step is to:

1. Establish communication with the family.

a. After the court hearing, the case manager should introduce
him/herself and schedule an appointment within 5 days after the
court hearing.

2. Develop a preliminary plan
Prior to meeting with the family, the case manager should:

a. Review the court order, assessment and other relevant
documents for biographical information, court requirements,
strengths, needs and other pertinent information

b. Develop a preliminary plan for services based on information
obtained from the above documents

SCDJJ - Office of Staff Development & Training
ECM Day 2 Lesson Plan
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Reference Handout
Packet Policy F-8.1

Developing a Plan —Step 3
Meet with the Family to Review/Update the Plan

» Explain the purpose of a service plan and
inform them of the type of infarmation
needed

» Distribute copies of the court arder to client
for review. Alsa use information obtained
from ather reports

~ Mutually discuss the juventle’s strengths
and needs. Establish objectives that are
specific, achievable and measurable.

(VLY bt N e Y L |
PowerPoint Slide 9

Reference the CMP in
the handout packet

Case Management Plan Form

» Diagnosis Code, Date, Source
»  Identification information,

. Formulation and Review Dates,
Case Manager’s Initials
»  Strengths of Juvenile
»  Needs of Juvenile
1 ~  SMART Objectives/Services and
Actions
S - Projected Completion Date
- Actual Completion Date
- Signatures and Title

R b e S|
PowerPoint Slides 10

3. Meet with the juvenile and his/her family to review/update

the plan for services.

After building rapport with the juvenile and the family members, the

case manager should:

a. Explain the purpose of a service plan and inform them of the type
of information you have obtained or will attempt to obtain in order

to complete this document.

b. Distribute copies of the court order to them for review. (Have the
juvenile discuss requirements with you to determine level of
understanding and level of commitment.) If there is no court
order, use information obtained from other reports, e.g.

evaluations, school information, etc.

c. Mutually discuss the juvenile’s strengths and needs. Establish
objectives that are specific, achievable and measurable.

Developing the plan for services

Explain each section of the Plan For Services form.
A.
B.

C.
D.
E.

I m

Diagnosis Code, Date, Source

Identification Information, Formulation and Review Dates, Case

Manager’s Initials
Strengths of Juvenile and Family
Needs of Juvenile and Family

SMART Objectives/Strategies to Build on Strengths and Address

Needs of Juvenile and Family
Projected Completion Date

. Actual Completion Date
. Signatures and Title

SCDJJ - Office of Staff Development & Training

ECM Day 2 Lesson Plan
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TRAINING AIDS LESSON FORMAT
Reference Policy F 8.1
in Handout packet Instructional Input
Review Requirements | Review DJ] CMP policy requirements, e.g. signatures, dates, etc.

What Does DY) Policy Require?

- Of the juvenile being placed
L

A CMP must be completed within 30 days...
on probation/parole
= Once notfied that a juvenile
ha

—
—
i
n transferred to an

s beet ”
aiternative placement ey

[ M i s gt
PowerPoint Slide 11

What Does DJJ Policy Require? co-tinued

The CMP must be completed thoroughly,
signed and dated by a credentlaled case
manager and documentad in an activity
note and signed by supervisor

The CMP must now be
reformulated every 365

updated/reviewed at any time.
(P e P S |
PowerPoint Slide 12

The CMP must be completed within 30 days of a juvenile being placed on
probation/parole. If a juvenile is transferred to an alternative placement,
a CMP must be completed within 30 days of being notified of this
transfer.

1. The CMP must be completed thoroughly, signed and dated by a
credentialed case manager and documented in a client service note.

2. The CMP must be reviewed at least every six months and
reformulated on a new CMP at one year. The CMP is a working
document and can be updated/reviewed at any time.

(Optional Activity)
Equal focus should be placed on building strengths as well as
identifying needs.
If I had two briefcases, one filled with one million dollars and the other
filled with pure diamonds (obtained legally, no repercussions) and I told
you that you could have one or both, but if you only choose one, I
would throw the other one away, would you be inclined to take one or
both? Remember that both are extremely valuable. I am sure you would
agree that it would not make any sense to just throw one away.

This is what we are doing however, when we don't invest enough time
on building strengths as we do on addressing needs. We throw away an
opportunity to engage this juvenile in something that may provide an
outlet for harmless expression, for productive involvement and/or the
opportunity to build upon existing situations in a positive manner.

Let’s take a closer look at a handout that outlines the key differences

Reference Needs

Based vs. Strengths between the needs based and strengths based approaches to case
Based Approach in management.

Handout packet

(Supplempenta / Please share some examples of ways you have addressed client
reading) strengths on your caseload.

SCDJJ - Office of Staff Development & Training
ECM Day 2 Lesson Plan
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m Unearthing m

m My Strengths 5

PowerPoint Slide 13

Unearthing My Strengths

| Reference

Juvenile/Family
Strengths based
questionnaire in
Handout packet

Positive Self-Concept

You may have in the past, encountered a little hesitancy when
attempting to have juvenile’s discuss their strengths and needs. People,
in general, sometimes find it difficult to discuss their strengths and
needs. Why? Give the juvenile/parents some time to develop a sense of
comfort in sharing child/family strengths with you as the case manager. I
am going to distribute a questionnaire that can be used to help
generate some responses.

(Trainer will brief case study juvenile role player for each
group)

Emphasize the need to

use extra pages, if necessary to include additional information

Guided Practice A- Positive Self-Concept exercise
Each group member will take turns asking questions from the strength
based questionnaire, and follow-up questions for the case study juvenile.

Activity A - Debriefing
Questions:

When you are engaged in activities that you do well, how do you feel?
How would you feel if you had an opportunity to try something that
you've always wanted to do?

If someone takes an interest in your talents and/or somehow benefits
from these talents, how does this impact you as a person and the
community?

Elicit responses  Anticipated answers

Ex. Motivated, inspired,  Ex. Worthy, appreciated,

Positive, happy, Good about yourself,
Energized, confident You may want to
Continue to share
Your talents.
Conclusion

SCDJJ - Office of Staff Development & Training
ECM Day 2 Lesson Plan




LESSON PLAN
Page 9 of 12

LESSON TITLE:

KEY POINTS/
TRAINING AIDS

LESSON FORMAT

Reference Aircraft
crash in handout.

Objectives

= Asenas of steps used to mest an esf
strength/need in order to achieve a set goal

- Individualized

- Realistic & Attainable

= Measurable

= Easily Understandable

PowerPoint Slide 14
Service Objectives
And Strategies — Pointers

Reference Strength
Based Bill of Rights in
Handout packet

When you are meeting with juveniles and their families. Establish a
climate whereby, strengths and needs can be mutually discussed.
Knowing a juvenile’s strengths and needs are equally very powerful tools
for facilitating positive changes in his/her life.

ACTIVITY
Aircraft Crash Scenario
Divide the participants into groups (can be split or leave them at their
tables) Read the scenario and instructions aloud to the group and then
give them 15-20 minutes to discuss. Ask for volunteers to present what
their group decided. Have the groups discuss how they came to the
decision on who to save.

Guided Practice B ~ Identifying Strengths and Needs

In your groups, list those strengths that were discussed during your
interview with the juvenile (in guided practice A). Record them in the
Strengths section of the CMP form. Then record the needs that your
group will address, on the CMP form.

Instructional Input — Service Objectives/Strategies

Pointers and examples — Objectives are:

¢ A series of steps used to meet an established need or to achieve a set
goal

Individualized

Realistic and attainable

Measurable

Written so that juvenile and family can understand

SCDJJ - Office of Staff Development & Training
ECM Day 2 Lesson Plan
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KEY POINTS/
TRAINING AIDS LESSON FORMAT
Reference SMART Guided Practice C — Writing SMART Service
Objectives in handout | Objectives/Strategies
packet Given the same case, write service objectives/strategies for your selected
list of strengths and needs. Groups will share results.
Discussion/Questions
Summary/Closing
You have just completed a balanced and realistic service plan for your
juvenile. You are now ready to put the plan into action. Please remember
these important do’s and don'ts about service planning:
Case Mangers should DL’S
~Act as a service broker not a treatment provider
~View the service plan as a working document
- Use the plan as a therapeutic tool e Do act as a service broker not a service provider.
e W e e Do use the service plan as a working document.
[ . ¢ Do use the service plan as a therapeutic and strength utilization tool.
; = e Do set goals that are realistic, achievable, and measurable.
R

PowerPoint Slide 15

Case Managers should not

= Overlock strengths

= Confuse the service strategy w:th the need

= lohn needs to resolve feelings of anger, sadness,
and/or guilt associated with the loss of a loved one
(Need)

= John will comply with anger management counseling
and all other counseling deemed necessary through
Mental Health [intervention strategy)

& D

PowerPoint Slide 16

Don'ts

e Do not overlook strengths.

e Do not confuse the service strategy with the need.
Example: (Incorrect) John needs social skills counseling.
Attending social skills counseling is the service strategy.
(Correct) John needs to develop better decision making skills.

Also keep in mind that the development of the plan for services is usually
one of the first steps in probation supervision. If the juvenile continues
to penetrate the system, this document may be used as a tool to help
others, (i.e. psychologist, social worker, clinicians, placement officials) to
continue to address needs, if necessary, or make appropriate
recommendations that are individualized and in the juvenile’s best
interest.

SCDJJ - Office of Staff Development & Training
ECM Day 2 Lesson Plan
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N
Careful service planning, with the
i of the } le/family, is
to eff case
and vita! for the protection af the
community

2

PowerPoint Slide 17

Plan the work...

“If the plan doesn’t work change

the plan but never the qoa|"_‘

...work the Plan!l!
=
PowerPoint Slide 18

CMP Slogan
Plan your work/work your
plan

Remember, that careful service planning, with the involvement of the
juvenile/family, is essential to effective case management and vital for
the protection of the community.

Now that you have planned your work, you are now ready to work the
plan. Your next training session will involve case supervision. Within this
training, you will gain an understanding of when case supervision begins
and how to “work the case” using effective case management practices
discussed throughout this training.

SCDJJ - Office of Staff Development & Training
ECM Day 2 Lesson Plan




LESSON PLAN
Page 12 of 12

LESSON TITLE:

KEY POINTS/
TRAINING AIDS LESSON FORMAT

SCDJJ - Office of Staff Development & Training
ECM Day 2 Lesson Plan




10SIA13dNS U01IDqo.d ‘UeW|OH epuoyy
101p.43s1UIWpPY [puolbay spup|pi ‘AAduuag [yewy

Suiuue|d Juswadeue|p ase)

juawoaseue I—\/g

¢

.

[

9AIIDY} —

[

ose

mu:ma m:_zm>a
40 LNIWNIL
eurjore)) ﬁ:cm






. = B i
2 - 3 o ¥ ¢ L - |
T L] & -..nmn Al ' &~ 9

" dup e'Suuueld






‘ueld
Juswagdeue|p ase) e 3uido|aAap uaym
sad110e4d 9211snl aAllel01saU 91e10du00U| «

"9|geAalyde pue a|gesnseawl a1j109ds
2Je 1eyl sa|IuaAn( 1o} saAI3dalgo dojansq «

'Spaau pue syiduauls s,a(IusaAnl Ajlauap| «

‘Ad1j0d (ra Aq paJinbaJ swuo} pue ssado.4d
duluue|d Juswagdeuew ased 9y} ulejdx3y «

SOAI}I3[qO Sululed]



'S9IIAJDS JO PJOJ3J B USI|qe1S? 0] <«

"9]gIsuodsal s1 oym pue pajuswa|dwi
3ulag sayoeoidde syl 1noge a1edluNWWod 0] <«

"UMOp pa330(
3u11198 JO SuUIllp WOJ} JUSWIeDI] JUdA3Id 0] «

‘'Sowo021no Adesayi 1noge yuiyl 01 Jodeuew
9sed pue Ajiwey/s|iusaan{ ayl aJinbas o] <«

‘Ajlwe}/ajluann( ayl Jamodws 0] «

ue|d Juswoadeuelp ase)
Jo sasodind



"uolyisodsip ays o sAep g uIiyum
Juswiuiodde ajnpayds pue §|9SIN0A
92NpoJlul ‘Sulieay 14N0I J9LY

Ajlwe4 ay3 yyum uoneslunwiwo) ysijqels3

T dois — ue|d e Suidojanag



‘'Sjuswnoop

9A0Qe WoJ} pauielqo
'OJUl UO paseq SIJIAIDS
1o} uejd Aseuiwijaid e dojanaqg
'SjUswnlop

JUBA3|3J J9Y10 pue JUaWIssasse
J9PJO 1UN0D MIIAJY

ue|d Adeulwijaid e dojanaqg

¢ dals — ue|d e Suidojanag




‘9|geJnseaw pue ajgeaaiyae 14103ds
2.Je 1yl SaAI103[qo ysijgeisy ‘spasu pue
SYisuaJis s,a|iuaAnf ayl ssnasip AjleminiN <«

‘s}3Jodad Jaylo wouy
paule1gqo uoljewJoul ash OS|y ‘“M3IA3J 10}
JU31|D 01 J9pPJO 1N0J 3Y1] Jo saldod alnquiIsig «
‘pPapasu
uollewJojul Jo adA} ay) Jo wayl wiojul
pue ue|d adIAJSs e Jo asodund syl ulejdx3 «

ue|d ay3 arepdn/mainay 03 Ajlwieq ayl Yyiim 109\

€ d21S — ue|d e suidojenaq



9111 pue saunjeusdis

91e@ uons|dwo) |enyay

9}e uola|dwo) paydaloid
SU0IY

pue s321A195/53A1303[q0 LYVINS
9|IUSANS JO SPasaN

9|IUSAN( JO sYyiduails

S|ellu| s,Jo3euen ase)
‘Sole@ MIIAY pue uolle|nwJIoS
‘UollewJoju] uoiledijuap|

924Nn0S ‘91e(Q ‘@p0o) sisouselq

w.io4 uejd Juswadeuelp ase)




Juswade|d aAljeulalje
ue 0} paJJajsued) uaa(q sey
9|IuaAn( e 1eyl paljilou a3uQ «

9|oJed/uolleqoid uo
pade|d Suiaq ajiuaanl ayl JO «

-shep UIYydIm paliajdwod ag 3snul dIND VY
“ Q€ °

¢alinbay Adijod rrq seoq reym



'awl Aue 1e pamainal/palepdn
9Q Ued pue JU3WINI0P SUjIOM e SI dIND 9YL

jWJ0} Mau e uo sAep
G9¢€ AJona paje|nwuoyal
9 MOU 1shw dI|AD 3yl

10SIAJadns Ag pausis pue 3jou
AliAloe ue ul pajuswniop pue Jageuew
9SeJ pajelyuapald e AQq palep pue pausis
‘Alysnouoyy pars|dwod aq 1shw dAD aul

**panunuod ;aainbay Adijod @ seoq 1eym









UOIINT DX

IO

SSHOONS
oA ELT

N < 9|gepueisiapun Ajises
1Insay 9|gelnseap

VOIRoSNE
L7 2|qeUIBNY 73 J11SI|edY
pazienpiAlpu|

> of y

'|leo8 19S e aA31Yde 01 43P0 Ul
paau/yiduails paysi|geisa ue 193w 01 pasn sdais JO SaLIas

SOAIRIqO

A A A A



a|gelnseaw
pue ‘a|qeAalyoe ‘a13sijead aie eyl s|eos 19§ <«

Jool 213nadelay) e se ue|d 3yl asn «
Juswnoop supjdom e se ue|d 92IAI3S Yl MIIA <«

19pPIN0Jd JUSWIIESI] B 10U 13Y0.4J 3IIAISS B SB 10y «

pjnoys sivsuejp] ase)



= =2
mid!l/ 1\\.\«%,.

(ASa3eJ1s uoljuanialu|) "yyjeaH |elusn
ysnoJayi Alessadau pawaap Sulasunod Jayio ||e pue
duijasunod juswagdeuew Jadue yum Ajldwod im uyor A

(paaN)
"9UO P3AAO| B JO SSO| 3yl YHM paieldosse 1jing Jo/pue

‘Ssaupes Uague JO S3UI|93) 9A|0Sal 01 SPaau UYor A
Paau ay3 yiim ASajeuls 921AI8S 9y} 9SNJU0) «

SY13UaJ3S Y0O0JJaN0 «

J0U pjnoys siaseue|p] ase)




‘AJlunwiwod 3y} Jo uoljdaloud ayjy Joj [eUIA pue
Juswasgeuew ased aAI193)49 0] |e13uassa si ‘Ajiwey/ajiuann|
9Y3 JO JUsWBaA|OAUl 3Y] YIIM ‘Suluue|d 32IAI3S |njaie)




UMouufn ~ | T T

1208 3yl Janau 1nq ‘ue|d ayl asueyd
}JoM 1, usaop ue|d ays 4,



7878-968-£08 — 99O uoeanpd [e19ads — 05 %3 || SLL
G6G6-968-€08 — 99WO S,[eJaua9) Jojoadsul- | Sl
-5310170d NOLVYNIWIHOSIONON JHL
ONIQYVYO3Y SIHINONI ITANVH OL A3LVYNDIS3A N33 IAVH SIII440 ONIMOTIOL FHL
‘abe 1o Ayijiqesip ‘xas ‘uibuo [euoneu 10j09 ‘aoel JO Siseq sy Uo SailAloe
Jo sweiboid Aue u) ajeuwoSIp Jou SBOp 82ISN[ BjIUSANY JO Juswpedaq euljose) ynos ay |

1RUIPpIs@||0o]y :jlew

088S-/9% (¥98) 921140
Jo1onJ1su| suluied|
suljjod uinsipy

U lIpIS@uUUagME :|lew]
00S£-606 (€08) @20
JO1eJISIUIWPY |eUOISaY SpUe|pIIA

112uuag |yewy

:39D3U0I asna|d
uonpwJaofui [puoiIppp 10 suoiysanb 4o4



L

Department of
luvenile lustice
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LESSON PLAN COVER SHEET

TITLE: I Case Management Supervision

CREDIT HOURS: | 6

TYPE OF TRAINING: Orientation, In-Service, Basic, Other

PREPARED BY:

DATE PREPARED:

REVIEWED BY: Signature
Reguired

Committee

2015(updated 2016)

TRAINING GOAL/PURPOSE: |

To equip the case manager with the knowledge and skills to effectively provide case management

supervision/intervention to juveniles and families.

PERFORMANCE OBJECTIVES: ]
By the end of the training, participants will be able to: ]

Define supervision

= o B

List at least 2 components of case management supervision.
Identify 4 desired outcomes for effective case management supervision.
Given a scenario, demonstrate the ability to incorporate case management supervision tools.

EVALUATION PROCEDURE:

RESEARCH RESOURCES:

X Participant Reaction
X Performance Test
] written Test

(SOP)

Agency Policies, Community Resource Guide, Policy & Procedure
Training, Desktop Guide, County Standard Operating Procedures

AIDS, SUPPLIES AND EQUIPMENT NEEDED:

X powerPoint

D Flip Chart Stand/Paper
[_] LCD Projector

X Markers/Tape

X Handouts

X Attendance Rosters

[C] Name Tents

[] Evaluation Forms

X other:
Role Play, Video Clips,
Forms
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] . ffective

C ase

] \/l anagement

Case Management Supervision

Mark Con, County Director, Sumter & Lee Counties
Kistin Collins, Tralning Instructor

| PowerPoint Slide 1

Flip Chart

Can you follow policy and not
be an Effective Case Manager?

Assigned 01/01/2015.
Probation 6 months

Home visit with Family CMP
development 01/15/2015

Face to face 02/01/2015

Face to face 03/31/2015
Conduct exit interview.
Juvenile off on ECC credit

Training Objectives

» Define Supervision

« List at least 2 Components of Case
Management Supervisian

= identify 4 Desired Outcomes for Effective
Case Management Supervision

» Demonstrate abtlity to Incorporate Case
Supervision Taols

PowerPoint Slide 2

l.  Introduction
Exercise: Have class state their expectations and definition of effective supervision.

Effective case management begins at the time someone walks into your office and/or when
you receive a telephone call regardless of the reason. In other words the client and his/her
or family does not need to be in the system to receive case management services
(intervention/prevention). Many cases have and will continue to be diverted at this initial
stage if appropriate time is taken with the family and appropriate referrals/suggestions are
made. Case management services also include services to juveniles in detention, intake,
probation and parole and/or in a committed status.

Effective case management services includes: clear and concise communication, giving
understandable instructions, active listening, making good and impartial assessments,
developing a workable and attainable plan for services, following up, and ensuring all
activities are documented.

Case managers should always focus on developing and managing a course of action that
has the greatest likelihood of achieving the desired outcomes of a safe community, victim
reparation, and identified needs of the juvenile family are met, and a more law abiding
youth.

When we talk about effective case management, we are in fact, referring to how we
manage or supervise that case; again, no matter at what phase of the system the juvenile
is in.

Effective supervision practice will be what we discuss today.

II. Training Objectives

Objectives

1. Define Supervision

2. List at least 2 components of case management supervision.

3. Identify 4 desired outcomes for effective case management supervision.

4. Demonstrate the ability to incorporate case management supervision tools
(with given scenario).

Discuss responses from Exercise.

Our purpose for this training is to equip case managers with the knowledge and skills to
effectively provide case management supervision to the juveniles and families we serve.

SCDJJ - Office of Staff Development & Training
ECM Day 3 Lesson Plan
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Supervision

Supervision is managing clients through
tdentifying & prioritizing individual
strengths and needs and translating
them into a set of customized realistic
goals, to include monitoring and
reassessment to ensure success.

PowerPoint Slide 3

Supervision Practices

« Goal-driven

« Performance-based
» Qutcome focused

PowerPoint Sllde 4

Case Management Services

» Courtesy Contacts
« Intervention & Prevention

» Detention Screening \;
« Intake <% ~
* Probalion Supervision x I

« Commitment

» Reintegration
« Parole Supervision

r

PowerPoint Slide 5

Effective Case Management
Services

» Clear & Concise Communications

* Understandabie Instructians

» Active Listening

= Thorough & Impartial Assessments

= D ase
Plans

* Foliow Up

= Regular Staffing

= Documentation

PowerPoint Slide 6

Question: What is your role
as a case manager as it relates
to supervision?

III. Supervision Definition

Supervision is managing clients through identifying and prioritizing individual strengths and
needs and translating them into a set of customized realistic goals, to include monitoring

and reassessment to ensure success.

Supervision practices must be goal-driven, performance-based, and outcome focused.

As a Case Manager your role is complex. You are to devise a plan for service that is
realistic and obtainable for the juvenile, that maximizes his/her strengths, that holds the
juvenile accountable for his/her actions, that demonstrates the juvenile displays victim
empathy, and minimizes community risk that will encompass the appropriate level of

supervision. All of this to include —

in the least restrictive environment for the juvenile.

Case Management Services can begin with Courtesy Contacts and may include the

following:
1. Intervention and Prevention
2. Detention
3. Intake
4. Probation Supervision
5. Commitment
6. Reintegration
7. Parole Supervision

Effective Case Management Services also include:
Clear and Concise Communications
Understandable Instructions

Active Listening

Thorough and Impartial Assessments
Developing Attainable Case Management Plans
Follow-up

Regular Staffings

Documentation

b o Sl e S T IS =

SCDJJ - Office of Staff Development & Training
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Tootsie Roll Exercise

Components of
Supervision Practices

« Client Services
« Supervision Services

« Coalition Building and
Community Partnering

= Case Management
implementation

PowerPoint Slide 7

Client Services

« Positive Communication
+ Relationship Buliding

« Buy-in

= Strength-focused

» Coordinating Services

+ Regular Contact

« Staffing case

PowerPoint Slide 8

A. Client Services
Positive communication
Relationship
Buy —in
Strength based
Coordinating services
Regular contact
Case Staffings

1V. Components of Case Management Services
The 4 components of Case Management Services are Client Services, Supervision Practices,
Coalition Building/Community Partnering and Case Management Implementation. Each
individual component is important; however it is essential to consider all the components in
a holistic manner. Somewhat like a Tootsie Roll Pop. There is the wrapper and the candy on
the outside with the soft tasty tootsie roll center all strategically placed on a stick for easy
handling. If we looked at these individually, although each has a purpose, it wouldn't be a
Tootsie roll pop. It is by putting them all together, that they become a Tootsie Roll Pop.
How we approach Case Management Services can be compared to how we eat a Tootsie
Roll Pop. For 35 years there has been on going “scientific” studies to answer the question
“how many licks does it take to get to the middle of a Tootsie Roll Pop. Many people try to
lick their way to the center and many have failed---for they couldn’t help but bite. With
case management services, do you open the file, look at the present charges, along with
the prior record and decide the juvenile needs to be committed—which can be like
unwrapping the Tootsie Roll pop and biting right in to reach the center while ignoring the
outside. OR do you take your time and get to know about the juvenile, the strengths, what
“"makes up” the juvenile (family, neighborhood, school, needs) and get down to the center (
the juvenile) Isn't that like taking your time and licking your way to reach the center of
the Tootsie Roll Pop

A. Client Services ( Know your juvenile)
As mentioned in the assessment phase of this training, positive and open

communication is essential in building and maintaining a relationship with the
juvenile and his/her family. To maximize the potential success of a juvenile under
supervision, there has to be trust, respect, and a positive rapport. It is critical that
a juvenile and his/her family understand and “buy-in” on the type and level of
supervision. Where other agencies are involved, there should be regular and
effective communication to coordinate and monitor services, focusing on the
juvenile and family’s strengths.

* Positive and open communication (active listening, body language
observed, interpersonal skills).

* Building relationship with juvenile/family (respect, trust, positive
rapport)

* Getting buy-in on type and level of supervision, plan for services from
juvenile/family.

* Focus on strengths, individual and family.

* Contact with other agencies (exchange of information, coordination of
services, interagency staffings).

* Maintain regular contact via school, home, face to face and service
provider.

* Staffings: supervisory, office, interagency.

SCDJJ - Office of Staff Development & Training
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B. Supervision Practices

Supervision {'

ik Practices
PowerPoint Slide 9

Supervision £
[ .

\ ezt
Ry Practices
PowerPoint Slide 10
On- Going Staffing

At each major decision point

*Pre- court
= Af disposition ‘e §.
<ECC * y-
» CPRY q =
* Quarterly ko

« Crisis

* During changes found through re-assessment
« Viclation consideration {wctim notfication)
*For closure

PowerPoint Slide 11

BREAK

Coalition Building/Community Partnering
Collaboration for Success

* Maxmizing Community
Resources

« Creating Resources

« Linking / Brokening Services

PowerPoint Slide 12

1. Considerations Throughout Supervision
Levels of supervision
Graduated Responses

Earned Compliance Credit
Continuum of Services

Least Restrictive Environment
Victim Impact

TmMoowy>

2. On-Going Staffings- Staffings should be held at each major decision point
during case supervision

Pre-court

At Disposition

Earned Compliance Credit (ECC)

Community Planning and Review Team (CRPT)

Quarterly

During Changes found through re-assessment

Violation Considerations (victim notification)

Crisis

Closure

NFIOMmMUO®R

VI. Staffing exercise

As part of Effective Case Management, you will need to frequently need to staff cases with
a number of different entities to include your supervisor and other agencies. If presented
with one of the following scenarios, develop a list of staffing partners and possible solutions
to the scenario presented. 1-Mike develops an STD, 2-Mike reports that he has been
having dizzy spells, 3-Mike is suspended from school for fighting, 4-Mike's stepfather
reports that he is not following his curfew, 5-Mike's girlfriend becomes pregnant, 6-Mike's
mother and stepfather develop marital difficulties centered around Mike’s behavior and the
way he is disciplined.

Part of your role as a Case Manager is to know your community, the services that
are available, by whom and how to access these services. If a need is identified
and no services are readily available locally, an effective case manager will work
with community partners to create a service that will potentially meet this need.

* Maximizing available resources (identifying, understanding scope of

services).
* Creating resources (think outside the box).
* Linking / Brokering services

Case Managers should develop partnerships with neighborhood groups,
civic associations, service organizations, businesses, churches, and schools
and seek their participation in the justice process and help them build safe

SCDJJ - Office of Staff Development & Training
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» Vocational Rehabilitation 2 Bullying Awareness

PowerPoint Slide 13

Maximizing Community

Resources
Iraditionol Resources Non-Traditionel Resqurces
« Mental Health = 5CWorks Programs
* Alcohol and Drug Abuse = Victim impact
Commission Panel/Classes
* Department of Disabilities * Specialized Programs
and Special Needs 4 Parenting Programs
« Vocational Rehabilitation 4 Bullying Awareness
-'- 2 _

PowerPoint Slide 14

Community Resources
*Traditional Resources
*Non-Traditional
Resources

Generate Discussion:

Community Resources
Linking, Monitoring , and Evaluating

+ Make apprapriate referrals based on needs
[l - Preparcjuvenile and family for refesral

[} - Supply thorough information to provider

* Monitor / Evaluate services

= Follow-up with service provider

= Discuss services with juvenile and famity to
verify occurrence

» Request monthly reports from provider

KEY POINTS/
TRAINING AIDS LESSON FORMAT
Maximizing Community communities. Forming partnerships increases Case Manager's leverage in
Resources managing the risk the offender presents to the community during
P =S supervision while developin_g community services and gther skill-building
Mnlvth e s opportunities. It also contributes to a shared ownership of the problem of
Commission Panel/Classes delinquency when:
e s g g * Case Managers conduct supervision activities outside the office whenever

possible, visiting the juveniles at home, at school, the community services
site, and at work.
* Allows the case manager to become familiar with the youth's environment,

increases opportunities for collateral contacts, and encourages community
participation.

Community groups are stakeholders in the process of a juvenile’s
Rehabilitation. The Case Manager should become a partner with the
community by developing new opportunities for offenders to learn

positive social skills while also contributing to the good of the community.
Through these partnerships community members should be encouraged to
reintegrate offenders and build on their strengths by accepting them into their

community groups, modeling acceptable behaviors, and allowing offenders to
practice new skills and competencies.

Community Resources

1. Traditional Resources
a. DMH
b. Alcohol and Drug
c. DDSN
d. Vocational Rehabilitation

2. Non-Traditional resources
a. SC Works Programs
b. Victim Impact Panels / Classes
c. Specialized Programs ( Parenting Programs, Bullying Awareness)

Linking, Monitoring, Evaluating

Make appropriate referrals based on needs

Prepare juvenile and family for the referral

Supply thorough information to the provider

Monitor / Evaluate Services

Follow-up with the service provider

Discuss services with the juvenile and family to verify occurrence
Request monthly reports from provider

Sl A E D IS
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—PowerPoint Slide 15

Community Resources
Dli initiatives

= TASC {Teen After
School Centers)

= APO {Auxihary
Probation Officers)

= Victim Impact Classes/
Panels

= Family Solutions
= Choices

* GREAT
* Lunch Buddies
» Earn & Return

» Community Social
Worker

* JRT (Job Readiness for
Teens)

>

PowerPoint Slide 16

Community Resources
Purchasing Services
+ Intenswve Family Services

= Wrap
4 Transportation
2 Behavioral Intervention / Modification

* Alternative Placement
2 STAP -Short Term Alternative Placement
a2 Intermediate Group Care
2 Intensive Group Care
3 Therapeutic Foster Care

PowerPoint Slide 17

Staffing Exercise

Components of
Successful Alternative Placement

« Assessment / Needs
« Staffing {include chinical staffing)

Out Of Home
Placements

(B o Sl - T R
PowerPoint Slide 18

Components of Successful
Alternative Placement, coninved

* Assess for Least Restrictive
Environment

« Level of Placement
* Placement Matrix

» Monitoring and follow up .
« Placement Contact / Visits
« Planning for discharge

« Transition from placement ta home

PowerPoint Slide 19

DJ] Initiatives
1. Teen After School Centers (TASC)
2. Auxiliary Probation Officers (APO)
3. Victim Impact Classes / Panels
4, Family Solutions
5. Choices
6. Gang Resistance Education and Training (GREAT)
7. Lunch Buddies
8. Job Readiness for Teens (JRT)
9. Insiders
10. Earn and Return

Purchasing Services
1. Intensive Family Services
2. WRAP
a. Transportation
b. Behavioral Intervention / Modification
3. Alternative Placement
a. Short Term Alternative Placement (STAP)
b. Intermediate Group Care
c. Intensive Group Care
d. Therapeutic Foster Care
As part of Effective Case Management, you will have to maintain contact with outside
vendors as well as sister agencies to determine the level and nature of the services being
provided to the juveniles under your supervision. As a group discuss the actions that are
needed on your part and what you can expect from a service provider in the following
situations. 1-Mike is in Alternative Placement, 2-Mike and his family are assigned IFS
services, 3-Mike is assigned a Therapeutic Assistant, 4-Mike is receiving services through a
sister agency, 5-Mike is receiving counseling through a private provider.

Components of Successful Alternative Placement

1. Assessment /Needs

2. Staffing

3. Least Restrictive Environment

4. Level of Placement

5. Placement Matrix

6. Monitoring and Follow-up

7. Placement Contact

8. Placement Visits

9. Planning for Discharge

10. Transition from Placement to home

SCDJJ - Office of Staff Development & Training
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Needed for Placement Initiation
= Universal Application
+ Staffing Form
« Parent Signature Form

AM\KI(J:

| NOUTH ACADEMY

|
PowerPoint Slide 20

Case Management Implementation
Factors Impa'c_r_lr_rg Supervision

PowerPoint Slide 21

Supervision Outcomes

= Accountability
* Least Restrictive Environment

= Competency and Skill
Development

= Victim Restoration
» Reduce Recidivism
* Case Closure

.

PowerPoint Slide 22

VI.

KEY POINTS/
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) it 6\'"__“# 11. Needed for placement Initiation

a. Universal Application
b. Staffing Form
¢. Parental Permission Form

C. Case Management Implementation ( Know how it all works together)

Systems collaboration requires the tying together of all case management

disciplines. This collaboration should always be client centered so that it works
to meet the needs of the juvenile and their family, while being guided by agency
policy and legal mandates.

* Services needed outside of the realm of juvenile justice system
resources are met through building relationships, cross-system
communication and coordination with community agencies/entities.
Services needed within the realm of juvenile justice system resources
are met through building relationships, cross-sectional communication and
coordination.

Policy/local office procedure guidelines.

Court order

Current Child assessment/other evaluations/plan for services.

Current case services notes/proper and completed documentation (if it is

not written, it has not been done)

Proper forms

* Case management supervision tools — pocket pc, personal contact, grids,
peer audits, internal audits, TCM reviews.

* Reassessments (progress towards goals, i.e. any reason progress is not
being made and adjust accordingly, reassessment is on going, note red
flags — impact to community/victim, utilized resources, community
psychologist, community evaluations, residential evaluation, inter/intra
agency staffings, changes in family information.

* Staffings — supervisor, office, interagency.

* Reports — JIMS, 90 day, multi- agency, headcount, surveys, checklist.

E R I

*

Desired outcomes of effective supervision

1. Accountability - When an individual commits an offense, the offender incurs
an obligation to repair harm to the individual victim(s) and the community.
But we as an agency are held accountable as well. There are laws, statues,
mandates, and a code of ethics we must follow. We have an obligation to the
citizens of South Carolina to show how we are responding to the problems in
our state. The National Report Card Project is a document that shows us our

SCDJJ - Office of Staff Development & Training
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strengths and weaknesses as an agency. We are also held accountable by
results of audits, (not limited to TCM reviews), peer audits, PBS, and quarterly
staffings with supervisors. This gives the supervisor the opportunity to
monitor and hold the Case Manager accountable for the case by ensuring
follow-up from previous staffings as well as court staffings and inter-agency
staffings. Court staffings hold Case Managers accountable to make sure staff
members have a good understanding and can properly articulate the
recommendations. Inter-agency staffings allow input and regular contact with
service providers involved with the case. The juvenile is held accountable by
their special conditions of probation/parole, which may include paying
monetary restitution, completing community service hours, complying with
referrals to resource agencies, following a curfew, submitting to drug
screenings, writing essays, or participating in a victim impact class/panel.

‘DJJ Report card ‘

Medicaid Reviews

Performance Based Standards (PBS)

Quarterly Staffing

Interagency Staffing

pan gy

2. Least Restrictive - It is the goal of the agency to not only protect the public
and hold the juveniles we serve accountable for their actions, but to also
provide supervision of the juvenile in the least restrictive environment. We
should strive to provide the juvenile with an appropriate level of supervision in
an effort to minimize risk to the community, victim, and the juvenile.

Least Restrictive Environment Through the use of interagency and intra-agency resources, Case Managers

will enhance the likelihood that the juvenile and family needs are identified, and
the most appropriate referrals are pursued.

The implementation of a weighted caseload system will support the
supervision of higher risk/need juveniles while minimizing further risk to the
community and victim.

Supervision of juveniles will include the monitoring and reassessment of their

probation/parole conditions. The utilization of graduated responses/sanctions

after reassessment will direct and support consistent

PowerPoint Slide 23 recommendations/responses for positive and negative behavior.

Walk-ins

Arbitration

Contract

Probation

Graduated Responses

Evaluation

Placement

Commitment

« Walk-Ins

« Arbitration

+ Contract

« Probation

« Graduated Responses®
« Evaluation

« Placement

» Commitment
wadomed Mergor

a7

Semoon T

3. Competency (skill) Development — One desired outcome of effective case
management is the development of life skills of the juveniles we are serving.
Life skills development can encompass developing job skills or may focus on

SCDJJ - Office of Staff Development & Training
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Competency Skill Development

A major gool of Cormpetency Skil Development is to hclp a fuventie
develop skifs which wil moke them more employment ready.

* Community service

+ Choices

= Job Readiness for Teens
* Conflict Resolution
*GREAT

* Other Community
Initiatives

PowerPoint Slide 24

WRAP Discussion
Address with placement/
treatment providers what
services you expect at the
start of services not 2

| months in

LUNCH

Victim Restoration
Restorative kestee theory siates:
Crirne is a waltion of peopée ond of infeversov rrictiafien. These violations arrote
obigotions ond the centrot chlgaon i £ nght the wimng
* Manetary Restitution

= Community Services that restore the victim and repair the
tommunity

= astend to the needs of victims hoth short and long term

PowerPoint Slide 25

how a juvenile manages interpersonal skills. Many of the juveniles we work
with have not seen a lot of success in their lives, whether we are talking about
success in school or success in how they deal with other people. Additionally,
our juveniles do not always have access to positive role models. Upon
completion of case management supervision, the juvenile should not only have
successfully completed all legal obligations, but also developed skills and
strategies that will help them in becoming productive citizens. Skill
development can be achieved in a number of ways, for example:

a. Community Service — provides a juvenile with the opportunity to

give back to the community, but an appropriate community service site will
also teach a juvenile how to deal with others, follow instructions of a
supervisor, and positively reinforce the outcomes of doing a good job. While
completing a task is important, it is equally important that a juvenile

~ understands how to do the job and work in cooperation with others.

b. CHOICES - a D] sponsored group that helps a juvenile to develop an
understanding of how seemingly small poor choices can lead to much larger
problems. Major problems can often be traced back to a number of small
situations which were handled ineffectively.
¢. Conflict Resolution — a DJJ sponsored group which helps juveniles deal
with conflict management. Juveniles have come to deal with conflict in an
inappropriate, often illegal manner. Conflict resolution teaches juveniles to
explore different strategies for dealing with conflict; yelling, hitting, and
intimidation are not acceptable. Discussing, reflecting , and compromising are
skills that will help the juvenile in all aspects of their life.

d. GREAT

e. Job Readiness for Teens

f. Other Community Initiatives — aside from programs specifically

sponsored by the

agency, each community has a number of enrichment programs that will help
a juvenile develop self-esteem and a positive self-image. Recreational
opportunities, cultural events, and services offered by other agencies are all
viable options for skill/competency development.

Always keep in mind that skill/competency development does not have to be
court ordered/parole board driven. Good skill/competency development should
focus on the development of strategies that will make the juvenile a more
positive person. Effective skill/competency development continues after
supervision ends. Being a positive contributing member of the community
should not be limited to D1J supervision, but should continue to grow as the

juvenile grows. Effective skill/competency development sets the foundation or
future successes.

Victim Services — D1J is committed to Balance and Restorative Justice for
individual who are impacted by juvenile crime, especially victims. When an
offense occurs, an obligation to the victim occurs. Victims have the right to
active involvement in the justice process. Initial contact is made to victims
prior to DJJ issuing a recommendation to the solicitor to divert, prosecute or
any other action. Victims also receive information regarding hearings,

SCDJJ - Office of Staff Development & Training
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Recidivism Reduction
An expected outcome of utilizing o continuum of servces
i 0 reduction in recidivism.
» Continuum of services
» Walk-Ins / Courtesy Contacts

* Diversion
4 Arbitration
a4 Contract

+ Probation
« Graduated Responses
« Evaluation

PowerPoint Slide 26

« Appropriate Alternative Placement
« Commitment
= Reintegration

KA

PowerPoint Slide 27

notifications, release/transfer or escapes as confidentiality restrains allow.
Offenders pay restitution to victims when appropriate as well as provide
community service to repair harm to the community. Offenders may also pay
other restorative fines imposed by the court such as an apology letter or
sanctions recommended by the victim to include victim impact panels and
receive victim awareness education.

Recidivism Reduction - An effective case manager will need to understand
and effectively use a Continuum of Services to ensure quality supervision and
reduce recidivism. An expected outcome of utilizing a continuum of services is
a reduction in recidivism. The following list represents a Continuum of
services:
a. Walk ins / Courtesy Contacts
b. Diversion

*Arbitration

*Contracts
. Probation
. Graduated Responses
. Evaluation

Appropriate Alternative Placement
g. Reintegration

o Oan

. Graduated Sanctions: Defined as a uniformed system of structured and

progressive responses that may be imposed to promote positive behavioral
changes and to defer further delinquent behavior. Graduated responses are
primarily used to enhance probation and parole supervision, however, may be
used at the intake phase as a tool to delay prosecution. The development and
implementation of a consistently clear process of graduated responses has an
immediate and positive impact on the DJJ institutional population and serves
as an appropriate and rational method of managing probation and/or parole
violations. The implementation of a system of graduated responses within the
community provides a comprehensive system to include: (a) immediate
sanctions for first time non-violent offenders, (b) intermediate sanctions for
more serious offenders, (c) secure sanctions for violent offenders, and (d)
positive responses and consequences for exceptional behavior juveniles under
supervision.

. Interagency Staffings: A systematic and periodic review of juvenile cases

involving juvenile justice entities, appropriate community organizations, and at
least one other state human service agency for the purpose of providing
recommendations for the Family Court or for D]J staff in their management of
the case. Interagency staffing encourages cooperation and communication
between agencies to help ensure access to the most cost effective and
appropriate services for the youth and their family. Interagency
recommendations should be made in accordance with the DJJ
Risk/Classification System and should occur at the pre-court stage for every
case as well as in cases where serious cognitive delay, mental illness, or
substance abuse is present. Staffings can also occur on an as-needed basis for
any case at any time.

SCDJJ - Office of Staff Development & Training
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BREAK

Case Closure Steps

« Evaluate Progress foutcomes
G 3 * Review Earned Compliance Credit {ECC)
\\L « Staff case for closure
* Review the file to ensure all aspects of the
: » Court order have baen completed
" * Review the Case Management Plan {CMP)

Closure Interview
= Victim Notification (If appropriate)

PowerPoint Slide 28

c. Reintegration: Standards have been developed in order to assist the agency
in reducing recidivism. Reintegration typically consists of a series of events
specifying the particular course of treatment a youth should follow upon release
from the facility. Reintegration begins at the time of commitment and should
focus on the services, programs, and treatment that a juvenile should receive
once released from the facility. It should also include preparation for housing,
education, or employment if appropriate. This plan incorporates the findings
from the juvenile’s educational, health, mental health, and substance abuse
assessments and promotes the continuation of treatments, therapy, and
services begun in the facility. The reintegration process is developed by a team
consisting of facility education, health/mental health and program staff, as well
as parole/probation officers and case managers who establish formal links to
community treatment providers to support the juvenile’s transition from the
confinement setting to the community. It is frequently referred to as an
aftercare plan.

Case Closure Exercise

As part of Effective Case Management, you will be tasked with closing a juvenile’s file when
services are completed. What are some steps that need to be taken with the juvenile, and
what are some steps that need to be taken with the file for case closure?

VII. Case Closure
The case manager may recommend termination of a juvenile under the supervision of DJJ
for probation or parole with the supervisors’ approval under the following circumstances:

1) The juvenile completes the required period of supervision as stipulated by the Family

Court Order or the Juvenile Parole Board;

2) The juvenile reaches the statutory age limit imposed by the SC Children’s Code:
a)Eighteen years of age for juveniles under probation supervision;
b)Twenty one years of age for juveniles under parole supervision;

3) The juvenile has completed Court Order/Parole Agreement stipulations and has met
their treatment goals and has the approval of the Family Court/Parole Board (this
usually involves an early release).

4) The juvenile is released through ECC credit

5) Death

Case Closure steps with the juvenile
1) Evaluate Progress / outcomes

2) Review Earned Compliance Credit

3) Staff case for consideration of closure
4) Victim notification (if applicable)

5) Closure Interview

SCDJJ - Office of Staff Development & Training
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Case Closure Steps, continued Case Closure Steps with the file
with file 1) Review the file to ensure all aspects of the court order have been completed

= Check JIMS for Outstanding Locations and
Obligations
+ Review JJMS for outstanding referrals
« Key release disposition in JJMS
s Remove the Counselor assignment
a Close the Case Management Plan (CMP)
= Present the file to a supervisor for final review

)

PowerPoint Slide 29

Summary

* Define Supervision
* tist at least 2 Cornponents of Case
» Management Supervision

= Identify 4 Desired Outcomes for
Effective

* Case Management Supervision

* Demonstrate ability to Incorporate
Case

® Supervision Taols

e

PowerPoint Slide 30

2) Check JIMS for Outstanding Locations and Obligations
3) Review JIMS for outstanding referrals

4) Key release disposition in JJMS

5) Remove the counselor assignment

6) Close the Case Management Plan (CMP)

7) Present the file to a supervisor for final review

Successful Case Closure

From a restorative justice perspective, a juvenile offender is successful when he/she has
demonstrated accountability for his/her actions. Accountability is not defined as taking
punishment, but rather as accepting responsibility by:
1) Repairing the harm caused to his/her crime victim(s) and community to the
degree possible, and
2) Learning the skills (competency development) necessary to become a
competent, law abiding, and productive citizen.

Repairing the harm (making right the wrong) is accomplished by an offender completing
activities such as writing a meaningful apology letter to a victim, earning the money to pay
for damages caused to a victim, or performing community service work to earn his/her way
back into the community. A critical component of repairing the harm is helping an offender
understand the harm/impact that his/her crime has had on their victim and community.
Requiring an offender to attend a Victim Impact Panel or Victim Impact Classes may cause
him/her to realize the harm caused by their crime and potentially prevent future re-
offending and re-victimization.

Learning skills (competency development) should be tailored to each individual offender
and should be future oriented. The offender should engage in learning skills that will
promote future success, i.e., employment skills, conflict management skills, social skills, or
educational skills. The goal of competency development is for the offender to acquire the
skills needed to become a law abiding, tax paying, and contributing member of society.

VII. Summary (review of objectives) and Closure

SCDJJ - Office of Staff Development & Training
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ATTACHMENT 5



This form can be
STATE OF SOUTH CAROLINA zgxp:iteerdisn (t)l:;
EMPLOYEE PERFORMANCE MANAGEMENT SYSTEM DIJ ﬁser may
Name Personnel No.:

Agency South Carolina Department of Juvenile Justice

Department

Position Classification

Date Assigned to Current Position

Performance Review From To

PLANNING STAGE ACKNOWLEDGMENT

Rating Officer Date
Reviewed by Date
Employee Date

(SIGNATURE OF EMPLOYEE INDICATES THE PLANNING STAGE AND POSITION DESCRIPTION WERE REVIEWED WITH THE
EMPLOYEE.)

EVALUATION STAGE ACKNOWLEDGMENT

Rating Officer Date

Reviewed by Date

Reviewing Officer Comments

Employee Date

(MY SIGNATURE INDICATES THAT I WAS GIVEN THE OPPORTUNITY TO DISCUSS THE OFFICIAL PERFORMANCE REVIEW
WITH MY SUPERVISOR - NOT THAT I NECESSARILY AGREE. )

Employee Comments

The South Carolina Department of Juvenile Justice is an equal opportunity employer. DJJ does not discriminate in hiring, promotions, discharge, pay, fringe benefits, job training,
slassification, referral or in any other aspects of employment, on the basis of race, color, religion, sex, disability or national origin. Any acts you fee! is in violation please contact the
Office of Human Resources 4650 Broad River Road, Willow Lane Campus Columbia, SC 29212 (803) 896-4733. The South Carolina Department of Juvenile Justice's Schoal District
also does not discriminate in any programs or activities on the basis of race, color, national origin, sex, disability or age. The following ofiices have been designated to handle inquiries
regarding the school district's nondiscrimination policies: Titie IX - Inspector General's Office - 3208 Broad River Road, Columbia, SC 29210-5427 - Ph: 803-896-9595; 504 Special
Education Office, 1830 Shivers Road, Columbia, SC 29210-5416 — Ph: 803-896-8484,
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INSTRUCTIONS
THE PLANNING STAGE

JOB DUTIES - The supervisor, utilizing suggestions from the employee, shall select job duties from the
employee's most recent position description and develop criteria for each duty. All supervisory
employees are required to be reviewed “completes each rated employee’s performance appraisal in a
timely manner.”

OBJECTIVES - This section allows the supervisor to include any additional special projects or program
assignments that are not on the position description but that are assigned to the employee during the
rating period. Objectives are optional, but if used, criteria are required for each objective.

PERFORMANCE CHARACTERISTICS - Performance characteristics and their definitions should be
directly related to the employee's job and may be selected by the supervisor and the employee from a
list developed by the Division of Human Resource Management. All management and supervisory
employees are required to be reviewed on “promoting equal opportunity." (Performance
characteristics will not be rated with the three levels of performance. They should be rated as "pass" or
"fail.")

The supervisor should meet with the employee to discuss the position description and how it relates to
the job duties and objectives for the upcoming year. After this discussion, the supervisor shall complete
the planning stage of the document. Prior to discussion of the completed planning stage with the
employee, the supervisor will meet with the employee to review the final plan for the year and obtain the
employee's signature. The completed planning document will be placed in the employee's personnel file
to be used as the evaluation document at the end of the review period.

THE EVALUATION STAGE

The supervisor will complete the evaluation document based on the employee’s performance for the
entire year. Using the three levels of performance outlined below, job duties and objectives shall be
rated on how well the employee has met with criteria as outlined in the planning stage. Performance
characteristics will be rated as "pass" or "fail" based on the definitions, which were communicated to the
employee in the planning stage. The characteristics shall be used as a communication tool and shall
not be weighed in the determination of the overall performance rating.

Once the supervisor has completed the evaluation document, it will be presented to the reviewing officer
for signature. The supervisor will then schedule a meeting with the employee to discuss his/her
performance and to obtain the employee's signature on the evaluation document. The evaluation must
be completed prior to the review date to be timely.

THREE LEVELS OF PERFORMANCE
(To rate job duties, objectives and overall performance)

EXCEPTIONAL - Work that is above the criteria for the job function throughout the rating period.
SUCCESSFUL - Work that meets the criteria of the job function throughout the rating period.

UNSUCCESSFUL - Work that fails to meet the criteria of the job function throughout the rating period.

Page 2 of § Form B-3.13A
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1.

2.

JOB DUTIES
Performance
Level

Job Duty: Monitors juveniles in the institution, home, school and
community through individual, family, school and agency contacts in
accordance with DJJ policies and procedures to ensure the juvenile’s
compliance with conditional release, court orders and DJJ staff
instructions, and to direct clients and families toward positive outcomes.
Input all required information into appropriate systems to include JJMS
and databases.

Criteria: Carries a case load of juveniles, incarcerated or on
parole/probation/ intake status as required and is thoroughly familiar
with the file of each juvenile case and social situation. Has regular
contact in accordance with DJJ policy and procedure for level of
supervision (standard, moderate, intensive) or on an as needed basis, to
ensure that the juvenile and family needs are met and that the juveniles
are in compliance with their conditional release, court orders and any
instructions from DJJ staff. Visits the juvenile on a quarterly basis in
the home and school and has at least one face to face contact with
Jjuveniles on probation/parole on a monthly basis in accordance with
DJJ policy and procedure. Follows Intensive Supervision model for
those clients under intensive or moderate supervision. Addresses issues
as they arise and implements solutions and interventions in a timely
fashion to include appropriate level of supervision and uses graduated
sanctions, rewards and other methodologies to ensure juvenile is
compliant with requirements of probation/parole. Violations of
probation/parole will be appropriately staffed and dealt with in a timely
manner and in accordance with the DJJ policies and procedures.
Actively seeks alternatives to detention (STAPs) for juveniles being
charged by law enforcement and in making recommendations to the
Parole Board and/or court. Monitors ECC database for accuracy of
completion dates and accurately inputs information into databases for
Medicaid billing.

Job Duty: Prepares comprehensive casework and administrative
records, reports, documents, and maintains complete and accurate
client records.

Criteria: Maintains accurate and timely case management records on
all cases according to established DJJ policies and procedures to
include but not limited to required updates on the CAE and CMP.
Activity Notes shall accurately describe services provided and detail the
actions of the case manager and the juvenile and will be completed
within the specified time frame. Reviews of files with a supervisor are to
be completed in a timely manner (quarterly or at PRT if applicable) and
properly documented in the case file. JIJMS updates are to be
maintained and updated in a timely manner. Ensures all community
service and restitution is completed, documented in the file and into
JJMS obligations. Other reports required by the supervisor will be
completed by the suspense dates and in a manner directed. The 6 sided
folders will be maintained in accordance with DJJ and Spartanburg
County Office policies and procedures.

Form B-3.13A
01-2012
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3.

4.

5.

JOB DUTIES
Performance
Level

Job Duty: Provides intake services for the Spartanburg County Office to
all new referrals as well as existing cases to include active probation
cases.

Criteria: Conducts intake services for juveniles in accordance with DJJ
and Spartanburg County policy and procedure. Completes and/or
reviews all required intake forms and inputs data on JJMS and other
systems as required in a timely and efficient manner and in compliance
with policy time frames. Processes intake referrals, schedules intake
appointments as needed and meets with juvenile and parents to discuss
the case(s) as needed. Handles all aspects of detentions in accordance
with DJJ policy and procedure and provides appropriate alternatives to
detention in responding to law enforcement. Accurately completes the
detention screening form and process in accordance with policy. Assists
in the preparation of the court docket, presents in court, coordinates
activities with the Clerk’s Office, schedules detention and other
proceedings with Solicitor’s Office and coordinates secure juvenile
transports and guardian court notifications. Prepares for, coordinates
and actively participates in weekly interagency and other staffing.
Conducts pre-adjudicatory and pre-release investigations and furnishes
the court with social and background information for judicial
proceedings concerning a juvenile’s home, school and community status
during intake.

Job Duty: Uses assessment tools and interview techniques to obtain
crucial information regarding juvenile and family needs. Develops
juvenile’s case management plan (CMP) in accordance with DJJ policy
and procedure and Medicaid standards. Conducts pre-release
investigations of institutionalized juvenile’s home, school, and
community status to determine suitability of juvenile’s return and help
in formulating aftercare plans to include return from a detention facility
or evaluation center.

Criteria: Completes GAINS assessment if applicable and makes
recommendations accordingly. Accurately assess file information and
implements case management plans in accordance with DJJ policy and
procedures. Juvenile and family strengths and weaknesses should be
correctly identified using file information and direct observation to
develop goals for juvenile. Maintains contact with the parent/guardian
and juvenile in accordance with DJJ policy and procedure and ISO
model. Completes initial and quarterly board reports, according to policy
if applicable. Creates new case management plan and/or updates the
existing plan to ensure it is current and meeting the needs of the
juvenile and the requirements of the court order and DJJ policy and
procedure.

Job Duty: Serve as a liaison with the community to include alternative
and other schools, child serving agencies and volunteer programs.
Makes referrals and acquires placement in local and statewide

Form B-3.13A
01-2012
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JOB DUTIES
Performance
Level
placement facilities for short term emergencies and or long term care.
Assists with courtesy contact program and actively supports community
service efforts. Promotes and assists with DJJ programs in the
community and utilizes resources for the benefit of the juvenile and
family. Represents DJJ to the community, local youth and family
serving agencies and is professional at all times and in all forums.

Criteria: Establishes and maintains working relationships with and acts
as a liaison to local schools, child serving agencies, volunteer programs
and all alternative placements. Participates in care planning while in
residential care or while at BRRC. Visits juvenile’s in placement and/or
institutions quarterly and staffs cases with facility personnel, maintains
documentation of progress in juvenile file. Actively utilizes community
service worksites, agency and community resources, monitors juveniles
performance and inputs activity into JIMS/Activity Notes.

Job Duty: Conducts pre-adjudicatory and pre-release investigations and
furnishes the courts, solicitor and defense attorney with social and
background information concerning the juvenile’s home, school and
community status during the judicial proceedings.

Criteria: Will complete court recommendation form(s) and provide to the
courts, solicitor and defense attorney for court proceedings. Will include
all known relevant information with regard to school, home and
community behaviors and reports such as school records or records
from other child service agencies. Will provide other records and
needed/required.

ACTUAL PERFORMANCE

OBJECTIVES
(Optional)

PERFORMANCE LEVEL

Form B-3.13A
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Objective:

Criteria

Objective:

Criteria

ACTUAL PERFORMANCE

PERFORMANCE CHARACTERISTICS

PASS/FAIL
Characteristic: Self Management
Definition: Works with minimal supervision, manages own time effectively,
maintains control over all current projects/responsibilities. Follows up on all
relevant issues.
Characteristic: Responsibility
Definition: Asks for work after completing assignments and does not make
excuses but address problems squarely. Offers action plans to resolve problems
and suppresses self forgiving tendencies regarding so called uncontrollable
elements.
Characteristic: Initiative
Definition: Starts assignments without prompting and independently contributes
ideas and projects. Sees and acts upon new opportunities. Thinks and acts
independently and promptly address problems.
Characteristic: Dependability/Reliability
Definition: Employee can be relied upon to meet work schedules and fulfill job
responsibilities and commitments. Meets deadlines and follows instructions.
Page 6 of 5 Form B-3.13A
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5. Characteristic: Teamwork
Definition: Degree to which one works effectively and cooperatively with others
and other departments in achieving organizational goals. Degree of responsiveness
to organizational needs.

6. Characteristic: Adaptability

Definition: Employee can adapt to job or organizational changes. Readily accepts
new responsibilities and assignments.

7. Characteristic: Communication ability
Definition: Ability of employee to present accurate information to other

employees, peers, and superiors. Actively seeks to impart knowledge to others or
address issues.

SUMMARY AND IMPROVEMENT PLAN

Identify the employee’s major accomplishments, areas needing improvement, and steps to improve

present and future performance.

APPRAISAL RESULTS

Exceptional
Successful

Unsuccessful

Page 7 of 5
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OFFICE OF COMMUNITY ALTERNATIVES

CAMP ASPEN

SOLICITATION # 5400007516






. Solicitation Number: | 5400007516
State of South Carollna Date Issued: | April 22,2014

Procurement Officer: | CHRIS MANOS
Phone: | 803-737-4917
E-Mail Address: | CMANOS@mmo.sc.gov

Request for Proposal

DESCRIPTION: MARINE & WILDERNESS CAMPS FOR SCDJJ
USING GOVERNMENTAL UNIT: SCDJJ Administration

The Term "Offer" Means Your "Bid" or "Proposal”. Unless submitted on-line, your offer must be submitted in a sealed
package. Solicitation Number & Opening Date must appear on package exterior. See "Submitting Your Offer” provision.

SUBMIT YOUR SEALED OFFER TO EITHER OF THE FOLLOWING ADDRESSES:

MAILING ADDRESS: PHYSICAL ADDRESS:

Materials Management Office Materials Management Office

PO Box 101103 Capital Center

Columbia SC 29211 1201 Main Street, Suite 600

Columbia SC 29201
SUBMIT OFFER BY (Opening Date/Time): 05/22/2014  2:30 P.M. (See "Deadline For Submission Of Offer" provision)
QUESTIONS MUST BE RECEIVED BY:  04/30/2014 5:00 P.M. (See "Questions From Offerors” provision)
NUMBER OF COPIES TO BE SUBMITTED: See Section IV Information for Offerors to Submit on page 32
CONFERENCE TYPE: Not Applicable LOCATION: Not Applicable
DATE & TIME:

(As appropriate, see "Conferences - Pre-Bid/Proposal” & "Site Visit" provisions)

AWARD & | Award will be posted on 06/17/2014. The award, this solicitation, any amendments, and any related
AMENDMENTS | notices will be posted at the following web address: http://www.procurement.sc.gov

Unless submitted on-line, you must submit a signed copy of this form with Your Offer. By submitting a bid or proposal,
You agree to be bound by the terms of the Solicitation. You agree to hold Your Offer open for a minimum of sixty (60)
calendar days after the Opening Date. (See "Signing Your Offer” and "Electronic Signature" provisions.)

NAME OF OFFEROR Any award issued will be issued to, and the contract will be formed with,
the entity identified as the Offeror. The entity named as the offeror must be
a single and distinct legal entity. Do not use the name of a branch office or
a division of a larger entity if the branch or division is not a separate legal

(full legal name of business submitting the offer) entity, i.e., a separate corporation, partnership, sole proprietorship, etc.

AUTHORIZED SIGNATURE TAXPAYER IDENTIFICATION NO.

(Person must be authorized to submit binding offer to contract on behalf of Offeror.) | (See "Taxpayer Identification Number" provision)

TITLE STATE VENDOR NO.
(business title of person signing above) (Register to Obtain S.C. Vendor No. at www.procurement.sc.gov)
PRINTED NAME DATE SIGNED | STATE OF INCORPORATION
(printed name of person signing above) (If you are a corporation, identify the state of incorporation.)
OFFEROR'S TYPE OF ENTITY: (Check one) (See "Signing Your Offer” provision.)
___ Sole Proprietorship __ Partnership __ Other
___ Corporate entity (not tax-exempt) ___ Corporation (tax-exempt) ___ Government entity (federal, state, or local)

COVER PAGE (NOV. 2007)



PAGE TWO
(Return Page Two with Your Offer)

HOME OFFICE ADDRESS (Address for offeror's home office /

principal place of business)

NOTICE ADDRESS (Address to which all procurement and contract
related notices should be sent.) (See "Notice" clause)

Contact Person

Address

City/State/Zip

Area Code - Number - Extension Facsimile

E-mail Address

PAYMENT ADDRESS (Address to which payments will be sent.)

(See "Payment” clause)

Payment Address same as Home Office Address
Payment Address same as Notice Address (check only one)

ORDER ADDRESS (Address to which purchase orders will be sent)

(See "Purchase Orders and "Contract Documents" clauses)

Order Address same as Home Office Address
Order Address same as Notice Address (check only one)

ACKNOWLEDGMENT OF AMENDMENTS

Offerors acknowledges receipt of amendments by indicating amendment number and its date of issue. (See "Amendments to Solicitation” Provision)

Amendment No. | Amendment Issue | Amendment No. | Amendment Issue | Amendment No. | Amendment Issue | Amendment No. Amendment Issue
Date Date Date Date
DISCOUNT FOR 10 Calendar Days (%) 20 Calendar Days (%) 30 Calendar Days (%) Calendar Days (%)
PROMPT PAYMENT

(See "Discount for Prompt
Payment" clause)

Preferences do not apply to Request for Proposals per SC Consolidated Procurement Code Section 11-

35-1524, part (5).

PAGE TWO (SEP 2009)

End of PAGE TWO
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I. SCOPE OF SOLICITATION

It is the intent of the State of South Carolina, Materials Management Office (MMO) on behalf of the SC
Department of Juvenile Justice (SCDIJJ or DJJ) to solicit proposals to provide Community-Based Residential
Services to Juvenile Offenders at the following programs: Georgetown Marine Institute, Georgetown County;
Piedmont Wilderness Institute, Laurens County; Camp Bennettsville, Dillon County; Camp Sand Hills,
Chesterfield County; Camp White Pines, Union County; Camp Aspen, Richland County; and Generations
Alternative Program, Greenville County. This is the rebid of existing programs.

The award may be made to one offeror for each location.

INTRODUCTION

The State of South Carolina Department of Juvenile Justice has been charged by the South Carolina General
Assembly and the Governor, with providing a variety of community-based programs to “augment regular
probation services” and to “serve as alternatives to institutionalization.” In accordance with the Youth Services
Act of 1981, specifically Sections 63-19-370 and 63-19-350, Code of Laws of South Carolina, 1976, as
amended, Department of Juvenile Justice is authorized to secure these services through contractor(s) who have
demonstrated a unique capability and willingness to perform the type of quality of services required.

DEFINITIONS
As used throughout this solicitation for proposal, the following terms will have the meaning set forth below:

A. The term “Director” means the Director of the Department of Juvenile Justice or his/her official designee.

B. The term “Contracting Officer” means the person delegated by the Director of Department of Juvenile
Justice to oversee the implementation of this contract.

C. The term “Project Monitor” means the individual designated by the Contracting Officer to serve as the
liaison with the contractor(s).
The Project Monitor is responsible for:

1. Coordinating the activities of the contractor(s) with other Department of Juvenile Justice funded
projects; and

2. Such other specific responsibilities as are stipulated in various clauses of the contract. The Project
Monitor is not authorized to make any commitments or otherwise obligate the Department of Juvenile
Justice or authorize any changes to the contract, which affects the contract price, terms, or conditions.
Any such changes will be referred through the Project Monitor to the Director of Procurement. No such
changes will be made without the expressed prior authorization of the Director of Procurement
Services.

G. The term “Quality Assurance Monitor” means the individual(s) designated by the Director of the
Department of Juvenile Justice to ensure that the requirements of the contract are being
implemented as required. This includes, but is not limited to State Standards for Residential
Services, Education, and Facility Standards. The Quality Assurance Monitors conducts reviews,
outlines required corrective action, and follows up to ensure that corrective action is implemented.

H. The term “client” means any juvenile who is under the supervision of Department of Juvenile Justice and
who has been referred to the contractor(s).

1. The term “juvenile” means service recipients in these residential programs.

J.  The term “slot” means one juvenile enrollment in the contractor’s program.

The term “Materials Management Office” or “MMO” means the State of South Carolina Office of General

Services, Materials Management Office.



ACQUIRE SERVICES (JAN 2006)

The purpose of this solicitation is to acquire services complying with the enclosed description and/or specifications and
conditions. [01-1010-1]

MAXIMUM CONTRACT PERIOD - ESTIMATED (Jan 2006)

Start date: 08/01/2014 End date: 07/31/2019. Dates provided are estimates only. Any resulting contract will begin on the
date specified in the notice of award. See clause entitled "Term of Contract - Effective Date/Initial Contract Period". [01-
1040-1]



Il. INSTRUCTIONS TO OFFERORS - A. GENERAL INSTRUCTIONS
DEFINITIONS (JAN 2006)

EXCEPT AS OTHERWISE PROVIDED HEREIN, THE FOLLOWING DEFINITIONS ARE APPLICABLE TO ALL
PARTS OF THE SOLICITATION.

AMENDMENT means a document issued to supplement the original solicitation document.

BOARD means the South Carolina Budget & Control Board.

BUYER means the Procurement Officer.

CHANGE ORDER means any written alteration in specifications, delivery point, rate of delivery, period of performance,
price, quantity, or other provisions of any contract accomplished by mutual agreement of the parties to the contract.
CONTRACT See clause entitled Contract Documents & Order of Precedence.

CONTRACT MODIFICATION means a written order signed by the Procurement Officer, directing the contractor to make
changes which the changes clause of the contract authorizes the Procurement Officer to order without the consent of the
contractor.

CONTRACTOR means the Offeror receiving an award as a result of this solicitation.

COVER PAGE means the top page of the original solicitation on which the solicitation is identified by number. Offerors
are cautioned that Amendments may modify information provided on the Cover Page.

OFFER means the bid or proposal submitted in response this solicitation. The terms Bid and Proposal are used
interchangeably with the term Offer.

OFFEROR means the single legal entity submitting the offer. The term Bidder is used interchangeably with the term
Offeror. See bidding provisions entitled Signing Your Offer and Bid/Proposal As Offer To Contract.

ORDERING ENTITY Using Governmental Unit that has submitted a Purchase Order.

PAGE TWO means the second page of the original solicitation, which is labeled Page Two.

PROCUREMENT OFFICER means the person, or his successor, identified as such on the Cover Page.

YOU and YOUR means Offeror.

SOLICITATION means this document, including all its parts, attachments, and any Amendments.

STATE means the Using Governmental Unit(s) identified on the Cover Page.

SUBCONTRACTOR means any person having a contract to perform work or render service to Contractor as a part of the
Contractor's agreement arising from this solicitation.

USING GOVERNMENTAL UNIT means the unit(s) of government identified as such on the Cover Page. If the Cover
Page names a Statewide Term Contract as the Using Governmental Unit, the Solicitation seeks to establish a Term Contract
[11-35-310(35)] open for use by all South Carolina Public Procurement Units [11-35-4610(5)].

WORK means all labor, materials, equipment and services provided or to be provided by the Contractor to fulfill the
Contractor's obligations under the Contract. [02-2A003-1]

AMENDMENTS TO SOLICITATION (JAN 2004)

(a) The Solicitation may be amended at any time prior to opening. All actual and prospective Offerors should monitor the
following web site for the issuance of Amendments: www.procurement.sc.gov(b) Offerors shall acknowledge receipt of any
amendment to this solicitation (1) by signing and returning the amendment, (2) by identifying the amendment number and
date in the space provided for this purpose on Page Two, (3) by letter, or (4) by submitting a bid that indicates in some way
that the bidder received the amendment. (c) If this solicitation is amended, then all terms and conditions which are not
modified remain unchanged. [02-2A005-1]

AWARD NOTIFICATION (NOV 2007)

Notice regarding any award or cancellation of award will be posted at the location specified on the Cover Page. If the
contract resulting from this Solicitation has a total or potential value of fifty thousand dollars or more, such notice will be
sent to all Offerors responding to the Solicitation. Should the contract resulting from this Solicitation have a total or
potential value of one hundred thousand dollars or more, such notice will be sent to all Offerors responding to the
Solicitation and any award will not be effective until the eleventh day after such notice is given. [02-2A010-1]

BID/PROPOSAL AS OFFER TO CONTRACT (JAN 2004)

By submitting Your Bid or Proposal, You are offering to enter into a contract with the Using Governmental Unit(s).
Without further action by either party, a binding contract shall result upon final award. Any award issued will be issued to,
and the contract will be formed with, the entity identified as the Offeror on the Cover Page. An Offer may be submitted by
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only one legal entity; "joint bids" are not allowed. [02-2A015-1]
BID ACCEPTANCE PERIOD (JAN 2004)

In order to withdraw Your Offer after the minimum period specified on the Cover Page, You must notify the Procurement
Officer in writing. [02-2A020-1]

BID IN ENGLISH and DOLLARS (JAN 2004)

Offers submitted in response to this solicitation shall be in the English language and in US dollars, unless otherwise
permitted by the Solicitation. [02-2A025-1]

BOARD AS PROCUREMENT AGENT (JAN 2004)

(a) Authorized Agent. All authority regarding the conduct of this procurement is vested solely with the responsible
Procurement Officer. Unless specifically delegated in writing, the Procurement Officer is the only government official
authorized to bind the government with regard to this procurement. (b) Purchasing Liability. The Procurement Officer is an
employee of the Board acting on behalf of the Using Governmental Unit(s) pursuant to the Consolidated Procurement
Code. Any contracts awarded as a result of this procurement are between the Contractor and the Using Governmental
Units(s). The Board is not a party to such contracts, unless and to the extent that the board is a using governmental unit, and
bears no liability for any party's losses arising out of or relating in any way to the contract. [02-2A030-1]

CERTIFICATE OF INDEPENDENT PRICE DETERMINATION (MAY 2008)

GIVING FALSE, MISLEADING, OR INCOMPLETE INFORMATION ON THIS CERTIFICATION MAY
RENDER YOU SUBJECT TO PROSECUTION UNDER SECTION 16-9-10 OF THE SOUTH CAROLINA CODE
OF LAWS AND OTHER APPLICABLE LAWS.

(a) By submitting an offer, the offeror certifies that-

(1) The prices in this offer have been arrived at independently, without, for the purpose of restricting competition, any
consultation, communication, or agreement with any other offeror or competitor relating to-

(i) Those prices;

(ii) The intention to submit an offer; or

(iii) The methods or factors used to calculate the prices offered.

(2) The prices in this offer have not been and will not be knowingly disclosed by the offeror, directly or indirectly, to any
other offeror or competitor before bid opening (in the case of a sealed bid solicitation) or contract award (in the case of a
negotiated solicitation) unless otherwise required by law; and

(3) No attempt has been made or will be made by the offeror to induce any other concern to submit or not to submit an offer
for the purpose of restricting competition.

(b) Each signature on the offer is considered to be a certification by the signatory that the signatory-

(1) Is the person in the offeror's organization responsible for determining the prices being offered in this bid or proposal,
and that the signatory has not participated and will not participate in any action contrary to paragraphs (a)(1) through (a)(3)
of this certification; or

(2)(i) Has been authorized, in writing, to act as agent for the offeror's principals in certifying that those principals have not
participated, and will not participate in any action contrary to paragraphs (a)(1) through (a)(3) of this certification [As used
in this subdivision (b)(2)(i), the term "principals" means the person(s) in the offeror's organization responsible for
determining the prices offered in this bid or proposal];

(ii) As an authorized agent, does certify that the principals referenced in subdivision (b)(2)(i) of this certification have not
participated, and will not participate, in any action contrary to paragraphs (a)(1) through (a)(3) of this certification; and

(iii) As an agent, has not personally participated, and will not participate, in any action contrary to paragraphs (a)(1)
through (a)(3) of this certification.

(c) If the offeror deletes or modifies paragraph (a)(2) of this certification, the offeror must furnish with its offer a signed
statement setting forth in detail the circumstances of the disclosure. [02-2A032-1]



CERTIFICATION REGARDING DEBARMENT AND OTHER RESPONSIBILITY MATTERS (JAN 2004)

(a) (1) By submitting an Offer, Offeror certifies, to the best of its knowledge and belief, that-
(i) Offeror and/or any of its Principals-

(A) Are not presently debarred, suspended, proposed for debarment, or declared ineligible for the award of contracts by any
state or federal agency;

(B) Have not, within a three-year period preceding this offer, been convicted of or had a civil judgment rendered against
them for: commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a
public (Federal, state, or local) contract or subcontract; violation of Federal or state antitrust statutes relating to the
submission of offers; or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records,
making false statements, tax evasion, or receiving stolen property; and

(C) Are not presently indicted for, or otherwise criminally or civilly charged by a governmental entity with, commission of
any of the offenses enumerated in paragraph (a)(1)(i)(B) of this provision.

(ii) Offeror has not, within a three-year period preceding this offer, had one or more contracts terminated for default by any
public (Federal, state, or local) entity.

(2) "Principals," for the purposes of this certification, means officers; directors; owners; partners; and, persons having
primary management or supervisory responsibilities within a business entity (e.g., general manager; plant manager; head of
a subsidiary, division, or business segment, and similar positions).

(b) Offeror shall provide immediate written notice to the Procurement Officer if, at any time prior to contract award,
Offeror learns that its certification was erroneous when submitted or has become erroneous by reason of changed
circumstances.

(c) If Offeror is unable to certify the representations stated in paragraphs (a)(1), Offer must submit a written explanation
regarding its inability to make the certification. The certification will be considered in connection with a review of the
Offeror's responsibility. Failure of the Offeror to furnish additional information as requested by the Procurement Officer
may render the Offeror nonresponsible.

(d) Nothing contained in the foregoing shall be construed to require establishment of a system of records in order to render,
in good faith, the certification required by paragraph (a) of this provision. The knowledge and information of an Offeror is
not required to exceed that which is normally possessed by a prudent person in the ordinary course of business dealings.

() The certification in paragraph (a) of this provision is a material representation of fact upon which reliance was placed
when making award. If it is later determined that the Offeror knowingly or in bad faith rendered an erroneous certification,
in addition to other remedies available to the State, the Procurement Officer may terminate the contract resulting from this
solicitation for default. [02-2A035-1]

CODE OF LAWS AVAILABLE (JAN 2006)

The South Carolina Code of Laws, including the Consolidated Procurement Code, is available at:
http://www.scstatehouse.gov/code/statmast.php

The South Carolina Regulations are available at:
http://www.scstatehouse.gov/coderegs/statmast.php
[02-2A040-2]

COMPLETION OF FORMS/CORRECTION OF ERRORS (JAN 2006)

All prices and notations should be printed in ink or typewritten. Errors should be crossed out, corrections entered and
initialed by the person signing the bid. Do not modify the solicitation document itself (including bid schedule). (Applicable
only to offers submitted on paper.) [02-2A045-1]



DISCLOSURE OF CONFLICTS OF INTEREST OR UNFAIR COMPETITIVE ADVANTAGE (MAY 2011)

You warrant and represent that your offer identifies and explains any unfair competitive advantage you may have in
competing for the proposed contract and any actual or potential conflicts of interest that may arise from your participation
in this competition or your receipt of an award. The two underlying principles are (a) preventing the existence of conflicting
roles that might bias a contractor's judgment, and (b) preventing an unfair competitive advantage. If you have an unfair
competitive advantage or a conflict of interest, the state may withhold award. Before withholding award on these grounds,
an offeror will be notified of the concerns and provided a reasonable opportunity to respond. Efforts to avoid or mitigate
such concerns, including restrictions on future activities, may be considered. [02-2A047-1]

DEADLINE FOR SUBMISSION OF OFFER (JAN 2004)

Any offer received after the Procurement Officer of the governmental body or his designee has declared that the time set for
opening has arrived, shall be rejected unless the offer has been delivered to the designated purchasing office or the
governmental bodies mail room which services that purchasing office prior to the bid opening. [R.19-445.2070(H)]} [02-
2A050-1]

DRUG FREE WORK PLACE CERTIFICATION (JAN 2004)

By submitting an Offer, Contractor certifies that, if awarded a contract, Contractor will comply with all applicable
provisions of The Drug-free Workplace Act, Title 44, Chapter 107 of the South Carolina Code of Laws, as amended. [02-
2A065-1]

DUTY TO INQUIRE (JAN 2006)

Offeror, by submitting an Offer, represents that it has read and understands the Solicitation and that its Offer is made in
compliance with the Solicitation. Offerors are expected to examine the Solicitation thoroughly and should request an
explanation of any ambiguities, discrepancies, errors, omissions, or conflicting statements in the Solicitation. Failure to do
so will be at the Offeror's risk. Offeror assumes responsibility for any patent ambiguity in the Solicitation that Offeror does
not bring to the State's attention. [02-2A070-1]

ETHICS CERTIFICATE (MAY 2008)

By submitting an offer, the offeror certifies that the offeror has and will comply with, and has not, and will not, induce a
person to violate Title 8, Chapter 13 of the South Carolina Code of Laws, as amended (ethics act). The following statutes
require special attention: Section 8-13-700, regarding use of official position for financial gain; Section 8-13-705, regarding
gifts to influence action of public official; Section 8-13-720, regarding offering money for advice or assistance of public
official; Sections 8-13-755 and 8-13-760, regarding restrictions on employment by former public official; Section 8-13-775,
prohibiting public official with economic interests from acting on contracts; Section 8-13-790, regarding recovery of
kickbacks; Section 8-13-1150, regarding statements to be filed by consultants; and Section 8-13-1342, regarding
restrictions on contributions by contractor to candidate who participated in awarding of contract. The state may rescind any
contract and recover all amounts expended as a result of any action taken in violation of this provision. If contractor
participates, directly or indirectly, in the evaluation or award of public contracts, including without limitation, change
orders or task orders regarding a public contract, contractor shall, if required by law to file such a statement, provide the
statement required by Section 8-13-1150 to the procurement officer at the same time the law requires the statement to be
filed. [02-2A075-2]

OMIT TAXES FROM PRICE (JAN 2004)

Do not include any sales or use taxes in Your price that the State may be required to pay. [02-2A080-1]

PROTESTS (JUNE 2006)

Any prospective bidder, offeror, contractor, or subcontractor who is aggrieved in connection with the solicitation of a
contract shall protest within fifteen days of the date of issuance of the applicable solicitation document at issue. Any actual
bidder, offeror, contractor, or subcontractor who is aggrieved in connection with the intended award or award of a contract
shall protest within ten days of the date notification of award is posted in accordance with this code. A protest shall be in
writing, shall set forth the grounds of the protest and the relief requested with enough particularity to give notice of the
issues to be decided, and must be received by the appropriate Chief Procurement Officer within the time provided. See
clause entitled "Protest-CPO". [Section 11-35-4210] [02-2A085-1]



PUBLIC OPENING (JAN 2004)

Offers will be publicly opened at the date/time and at the location identified on the Cover Page, or last Amendment,
whichever is applicable. [02-2A090-1]

QUESTIONS FROM OFFERORS (JAN 2004)

(a) Any prospective offeror desiring an explanation or interpretation of the solicitation, drawings, specifications, etc., must
request it in writing. Questions must be received by the Procurement Officer no later than five (5) days prior to opening
unless otherwise stated on the Cover Page. Label any communication regarding your questions with the name of the
procurement officer, and the solicitation's title and number. Oral explanations or instructions will not be binding. Any
information given a prospective offeror concerning a solicitation will be furnished promptly to all other prospective offerors
as an Amendment to the solicitation, if that information is necessary for submitting offers or if the lack of it would be
prejudicial to other prospective offerors. (b) The State seeks to permit maximum practicable competition. Offerors are
urged to advise the Procurement Officer -- as soon as possible -- regarding any aspect of this procurement, including any
aspect of the Solicitation, that unnecessarily or inappropriately limits full and open competition. [02-2A095-1]

All questions must be submitted in writing and received by Chris Manos no later than 5:00 P.M., April 30, 2014. Email is
the preferred method for submitting questions with ‘Questions: MARINE & WILDERNESS CAMPS FOR SCDJJ’
as the subject of the email. Questions should be submitted within the body of the email. Email:
€Manos@mmo.sc.gov

REJECTION/CANCELLATION (JAN 2004)

The State may cancel this solicitation in whole or in part. The State may reject any or all proposals in whole or in part. [SC
Code Section 11-35-1710 & R.19-445.2065] [02-2A100-1]

RESPONSIVENESS/IMPROPER OFFERS (JAN 2004)

(a) Bid as Specified. Offers for supplies or services other than those specified will not be considered unless authorized by
the Solicitation.

(b) Multiple Offers. Offerors may submit more than one Offer, provided that each Offer has significant differences other
than price. Each separate Offer must satisfy all Solicitation requirements. If this solicitation is an Invitation for Bids, each
separate offer must be submitted as a separate document. If this solicitation is a Request for Proposals, multiple offers may
be submitted as one document, provided that you clearly differentiate between each offer and you submit a separate cost
proposal for each offer, if applicable.

(c) Responsiveness. Any Offer which fails to conform to the material requirements of the Solicitation may be rejected as
nonresponsive. Offers which impose conditions that modify material requirements of the Solicitation may be rejected. If a
fixed price is required, an Offer will be rejected if the total possible cost to the State cannot be determined. Offerors will not
be given an opportunity to correct any material nonconformity. Any deficiency resulting from a minor informality may be
cured or waived at the sole discretion of the Procurement Officer. {R.19-445.2070 and Section 11-35-1520(13)]

(d) Price Reasonableness: Any offer may be rejected if the Procurement Officer determines in writing that it is
unreasonable as to price. [R. 19-445.2070].

(e) Unbalanced Bidding. The State may reject an Offer as nonresponsive if the prices bid are materially unbalanced
between line items or subline items. A bid is materially unbalanced when it is based on prices significantly less than cost
for some work and prices which are significantly overstated in relation to cost for other work, and if there is a reasonable
doubt that the bid will result in the lowest overall cost to the State even though it may be the low evaluated bid, or if it is so
unbalanced as to be tantamount to allowing an advance payment. [02-2A105-1]



RESTRICTIONS APPLICABLE TO OFFERORS (JAN 2004)

Violation of these restrictions may result in disqualification of your offer, suspension or debarment, and may constitute a
violation of the state Ethics Act. (a) After issuance of the solicitation, you agree not to discuss this procurement activity in
any way with the Using Governmental Unit or its employees, agents or officials All communications must be solely with
the Procurement Officer. This restriction may be lifted by express written permission from the Procurement Officer. This
restriction expires once a contract has been formed. (b) Unless otherwise approved in writing by the Procurement Officer,
you agree not to give anything to any Using Governmental Unit or its employees, agents or officials prior to award. [02-
2A110-1]

SIGNING YOUR OFFER (JAN 2004)

Every Offer must be signed by an individual with actual authority to bind the Offeror. (a) If the Offeror is an individual, the
Offer must be signed by that individual. If the Offeror is an individual doing business as a firm, the Offer must be submitted
in the firm name, signed by the individual, and state that the individual is doing business as a firm. (b) If the Offeror is a
partnership, the Offer must be submitted in the partnership name, followed by the words by its Partner, and signed by a
general partner. (c) If the Offeror is a corporation, the Offer must be submitted in the corporate name, followed by the
signature and title of the person authorized to sign. (d) An Offer may be submitted by a joint venturer involving any
combination of individuals, partnerships, or corporations. If the Offeror is a joint venture, the Offer must be submitted in
the name of the Joint Venture and signed by every participant in the joint venture in the manner prescribed in paragraphs (a)
through (c) above for each type of participant. () If an Offer is signed by an agent, other than as stated in subparagraphs (a)
through (d) above, the Offer must state that is has been signed by an Agent. Upon request, Offeror must provide proof of
the agent's authorization to bind the principal. [02-2A115-1]

STATE OFFICE CLOSINGS (JAN 2004)

If an emergency or unanticipated event interrupts normal government processes so that offers cannot be received at the
government office designated for receipt of bids by the exact time specified in the solicitation, the time specified for receipt
of offers will be deemed to be extended to the same time of day specified in the solicitation on the first work day on which
normal government processes resume. In lieu of an automatic extension, an Amendment may be issued to reschedule bid
opening. If state offices are closed at the time a pre-bid or pre-proposal conference is scheduled, an Amendment will be
issued to reschedule the conference. Useful information may be available at:
http://scemd.org/index.php/department/response/severe-winter-weather

[02-2A120-2]

SUBMITTING CONFIDENTIAL INFORMATION (AUG 2002)

(An overview is available at www.procurement.sc.gov) For every document Offeror submits in response to or with regard
to this solicitation or request, Offeror must separately mark with the word "CONFIDENTIAL" every page, or portion
thereof, that Offeror contends contains information that is exempt from public disclosure because it is either (a) a trade
secret as defined in Section 30-4-40(a)(1), or (b) privileged and confidential, as that phrase is used in Section 11-35-410.
For every document Offeror submits in response to or with regard to this solicitation or request, Offeror must separately
mark with the words "TRADE SECRET" every page, or portion thereof, that Offeror contends contains a trade secret as
that term is defined by Section 39-8-20 of the Trade Secrets Act. For every document Offeror submits in response to or
with regard to this solicitation or request, Offeror must separately mark with the word "PROTECTED" every page, or
portion thereof, that Offeror contends is protected by Section 11-35-1810. All markings must be conspicuous; use color,
bold, underlining, or some other method in order to conspicuously distinguish the mark from the other text. Do not mark
your entire response (bid, proposal, quote, etc.) as confidential, trade secret, or protected. If your response, or any part
thereof, is improperly marked as confidential or trade secret or protected, the State may, in its sole discretion, determine it
nonresponsive. If only portions of a page are subject to some protection, do not mark the entire page. By submitting a
response to this solicitation or request, Offeror (1) agrees to the public disclosure of every page of every document
regarding this solicitation or request that was submitted at any time prior to entering into a contract (including, but not
limited to, documents contained in a response, documents submitted to clarify a response, and documents submitted during
negotiations), unless the page is conspicuously marked "TRADE SECRET" or "CONFIDENTIAL" or "PROTECTED", (2)
agrees that any information not marked, as required by these bidding instructions, as a "Trade Secret” is not a trade secret as
defined by the Trade Secrets Act, and (3) agrees that, notwithstanding any claims or markings otherwise, any prices,
commissions, discounts, or other financial figures used to determine the award, as well as the final contract amount, are
subject to public disclosure. In determining whether to release documents, the State will detrimentally rely on Offeror's
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marking of documents, as required by these bidding instructions, as being either "Confidential" or "Trade Secret" or
"PROTECTED". By submitting a response, Offeror agrees to defend, indemnify and hold harmless the State of South
Carolina, its officers and employees, from every claim, demand, loss, expense, cost, damage or injury, including attorney's
fees, arising out of or resulting from the State withholding information that Offeror marked as "confidential” or "trade
secret” or "PROTECTED". (All references to S.C. Code of Laws.) [02-2A125-1]

SUBMITTING YOUR OFFER OR MODIFICATION (JAN 2004)

(a) Offers and offer modifications shall be submitted in sealed envelopes or packages (unless submitted by electronic
means) - (1) Addressed to the office specified in the Solicitation; and (2) Showing the time and date specified for opening,
the solicitation number, and the name and address of the bidder. (b) If you are responding to more than one solicitation,
each offer must be submitted in a different envelope or package. (c) Each Offeror must submit the number of copies
indicated on the Cover Page. (d) Offerors using commercial carrier services shall ensure that the Offer is addressed and
marked on the outermost envelope or wrapper as prescribed in paragraphs (a)(1) and (2) of this provision when delivered to
the office specified in the Solicitation. (¢) Facsimile or e-mail offers, modifications, or withdrawals, will not be considered
unless authorized by the Solicitation. (f) Offers submitted by electronic commerce shall be considered only if the electronic
commerce method was specifically stipulated or permitted by the solicitation. [02-2A130-1]

TAX CREDIT FOR SUBCONTRACTING WITH DISADVANTAGED SMALL BUSINESSES (JAN 2008)

Pursuant to Section 12-6-3350, a taxpayer having a contract with this State who subcontracts with a socially and
economically disadvantaged small business is eligible for an income tax credit equal to four percent of the payments to that
subcontractor for work pursuant to the contract. The subcontractor must be certified as a socially and economically
disadvantaged small business as defined in Section 11-35-5010 and regulations pursuant to it. The credit is limited to a
maximum of fifty thousand dollars annually. A taxpayer is eligible to claim the credit for ten consecutive taxable years
beginning with the taxable year in which the first payment is made to the subcontractor that qualifies for the credit. After
the above ten consecutive taxable years, the taxpayer is no longer eligible for the credit. A taxpayer claiming the credit shall
maintain evidence of work performed for the contract by the subcontractor. The credit may be claimed on Form TC-2,
"Minority Business Credit." A copy of the subcontractor's certificate from the Governor's Office of Small and Minority
Business (OSMBA) is to be attached to the contractor's income tax return. Questions regarding the tax credit and how to
file are to be referred to: SC Department of Revenue, Research and Review, Phone: (803) 898-5786, Fax: (803) 898-5888.
Questions regarding subcontractor certification are to be referred to: Governor's Office of Small and Minority Business
Assistance, Phone: (803) 734-0657, Fax: (803) 734-2498. [02-2A135-1]

TAXPAYER IDENTIFICATION NUMBER (JAN 2004)

(a) If Offeror is owned or controlled by a common parent as defined in paragraph (b) of this provision, Offeror shall submit
with its Offer the name and TIN of common parent.

(b) Definitions: "Common parent," as used in this provision, means that corporate entity that owns or controls an affiliated
group of corporations that files its Federal income tax returns on a consolidated basis, and of which the offeror is a member.
"Taxpayer Identification Number (TIN)," as used in this provision, means the number required by the Internal Revenue
Service (IRS) to be used by the offeror in reporting income tax and other returns. The TIN may be either a Social Security
Number or an Employer Identification Number.

(c) If Offeror does not have a TIN, Offeror shall indicate if either a TIN has been applied for or a TIN is not required. If a
TIN is not required, indicate whether (i) Offeror is a nonresident alien, foreign corporation, or foreign partnership that does
not have income effectively connected with the conduct of a trade or business in the United States and does not have an
office or place of business or a fiscal paying agent in the United States; (ii) Offeror is an agency or instrumentality of a state
or local government; (iii) Offeror is an agency or instrumentality of a foreign government; or (iv) Offeror is an agency or
instrumentality of the Federal Government. [02-2A140-1]

VENDOR REGISTRATION MANDATORY (JAN 2006)

You must have a state vendor number to be eligible to submit an offer. To obtain a state vendor number, visit
www.procurement.sc.gov and select New Vendor Registration. (To determine if your business is already registered, go to
"Vendor Search"). Upon registration, you will be assigned a state vendor number. Vendors must keep their vendor
information current. If you are already registered, you can update your information by selecting Change Vendor
Registration. (Please note that vendor registration does not substitute for any obligation to register with the S.C. Secretary
of State or S.C. Department of Revenue. You can register with the agencies at http://www.scbos.com/default.htm) [02-
2A145-1]
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WITHDRAWAL OR CORRECTION OF OFFER (JAN 2004)

Offers may be withdrawn by written notice received at any time before the exact time set for opening. If the Solicitation
authorizes facsimile offers, offers may be withdrawn via facsimile received at any time before the exact time set for
opening. A bid may be withdrawn in person by a bidder or its authorized representative if, before the exact time set for
opening, the identity of the person requesting withdrawal is established and the person signs a receipt for the bid. The
withdrawal and correction of Offers is governed by S.C. Code Section 11-35-1520 and Regulation 19-445.2085. [02-
2A150-1]
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Il. INSTRUCTIONS TO OFFERORS -- B. SPECIAL INSTRUCTIONS
CONTENTS OF OFFER (RFP) -- SPO (JAN 2006)

() Offers should be complete and carefully worded and should convey all of the information requested.

(b) Offers should be prepared simply and economically, providing a straightforward, concise description of offeror's
capabilities to satisfy the requirements of the RFP. Emphasis should be on completeness and clarity of content.

(c) Each copy of your offer should be bound in a single volume where practical. All documentation submitted with your
offer should be bound in that single volume.

(d) If your offer includes any comment over and above the specific information requested in the solicitation, you are to
include this information as a separate appendix to your offer. Offers which include either modifications to any of the
solicitation's contractual requirements or an offeror's standard terms and conditions may be deemed non-responsive and not
considered for award.

[02-2B040-1]

CLARIFICATION (NOV 2007)

Pursuant to Section 11-35-1520(8), the Procurement Officer may elect to communicate with you after opening for the
purpose of clarifying either your offer or the requirements of the solicitation. Such communications may be conducted only
with offerors who have submitted an offer which obviously conforms in all material aspects to the solicitation. Clarification
of an offer must be documented in writing and included with the offer. Clarifications may not be used to revise an offer or
the solicitation. [Section 11-35-1520(8); R.19-445.2080] [02-2B055-1]

DISCUSSIONS and NEGOTIATIONS (NOV 2007)

Submit your best terms from a cost or price and from a technical standpoint. Your proposal may be evaluated and your
offer accepted without any discussions, negotiations, or prior notice. Ordinarily, nonresponsive proposals will be rejected
outright. Nevertheless, the State may elect to conduct discussions, including the possibility of limited proposal revisions,
but only for those proposals reasonably susceptible of being selected for award. If improper revisions are submitted, the
State may elect to consider only your unrevised initial proposal. [11-35-1530(6); R.19-445.2095(1)] The State may also
elect to conduct negotiations, beginning with the highest ranked offeror, or seek best and final offers, as provided in Section
11-35-1530(8). If negotiations are conducted, the State may elect to disregard the negotiations and accept your original
proposal. [02-2B060-1]

MAGNETIC MEDIA - REQUIRED FORMAT (MOFDIFIED)

Your original offer must be accompanied by one copy in the following electronic format: compact disk (CD) in one of the
following formats: CD-R; DVD ROM; DVD-R; or DVD+R. Formats such as CD-RW, DVD-RAM, DVD-RW, DVD-+RW,
or DVIX are not acceptable and will result in the Offeror’s proposal being rejected. Every CD must be labeled with offeror’s
name, solicitation number, and specify whether contents address technical proposal or business proposal. If multiple CD sets
are provided, each CD in the set must be appropriately identified as to its relationship to the set, e.g., 1 of 2. Each CD must be
identical to your original offer. File format shall be MS Word 97 or later, or Portable Document Format (.pdf) as one
document is preferred. Magnetic Media must be readily accessible to copy or print by MMO.

SUBMITTING REDACTED OFFERS (MODIFIED)

You are required to mark your original offer to identify any information that is exempt from public disclosure. You must
do so in accordance with the clause entitled “Submitting Confidential Information.” You must also submit one complete
copy of your offer from which you have removed any information that you marked as exempt, i.e., a redacted copy. The
information redacted should mirror in every detail the information marked as exempt from public disclosure. The redacted
copy should: (i) reflect the same pagination as the original, (ii) show the empty space from which information was
redacted, and (iii) be submitted on magnetic media. (See clause entitled “Magnetic Media Required Format”) Except for the
redacted information, the CD must be identical to the original offer. Portable Document Format (.pdf) as one document is
preferred. Redacted copy must be readily accessible to copy, print or distribute by MMO. You are required to submit a
Redacted Copy even if you have no information that is exempt from public disclosure unless the USB drive content
is easily noted “Both Magnetic Media and Redacted Copy” or your CD is labeled “Both Magnetic Media and
Redacted Copy.”
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MAIL PICKUP (JAN 2006)

The State Procurement Office picks up all mail from The US Postal Service once daily around 8:30 a.m. (excluding
weekends and holidays). See provision entitled Deadline for Submission of Offer. [02-2B080-1]

OPENING PROPOSALS -- PRICES NOT DIVULGED (JAN 2006)

In competitive sealed proposals, prices will not be divulged at opening. [Section 11-35-1530 & R. 19-445.2095(c) (1)1 [02-
2B110-1]

PROTEST - CPO - MMO ADDRESS (JUNE 2006)
Any protest must be addressed to the Chief Procurement Officer, Materials Management Office, and submitted in writing
(a) by email to protest-mmo@mmo.sc.gov |,

(b) by facsimile at 803-737-0639 , or
(c) by post or delivery to 1201 Main Street, Suite 600, Columbia, SC 29201. [02-2B122-1]

SITE VISIT -- BY APPOINTMENT (JAN 2006)

Appointment for a site visit may be made by contacting: Ms. Nancy Kuhl at 803-896-9353 [02-2B140-1]

Note: Site visits must be completed by April 30, 2014 in order to submit written questions pertaining to the site visit.
Anything verbally said during a site visit is not a binding contract term. If you want a definitive answer to a question raised
during a site visit, the question must be in writing to the Procurement Officer. (see Section I, Questions from Offerors on

page 9).
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lll. SCOPE OF WORK/SPECIFICATIONS
DELIVERY/PERFORMANCE LOCATION -- SPECIFIED (JAN 2006)

After award, all deliveries shall be made and all services provided to the following address, unless otherwise specified:

South Carolina Department of Juvenile Justice
1711 Shivers Road
Columbia, SC 29221

[03-3030-1]

SERVICES

The contractor(s) will provide community-based residential services to juvenile offenders at the
residential programs. Public and private organizations are eligible to apply. Juveniles served will be
on probation, parole or transfer status.

All necessary staffing, programs, and services will be required to serve these juveniles 24 hours a day,
seven days a week. Programming will include individualized services as well as educational and
vocational services. All facilities must meet requirements for licensure by the South Carolina
Department of Social Services. Relicensing is mandatory in accordance with procedures and
requirements of the Department of Social Services.

PROGRAM DESCRIPTION

The contractor(s) will provide community-based residential services for juveniles under the
supervision of the Department of Juvenile Justice. As services are developed, and on a continuing
basis, the program profiles needed to serve these juveniles must be assessed and reassessed to ensure
that programs available meet the needs of the current population.

For this reason, it is necessary that the successful contractor(s) be flexible in approach and willing to
design or redesign their program based on the needs of the current population. The contractor(s) must
address the need for flexibility in programming and work with the Department of Juvenile Justice to
address or readdress specific program components and modify population variables when required by
SCDJJ.

Group home and educational services will be provided. Family involvement and family based
intervention is required and reunification with the family should be achieved at the earliest possible
date. Outdoor experiential programming is encouraged; however, it should not be a mandatory
program component. Preparation for employment should be a primary focus of the program.

Service components will include all requirements included in the State Standards for Residential
Services (Attachment 1). Care plan goals will be designed to be attainable within the length of stay
designated by the Juvenile Parole Board or the SCDJJ Staffing participants. Recommendations will be
provided to the juvenile’s Probation Officer for aftercare services.
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A. Description of Juveniles to be Served

Georgetown Marine Institute (GMI): GMI will serve male juvenile offenders between 11 to 17
years of age. Programming will meet or exceed all requirements for Group Care Intermediate
Services (34 beds).

Piedmont Wilderness Institute (PWI): PWI will serve male juvenile offenders between 14 to 18
years of age. Programming will meet or exceed all requirements for Group Care Intermediate
Services (34 beds).

Camp Bennettsville (CB): CB will serve male juvenile offenders between 14 to 21 years of age.
Programming will meet or exceed all requirements for Group Care Intermediate Services (40
beds).

The Contractor will maintain licensing for 80 beds, 40 on each side of the property (Camps 1 and
2). The Camp will have use of all buildings on the property and responsibility for all of the
property and maintenance for these two 40 bed facilities.

Camp Sand Hills (CSH): CSH will serve male juveniles offenders between 14 to 21 years of age.
Programming will meet or exceed all requirements for Group Care Intermediate Services (40
beds). The Contractor will maintain licensing for 48 beds.

Camp White Pine (CWP): CWP will serve male juveniles offenders between 12 to 17 years of
age. Programming will meet or exceed all requirements for Group Care Intermediate Services (40
beds).

The Contractor will maintain licensing for 80 beds, 40 on each side of the property (Camps 1 & 2).
The Camp will have use of all buildings on the property and responsibility for the property and
maintenance for these two 40 bed facilities.

Camp Aspen (CA): CA will serve male juvenile offenders between 12 to 19 years of age.
Programming will meet all requirements for Group Care Intermediate Services (36 beds).

Specialized Requirements for Camp Aspen: In order to meet the needs of the juvenile
population, the services at Camp Aspen should be directed at meeting the needs of juveniles whose
services should focus on rehabilitative efforts in the area of substance abuse services. Staff
credentials and service requirements shall be enhanced.

1. Staffing
a. Staff will include three Human Services Professionals who have obtained a masters degree
in the behavioral sciences and experience in the provision of substance abuse services.
b. These Human Services Professionals will be Certified Addictions Counselors (CAC’s) or
will be working toward certification.

2. Services

a. The program components will be defined. The curriculum and services offered will be
recognized as best practice models with respect to substance abuse rehabilitation by
professionals as identified by the Department of Juvenile Justice.

b. Programming should take into account the developmental level of adolescents and should
include both psycho-educational and cognitive-behavioral group formats.

c. Programming should include family involvement with an eye toward family and
community re-integration.
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d. Juveniles should receive a minimum of three group sessions per week, which are conducted
by a Masters Level therapist with no more than 12 juveniles participating in each group
session.

e. Non-clinical staff should receive training in normal adolescent development and basic
substance abuse theory in order to play an integrated role in the program.

f.  Utilization of external support groups such as Alateen is encouraged.

3. Aftercare Planning

a. Aftercare planning will be initiated for each juvenile upon his arrival, and contact will be
made with service providers in the juvenile’s home county (e.g., The Bridge or local
Commission) to ensure continuity of services from the program to the community.

b. Compliance with aftercare services should be strongly supported and encouraged.

Generations Alternative Program: Generations will serve male juvenile offenders between 12
to 21 years of age. Programming will be designed for sex offenders and will meet all requirements
for Group Home Intensive (10 beds) and Group Home Intermediate (16 beds) Services.
Specialized Services will be offered for Sexual Offenders. (Exception for Generations: Education
is provided on-site by the local school district.)

Applicable to all Programs

The ages of juveniles served in all programs may be modified by SCDJJ based on the needs of
their clients. If necessary, requests for the modification of ages on the DSS license may be
submitted by the Contractor to DSS. At any given time, the DSS license may have a broader span
of approval than the juveniles actually referred by SCDJJ. At all times, programs must not serve
children who are older or younger than the ages noted on the DSS license.

Juveniles in all programs on transfer status are not allowed to earn home visits, but can and must
be allowed family contact in preparation for reunification. The contractor(s) will have input
regarding admissions; however, after case staffings, juveniles must be accepted on a “no-reject”
basis. Pertinent documents will be provided for review prior to the acceptance date.

Average length of stay at all programs is based on the juvenile offender’s profile. Estimated length
of stay will be provided for each juvenile on a staffing form included in the admission’s packet.

. Facilities
The contractor(s) will operate these programs at a site owned or leased by SCDJJ and in facilities
owned by SCDIJJ. A tour is available on request.

The contractor(s) must develop and implement a maintenance program, which includes the
grounds, equipment, and buildings of the facility, and which assures the facility will be maintained
in a good state of repair and maintenance. The contractor(s) must also assume liability for all
maintenance costs. The contractor(s) must maintain facilities and equipment utilized to provide
services in a lawful, humane, safe and sanitary manner.

The contractor(s) will be responsible for any damage to or loss of the same resulting from
negligence by the contractor(s). Maintenance and replacement of equipment and supplies is the
sole responsibility of the contractor(s).



The contractor(s) will maintain facilities and equipment utilized to provide services under this
contract in good operating condition. Generally, equipment and facilities which are in good repair,
are reliable, and are efficiently and effectively performing the functions for which intended, are not
causing other problems will be considered to be in good operating condition. (e.g., HVAC
equipment provides proper heating and cooling; water heater provides hot water; doors and
windows open and close properly; etc.) For additional details, please refer to Wilderness Camp
Maintenance and Replacement Guide for SCDJJ (Attachment 2)

All facilities must be in compliance with all Federal, State and local codes and regulations
applicable to the construction of a group home facility to house juvenile offenders. The facility
must meet all requirements for licensure by the Department of Social Services. All facilities must
meet State and local building and fire codes. The contractor(s) will have a certificate of occupancy
from the State Fire Marshal’s Office. Facilities utilized for educational purposes must meet the
provisions of the State Department of Education.

Contractors, who are under the auspices of the SCDJJ School District, will provide all Information
Technology requirements necessary for classroom environment. This would include high speed
Internet connection consistent with the bandwidth equal to or greater than that supplied to SCDJJ
managed sites. Classrooms and labs should be wired or maintain secured wireless capability to
deliver Internet services to workstations and other devices. Students should be provided with
equipment, software and applications consistent with that provided to students in SCDJJ managed
classrooms. Video conferencing equipment will be provided by SCDJJ and such equipment will
remain the property of SCDJJ. Contractor must take all normal precautions to protect SCDJJ’s
equipment. Any damage caused by abuse may be the responsibility of the Contractor. Contractors
will, provide data circuits capable of establishing satisfactory point-to-point and multi-point
connections with the video conferencing equipment at SCDJJ. To insure proper video quality all
video conferencing circuits will connect through SCDIJJ’s MPLS cloud and firewall.
Reimbursement for expenses qualified under USAC Schools and Libraries Program (E-Rate) or
other government funding sources shall be the responsibility of the vendor. All devices accessible
by students must comply with Children’s Internet Protection Act (CIPA) regulations.
Reimbursement for expenses qualified under USAC Schools and Libraries Program (E-Rate) or
other government funding sources shall be the responsibility of the Contractor. Contractors must
be on the same web based curriculum as the Agency and may only change with prior approval of
the Agency. SCDIJJ Office of Information Technology (OIT) personnel will be available to assist
contractors with hardware and software requirements to meet Information Technology
requirements of this contract.

Generations Bridges is under the auspices of the local school district. Generations will provide
high speed Internet connection consistent with the bandwidth equal to or greater than that supplied
to SCDJJ managed sites.

Upon termination of the contract, all real property and facilities and all personal property
purchased by the contractor(s) in order to provide the services required by this contract will
become the property of the State of South Carolina.
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C. Programmatic Requirements

Services will be in compliance with all standards outlined in the State Standards for Residential
Services. (Attachment 1) These programs are not approved as an alternative setting referenced on
page 9 of the Standards. Services delivered by the contractor(s) will be related to the individual
juvenile’s needs.

The contractor(s) will provide documentation regarding the delivery of services to juveniles in
conformity with these standards and there will be no reimbursement for services delivered by the
program for which the documentation is judged inadequate by the Department of Juvenile Justice,
or other duly authorized entity.

The contractor(s) will ensure proper credentialing of human services professional in accordance
with State Standards. No reimbursement will be provided by the Department of Juvenile Justice
for services rendered by the contractor(s)’ staff who fails to meet requirements for credentialing.

The contractor(s) will participate in Quality Assurance activities to ensure that services are
delivered in compliance with all standards and guidelines set forth in the current and applicable
State Standards for Residential Services.

The following issues are listed for clarification:

1. Reimbursement will occur in the manner outlined in the SCDJJ Contract. Payment will be
provided by SCDJJ on a monthly basis.

2. Parental permission forms are not required for juveniles who are placed by court order or
transferred by the Department of Juvenile Justice.

3. SCDIJJ will provide referral information. ‘

If the State develops new or changed standards for services, the provider must make changes in
their program in order to conform to those standards.

The contractor(s) will participate in Quality Assurance Reviews, which will address the following
issues:

Quantitative and qualitative assessment of service records.

Assessment of the contractor’s compliance with program standards/guidelines.
Assessment of the Quality Assurance activities of the contractor(s).

Review of program operation and evaluation of documentation by staff.

An exit conference with each contractor(s) upon completion of each audit.

nDhk L~

The contractor(s) will complete a corrective action plan within fourteen (14) days of receipt of the
audit report. Corrective action plans will be submitted to the Department of Juvenile Justice
Community Alternatives Section.

Regardless of level of care, awake supervision will be provided 24 hours a day, 7 days a week.
Contractors should be prepared to intensify staffing and supervision during emergencies, which
include but is not limited to situations in which a pick up order is being secured or a transport by
the SCDJJ police is being arranged.
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Educational and vocational services must be provided on site and in compliance with guidelines
and requirements outlined by the State Department of Education. (4ttachment 3). Teachers that
are hired should be certified in one of the four core areas which include Math, English, Science,
and Social Studies.

When appropriate, juveniles will be given the opportunity to obtain the Graduate Equivalency
Diploma (GED) or a high school diploma. Instruction in the academic core courses, basic skills
remediation, and GED objectives for juveniles as deemed appropriate according to age and
academic objectives will be provided by teachers with appropriate certification from the South
Carolina Department of Education.

Appropriately certified teachers will provide Special Education Services for all juveniles identified
as disabled by the Individual with Disabilities Education Act (IDEA). Each disabled juvenile will
have an up-to-date Individual Education Plan (IEP) and its requirements will be followed. All
South Carolina Department of Juvenile Justice Special Education procedures will be followed.

Program objectives will include the following:

Reduce recidivism;

Increase vocational skills;

Increase academic skills;

Address those behavioral disorders, emotional problems or acting out behaviors which resulted
in placement in the Program,;

Provide individual, group and family counseling;

Prepare program participants for employment;

As appropriate, assist the juveniles in finding jobs upon completion of the program;

Provide community service;

Assist in holding the juvenile accountable through reparation to the victim and/or community
harmed.
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In support of objective 6, preparation for employment, strategies in support of this objective must
be included in the program design. When appropriate, juveniles should be given the opportunity to
enroll in college courses either by distance learning or on campus. This will require personnel to
support this effort by handling registration, funding, oversight, and transportation if needed.

In an annual report for each fiscal year, the contractor will document accomplishment related to
these objectives.

. Aftercare Program required for Camp Aspen and Generations

The Contractor(s) shall provide three months of aftercare or until the conclusion of probation or
parole, whichever occurs first. Aftercare will not be required for juveniles whose length of stay at
the camps is less than 30 days. Service will include, but not limited to, the use of telephone
communication, “in-person” visits, school and employment site monitoring and intermittent spot
checks to confirm compliance with parole.
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1.

During the first month after returning home, contacts must be accomplished weekly. At least
two should be in person and should include relevant family or community members, not just
the juvenile. Three in person visits are recommended.

During the second month after returning home, three contacts must be accomplished. At least
two contacts must be in person.

During the third month after returning home, two contacts must be accomplished. At least one
contact must be in person.

Documentation of contacts must be provided to the SCDJJ Parole/Probation Officer within three
days of the contact. Should the juvenile violate the terms of his parole, the Parole/Probation
Officer must be notified immediately or the next working day.

. Medical and Dental Services

Financial responsibility for the juvenile’s medical and dental related injuries and illnesses will be
in the following order:

Medicaid or parental payment will be accessed whenever possible;

. As appropriate, claims will be made against the contractor’s accident insurance policy;

Insurance deductible amounts and all other out-of-pocket medical and dental expenses to an
aggregate of $4,000 per year will be the responsibility of the contractor(s).

Department of Juvenile Justice will assume the remaining expenses incurred by its juveniles
while juveniles are at the contractor’s facility, provided however, that the Agency retains the
right to subrogate its expenses against any and all insurance benefits and related coverages and
that the injury or illness is not the result of negligence or intentional acts or omissions on the
part of the contractor(s) or its representatives;

Non-emergency medical and dental treatment will be approved in advance by the Project
Monitor or designee;

Treatment for all injuries or illnesses presenting a serious threat of life, disability, or
disfigurement need not be approved by the Project Monitor, but will be reported to the Project
Monitor at the earliest possible time.

SCDJJ Health Services will be responsible for medical bills of juveniles on transfer status.
Contractors are required to establish agreements with local providers to ensure that these
providers will accept payment at Medicaid rates for services provided, and will adhere to
applicable State laws and regulations. The contractor will produce and complete these signed
agreements, and will mail or fax a copy of each agreement to SCDJJ Health Services. Once
received, SCDJJ will sign and retumn a copy of the agreement to the contractor for their
records. See Attachment 4 for mailing address and example agreements.

For juveniles assigned to the program on transfer status, insurance deductible amounts and all
non-insured, non-elective medical, pharmaceutical and dental expenses resulting from non-
elective and necessary medical services provided to juveniles, shall be paid by, and be the
responsibility of, SCDJJ. For juveniles on probation or parole status, medical services will
continue to be covered by Medicaid. Out of pocket expenses for these juveniles up to an
aggregate total of $4,000 per year will remain the responsibility of the contractor. Expenses in
excess of an aggregate total of $4,000 per year will be the responsibility of SCDJJ. For
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juveniles assigned to this program on transfer status, all parties to this contract shall adhere to
the following general guidelines, and any subsequent more specific guidelines which follow:

a. Medical, dental and other treatment services paid by SCDIJ pursuant to this
Amendment are limited to emergencies, urgent care and non-elective necessary care.
Payment for any other medical care provided to juveniles on transfer status with the
contractor, if incurred, shall be the responsibility of the contractor. Emergencies are
defined as medical services necessary to maintain a juvenile’s life, limb or eyesight.
Urgent care is defined as medical services necessary to insure that a juvenile’s physical
health is not at risk or has not been seriously affected. Non-elective necessary care is
defined as essential or highly advisable services needed to maintain a juvenile’s health
and wellbeing (e.g., tetanus shot).

b. If time allows, prior to obtaining medical services, the contractor shall contact the legal
guardian to determine if insurance coverage is available. If so, the contractor shall
obtain the necessary insurance information and inform the provider. If time does not
allow prior to the services being rendered, the contractor shall contact the parent or
legal guardian as soon as possible after services are initiated, obtain this information
and provide it to the provider.

c. The contractor shall complete a referral form on each procurement verifying the legal
status of the child and the results of the contact with the guardian regarding insurance
coverage. This referral form will be provided by SCDJJ to the contractor. (See
Attachment 4)

d. The contractor shall submit the referral form and invoice to SCDJJ Health Services for
payment by the Health Services directly to the provider. The contractor will provide the
referral form and invoice to SCDJJ within 5 days of receipt of the invoice from the
provider. SCDIJJ will not accept invoices that are over 180 days past the date of the
invoice, and the contractor will be responsible for paying the provider for these
services.

e. Should the contractor choose to pay a provider directly (excluding any services
provided by a State Agency), or the provider requires the contractor to pay the provider
directly, SCDJJ will reimburse the contractor upon the contractor filing with the
Department all required documents set forth in paragraph (d) above. The contractor
will submit all requests for reimbursement within 30 days from the date of payment by
the contractor. SCDJJ will not accept requests for reimbursement dated over 180 days
from the date of the payment by the contractor.

f. Attachment 4 provides further details on the Medical Billing Process, and sample
agreements between contractors and outside healthcare providers.

F. Food Services

All meals served will be in compliance with the 1989 Recommended Daily Allowance for meals as
established by the National Academy of Sciences. The contractor(s) will provide 3,250 to 3,500
calories, 4-week cycle menus, which includes an evening snack. The contractor(s) must meet all
Federal guidelines for the National Breakfast and Lunch Program.

The contractor(s) will submit the menu for the following month, already approved by a registered
dietitian to the Department of Juvenile Justice’s Dietary Program Manager for approval no later
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than the 15" of each month. Meals served at the facility will always be under the supervision of
the contractor(s).

The contractor(s) will provide at no additional cost, religious and medical diets conforming to
special religious or physician-ordered specifications. The contractor(s) should consider this
requirement to be an unusual circumstance.

G. Prison Rape Elimination Act (PREA) Standards

The contractual program shall adopt and comply with the federal Prison Rape Elimination Act
(PREA) Standards in regards to any juvenile transferred by SCDJJ to the contractual program. The
contractual program shall ensure that all its employees and all of the employees of other agencies,
entities, or contractors who directly supervise transferred juveniles are oriented and trained on their
responsibilities related to PREA prior to allowing those employees to have contact with any
transferred juvenile. The contractual program shall immediately report each PREA related
incident, complaint allegation, or investigation to SCDJJ. The program will be in accord with all
ERMIS reporting requirements. During normal working hours, SCDJJ’s Office of Community
Alternatives shall be immediately contacted by the Program and report whatever preliminary
information about the event is available to them at that time After normal working hours, or on A
Saturday, Sunday, or holiday, SCDJJ’s Inspector General’s Office shall be immediately contacted
via an ERMIS report with the same information contained within.

ADDITIONAL PROVISIONS

A. PERSONNEL

The contractor(s) must maintain an adequate level of professional staff within the program to
ensure that programmatic expectations are achieved and that all services are provided in
accordance with the applicable State standards and requirements. To facilitate proper coordination
and communications, the contractor(s) will notify the Project Monitor whenever managers and lead
clinical staff are to be replaced.

The contractor(s) will ensure that all staff, subcontractors or volunteers who come into contact
with the juveniles are properly qualified, trained and supervised. Background checks will be
conducted on all such individuals to include at a minimum, searches of law enforcement records
and the South Carolina Department of Social Services Child Abuse Registry. Contractor(s) will
require drug testing of all staff involved in the provision of services. In addition, all Requirements
of the State Standards for Residential Services will be met.



The contractor(s) will maintain and make available upon request, appropriate records and
documentation of such qualifications and investigations. In the event that the contractor(s) or any
of its employees, subcontractors or volunteers are investigated, arrested, or convicted for criminal
wrongdoing, the Project Monitor will be notified immediately.

In the event that the contractor(s), employee, subcontractor or volunteer is investigated by any
professional licensing board, regulatory board, or by any child protective service agency, the
contractor(s) will notify the Project Monitor within one business day of the circumstances
surrounding such investigation and of any findings or actions resulting from same.

. REVIEW

Fiscal and programmatic reviews may be conducted at any reasonable time by Federal, State, and
Department of Juvenile Justice personnel, and other persons duly authorized by the Department of
Juvenile Justice.

These reviews may include meetings with juveniles, review of fiscal and service records, review of
fiscal and service policies, review of procedural issuances, review of staffing ratios and job
descriptions, and meetings with the staff involved in the provision of services.

The contractor(s) must cooperate with any such review and will provide to the Department of
Juvenile Justice such information and data as may be reasonably requested.

. HEALTH AND SAFETY STANDARDS

The contractor(s) must meet or exceed all local, state and federal standards and requirements
related to the safe and sound operation of a residential facility, including, but not limited to,
matters of health, sanitation, staffing, program integrity, and fire safety.

Health and Fire Inspections will be obtained annually. Should deficiencies be noted, corrective
action will be made by the contractor(s) as required by the inspecting authority at no additional
cost to the State.

. COORDINATION

The contractor(s) must send to the appropriate Department of Juvenile Justice County Case
Manager copies of monthly progress reports relating to the juvenile’s status and/or progress.
Except in cases of extreme emergency, the contractor(s) must involve the County Case Manager
prior to any and all major decisions affecting the child. In emergency situations, the contractor(s)
must notify the County Case Manager as soon as possible and in no case later than one workday
after the emergency occurs.

24



Within the Department of Juvenile Justice, the Classification Section authorizes placement of
committed juveniles. The contractor(s) will not discharge transferred juveniles to a lower level of
supervision without the written approval of the SCDJJ Classification Section.

A daily headcount will be reported to the Project Monitor. Reports will be submitted to the
Juvenile Parole Board by the contractor(s) as required and transportation will be provided to parole
hearings when needed.

. COMPLIANCE WITH CIVIL RIGHTS ACT OF 1964, AMERICANS WITH
DISABILITIES ACT, AND SECTION 504 OF THE REHABILITATION ACT OF 1973

The contractor(s) must comply with Section 504 of the Rehabilitation Act of 1973, the Americans
with Disabilities Act, the Civil Rights Act of 1964, and all requirements imposed by or pursuant to
Regulations of the Department of Health and Human Services issued pursuant to these Acts, to the
end that, no person will, on the grounds of race, color, religion, age, sex, handicap or national
origin, be excluded from participation in, denied the benefits of, or be otherwise subjected to
discrimination under any program or activity for which the contractor(s) receives payment
pursuant to this contract.

. CONFIDENTIALITY

The contractor(s) will maintain strict confidentiality and privacy of all information, records and
communications regarding juveniles of the referring State agency. Except as provided for under
applicable State and Federal laws and regulation, contractor(s) will release no information about a
juvenile of the referring agency in any form which makes him or her individually identifiable to
any person or entity without written order of a Family Court Judge, written permission from the
Department of Juvenile Justice (which will only be given absent parental and/or client permission
if an exception to the general confidentiality law exist in state law), the juvenile’s parent or legal
guardian of the juvenile (if 18 years of age or older, and competent).

. SAFETY PRECAUTIONS

The State assumes no responsibility with regard to accidents, illnesses, or claims arising out of any
work undertaken with the assistance of State funds.

The contractor(s) will take necessary steps to insure and protect itself and its personnel. The
contractor(s) will comply with all applicable local, state and federal occupational and safety acts,
standards, rules and regulations.
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H. REQUIREMENTS FOR DRIVERS

The contractor(s) will comply with the following requirements for employees who transport the
juveniles:

1. Such employees will possess a current valid driver’s license appropriate to the class of vehicle
to be operated.

2. The contractor(s) will keep on file and, upon request, will furnish the Department of Juvenile
Justice with a copy of the Motor Vehicle Record (MVR) for all such employees.

3. Such employees whose MVR shows involvement in more than two accidents in the last three
years in which said employee was at fault, or against whom more than eight current violation
points have been assessed, will be unqualified to transport juveniles.

4. Such employees will wear a seat belt while transporting juveniles and will require juveniles
who are being transported to wear a seat belt.

I. JUVENILE INJURIES AND ILLNESSES

The contractor(s) will at all times conduct the activities of the program in a reasonable, prudent,
and safe manner as to avoid and prevent injuries and illnesses to the juveniles. In the event that a
juvenile is injured or becomes ill, the contractor(s) will be responsible for providing immediate
emergency first aid care by trained personnel and for further obtaining competent and qualified
medical attention as the condition may warrant.

J. CHILD ABUSE

The contractor(s) will comply with the provisions of the South Carolina Protection Act (Sections
63-7-10 and 63-7-1210(A), et. seq. Code of Laws of South Carolina, as amended) and to report all
cases of suspected child abuse to the local Department of Social Services.

K. INAPPROPRIATE PHYSICAL CONTACT WITH CLIENTS

The use of physical contact to punish, discipline, or otherwise threaten or coerce a juvenile is
strictly prohibited by law and within the terms of this contract. However, when a juvenile presents
a clear and present danger to himself/herself or others, physical contact to the minimum extent
necessary may be used to control the situation. Additional information may be obtained from the
Department of Juvenile Justice Administrative Policy B-3.9 (Employee Ethics and Relations with
Others) and Policy I-3.1 (Alleged Abuse and Neglect of a Juvenile).

In accordance with State law and the Agreement between the Department of Juvenile Justice and
the Department of Social Services regarding Investigations of Suspected Child Abuse and Neglect,
as defined in the Department of Juvenile Justice Policies and Procedures, the contractor(s) must in
any instance in which a juvenile alleges to have been abused or neglected, immediately report such
allegations to the Office of the Inspector General of the Department of Juvenile Justice by
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telephone and follow up with a written report in accordance with reporting procedures as outlined
in SCDJJ’s Event Reporting Management Information System Policy [ERMIS]. (Attachment 5)

A verbal report and copies of the written report will also be submitted to the Project Monitor.
Investigations will be conducted by Department of Juvenile Justice, and when appropriate, law
enforcement. The Department of Juvenile Justice Program Monitor will be informed in writing of
disciplinary action related to the conduct of staff members who are indicated for inappropriate
physical contact.

. RELIGIOUS BELIEFS

The contractor(s) will not make any attempts to recruit or convert the juveniles to a particular
religion or set of beliefs. The contractor(s) will not make attendance at religious services
mandatory, or otherwise require religious activities as a condition for services. The juveniles will
be given every practical opportunity to practice their personal religious beliefs, obtain religious
counseling when requested, and attend religious ceremonies and services.

. DISCLOSURE OF INFORMATION

The use or disclosure by any party of any information concerning the juvenile, in violation of any
rule of confidentiality, is prohibited except on written consent of a Family Court Judge or the
Department of Juvenile Justice in accordance with Sections 63-19-2020 and 63-19-2010, Code of
Laws of South Carolina, 1976, as amended. Contractor(s) must be in compliance with all Health
Insurance Portability and Accountability Act requirements.

. RECORDS

The contractor(s) will maintain or supervise the maintenance of records necessary for the proper
and efficient operation of the program and in a manner that conforms to Department of Juvenile
Justice policy, including records regarding admissions and discharges, determination of eligibility
(when applicable), the provision of services and other administrative costs, statistical, fiscal, and
other records necessary for reporting accountability under South Carolina and Federal
requirements. The contractor(s) will maintain a comprehensive case record on each juvenile.

. INSPECTION AND AUDIT

The contractor’s records will be subject at all reasonable times to inspection and audit by the
Contracting Officer, the Department of Juvenile Justice Internal Auditor, South Carolina Auditor’s
Office, and the South Carolina Comptroller General’s Office, or any authorized representatives
thereof. A financial fiscal audit of the contractor(s) will be performed annually by an independent
accounting firm. A copy of the resultant audit report is to be submitted to the Department of
Juvenile Justice no later than one hundred twenty (120) days following the end of a contract
period.
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P. PRESERVATION OF RECORDS

The right of inspection and audit will continue, and the contractor(s) will retain all financial and
programmatic records related to the delivery of services under this contract in accordance with
existing Department of Juvenile Justice, State and Federal regulations after the expiration of this
contract. Under any circumstances, these records will be retained a minimum of six (6) years.

1.

If this contract is completely or partially terminated, the records relating to work terminated
will be preserved and made available for a period of six (6) years from the date of any
complete or partial termination of the contract.

Records which will be retained will include all:

a. Financial and programmatic records related to the delivery of services;

b. Appeals arising from “Disputes” relating to services delivered pursuant to this contract;

c. Litigation relating to the settlement of claims arising out of the performance of this
contract;

d. Costs and expenses of the contractor(s), as to services for which exception has been taken
by the Contracting Officer, will be retained until such appeals, litigation, claims, or
exceptions have been disposed of;

e. Incomplete and complete audits relating to services delivered pursuant to this contract.

. REPORTS

. The contractor(s) will prepare and submit Monthly Program Monitoring Reports as outlined in

(Attachment 6) to the Project Monitor. These monitoring reports will provide pertinent
information to fully apprise the Department of Juvenile Justice of the contractor’s activities
during the preceding month which includes, but is not limited to: a) the implementation of
services to include education and social services provided for in the contract, b) statistical
records which indicate the number of persons served, and c) the nature of services rendered,
and any existing or anticipated problems.

The contractor(s) will prepare and submit Annual Reports as outlined in the Programmatic
Requirements of this request for proposals.

. A Financial Cost Report detailing the project’s annual expenditures will be submitted to the

Department of Juvenile Justice Accounts Manager with a copy to the Project Monitor within
sixty (60) days after the end of each fiscal year. In the event that the contractor’s audited
financial statement does not correspond to the state fiscal year, SCDJJ may require the cost
report sixty (60) days after the conclusion of the audited financial year for the contractor’s
company or organization.

The contractor shall submit an inventory listing annually to SCDJJ. This report shall be
submitted at the end of each state fiscal year.

Contractors will be in compliance with the SCDJJ Event Reporting Management Information
System [ERMIS]. (Attachment 5).

In accordance with the provisions of State law, the contractor(s) will report to the Department
of Social Services State Office, any child in the custody of DSS who does not receive a face-
to-face visit monthly. A copy must be maintained in the client’s file. A reporting form and fax
number can be obtained from the Department of Social Services.
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R. NOTICE TO THE STATE REGARDING PERFORMANCE REQUIREMENTS

In the event the contractor(s) encounters difficulty in meeting performance requirements, or
anticipates difficulty in complying with the contract, the contractor(s) will immediately notify the
Contracting Officer thereof in writing, giving pertinent details, including the date by which it
expects to meet performance criteria.

The receipt of any notice or information given to the Contracting Officer by the contractor(s) will
not be construed as a waiver or forfeiture by the Department of Juvenile Justice of, or in any way
restrict or postpone any rights or remedies provided to the Department of Juvenile Justice by law
or under this contract.

S. METHOD AND SOURCE OF PAYMENT

Contract payments will be reimbursed to the Contractor(s) based on a monthly contract total. It
will be the objective of SCDJJ and the contractor(s) to maximize services and achieve the highest
possible utilization. SCDIJ will provide referrals of juvenile participants. Contractors will be
encouraged to maintain at least 90% utilization for the contract year. SCDJJ shall serve as the sole
billing source for the total unit cost.

All funds paid by SCDJJ shall be expended for the contracted services. Such funds expended in
violation of this Contract shall be refunded in full to SCDJJ, or if the Contract is still in force, shall
be withheld by SCDJJ from any subsequent request for payment.

T. ALLOWABLE COSTS

The contractor(s) will utilize funds made available under the contract only for necessary items of
cost. Allowable costs will be generally defined as those expenses normal and appropriate under
South Carolina State Government regulations.  These costs are outlined in the State Accounting
and Reporting System (STARS) Manual.

It is the contractor’s responsibility to monitor expenditures and their appropriateness and to
determine the allowability, through inquiry to the Department of Juvenile Justice, of any
extraordinary or unusual expense. The Department of Juvenile Justice may review the contractor’s
financial records to determine the reasonableness of expenditures under the terms of this contract.
The contractor(s) will maintain an adequate accounting system and related records.

The Department of Juvenile Justice will claim title and ownership to all buildings and to all
equipment and other inventory having a value of more than $300 or a useful life of more than one
(1) year which are purchased by the contractor(s) in order to provide the services required herein.
If this contract is terminated or otherwise not renewed, the contractor(s) may propose to purchase,
with monies other than those received from the Department of Juvenile Justice, any item for which
the Department of Juvenile Justice claims ownership.
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The contractor(s) is encouraged to solicit private support for their programs through volunteers,
donations, or other services. If the contractor(s) proposes to claim USDA reimbursement directly,
this must be clearly outlined as projected revenue in the proposal. For all programs incorporated in
the SCDJJ school district, education funding will be claimed by SCDJJ.

Any donations solicited for this program in the name of this program and the Department of
Juvenile Justice will become the property of the Department of Juvenile Justice in accordance with
the same terms and conditions as property purchased with state funds unl<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>