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The Honorable Kirkman Finlay III

Subcommittee Chairman, Legislative Oversight Committee
South Carolina House of Representatives

Post Office Box 11867

Columbia, South Carolina 29211

Dear Representative Finlay:

I am in receipt of your letter of March 15, 2016, which contains various requests for
information from the Department of Juvenile Justice (Department or DJJ) in response to
testimony provided at the March 10, 2015, meeting of the Law Enforcement and Criminal Justice
Subcommittee of the House Legislative Oversight Committee. You received a response last
week from the Department related to your inquiries concerning Performance-based Standards
(PbS). Please allow this letter to serve as responses to items under the headings “Improvement
Plan” and “Additional Information.”

The first request for information asks for the “[d]eadline for completion/implementation”
of items in the “DJJ Improvement Plan.” Please see the attached document which outlines these
timeframes organized by each Strategy (Juvenile Discipline, Physical Security, Staffing and Staff
Training, and Improved Treatment and Collaboration) from the Plan. (Attachment 1) Regarding
“Outcome Measures the agency is monitoring to determine if the items in the Improvement Plan
are successful,” attached is DJJ’s data collection dashboard of projects and agency measures.
(Attachment 2) Most of these measures are being captured on a daily basis, and those being
captured on a weekly or bi-weekly basis are so noted. “[P]ersonnel responsible” for each of
these measures is also noted on the enclosed dashboard. The Department is in its third week of
capturing data pertaining to these measures, which will help define many of the base levels.
Once these base levels are established, the Department can then better set targets for these
measures. The Department anticipates that more detailed information on these measurements
will be available on or before May 1, 2016.

The next inquiry concerns “events . . . at a DJJ facility . . . referred to the solicitor,
magistrate, or family court.” As mentioned in prior correspondence to the Subcommittee, the
Department’s Office of the Inspector General employs four Class-1 law enforcement officers
who conduct criminal investigations. These investigators are assigned cases for investigation
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when facts as alleged in a DJJ Event Report appear to constitute potential criminal conduct. The
Inspector General’s Office reports that during the current fiscal year (July 1, 2015 to March 15,
2016), the number of events/incidents which were assigned to a criminal investigator for
investigation, and therefore “could have been referred to the solicitor, magistrate or family court”
by our Inspector General’s Office, is 112. Of those cases, 23 were closed because a victim
(juvenile or staff) declined prosecution. Other cases were closed because the investigation
revealed the absence of criminal conduct or because the victim failed to respond. In addition,
other cases are still in the investigation stage and remain pending. Of the remaining cases, 46
cases (brought against either a juvenile or a staff) were referred to a magistrate or assistant
solicitor for review. Of these referred cases, 19 cases resulted in the filing of adult warrants or
family court petitions (please note that some cases are pending at the assistant solicitor level,
meaning that the investigator is waiting to hear back regarding whether charges are authorized).

With regard to the next request for information, the Balanced and Restorative Justice
(BARJ) process as a mechanism to address juvenile misconduct began at the Broad River Road
Complex (BRRC) in October 2012. The concept, consistent with the nationally-recognized
principals of restorative justice, was to bring the youth/offender and the person offended against
(youth or staff) together at a conference with members of their community (dorm or unit) in
order for the offender to acknowledge the misconduct and for the participants to develop a plan
to repair the harms that were committed. Sometime after the start of BARJ, the process for
holding conferences began to slow because of issues with the flow of paperwork. This delay in
paperwork caused the BARJ conferences (when offenders would meet with the person offended
against) not to be held in the timeframes as designated in policy, sometimes for weeks after the
incident. During this time, staff shortages also became an issue which caused Officers not to be
able to participate in the process as designed.

This slow response time and the lack of ability to participate in the process began to
erode confidence in the BARJ system. As a result, when the person who had been offended
against was not able to attend the conference and participate in the BARJ process, other people
not as directly involved in the incident decided what consequences and sanctions should be
completed to repair the harm caused by the misconduct. This caused further erosion of
confidence in the system, as some did not agree with the consequences or sanctions imposed.
Recognizing these and other related limitations in the BARJ system, the Department has
developed a new Juvenile Discipline Policy to respond to misconduct and rules violations by
juveniles in secure facilities. This new system will empower unit staff and shift supervisory staff
with the authority to address and sanction immediately the least serious incidents of misbehavior
by youth. More serious misbehavior and rules violations at BRRC will be handled through a
Disciplinary Hearings Process. This policy is in the final stages of review and will be signed by
me this week. Training on the policy will take place in April 2016, and it is anticipated that
system implementation at BRRC will occur in May 2016.

Regarding the inquiry concerning how the Department handles the housing of “juveniles
in different gangs,” DJJ Policy E-1.7, Classification System for Housing in Secure Facilities,
addresses the housing factors considered when determining the most suitable program, unit, and
room assignment for each juvenile. This policy is attached for your review. (Attachment 3)
Youth at DJJ secure facilities are housed according to eighteen different factors and decisions are
based “on individual treatment needs, behavioral criteria, history of aggression, victimization,

2



adjustment to custody (previous and current), and other appropriate factors.” Self-identification
as having gang affiliation is one safety factor considered in determining whether or not a
particular juvenile is safe to be housed with other juveniles. Juveniles at BRRC are moved to
different housing units/pods if there is a safety issue, to include if a juvenile discloses that he is
being bullied by a rival gang member or being harassed to join a gang. At BRRC, the security
Captains (each dorm has a Captain) meet with the dorm’s Program Manager and social workers
as part of the multi-disciplinary Treatment Team to confer on the housing assignments for each
juvenile assigned to their dorm.

The Department makes every attempt to separate gang members by pod assignments in
each unit in a strategic manner designed to minimize risk and maximize security and safety.
Security staff indicate that if staff assign all juveniles identified with a specific gang to a specific
unit, then this gang gains strength by virtue of the concentration of its numbers. In order to
maintain security and control, staff assign juveniles to different pods in different units who may
be affiliated with a gang. The goal being to spread the gang affiliated juveniles across the
facility in all of the units. One duty of the Gang Specialist (position currently posted) will be to
implement a gang member database. As gang members are identified, they will be placed in the
database, and this information then will be shared with staff who need to know for various
security reasons, to include making housing decisions.

Regarding the request for copies “of any federal or state law which prevents correctional
officers at juvenile facilities from knowing information about the juveniles inside the correction
facility,” please find attached the South Carolina juvenile confidentiality statutes as well as the
corresponding DJJ polices concerning Juvenile Records and Confidentiality and Release of
Juvenile Records. (Attachment 4) South Carolina Code Sections 63-19-2010 and 2020 provide
that juvenile information can only be released pursuant to a court order absent a few exceptions
(examples include release of information to the child’s attorney and to law enforcement or
prosecution entities investigating or prosecuting criminal charges). Similarly, DJJ Policy B-5.1,
Juvenile Records, provides that “[jJuvenile files . . . are confidential. . . . [and n]o information or
documents will be released or disclosed without proper authorization.” DIJ Policy B-5.3,
Confidentiality and Release of Juvenile Information, says that “juvenile records will be made
available to DJJ staff when access is required to provide services to the juvenile, to perform
official duties within DJJ, and for authorized research purposes. Records and information on a
juvenile are available to and may be shared between DJJ employees with a need to know.” In
addition, these policies restrict access to juvenile medical records/information in accordance with
the federal Health Insurance Portability and Accountability Act (HIPAA).

The Department understands that after hearing testimony from one of the Department’s
Juvenile Correctional Officers (JCO) that front-line security staff are not notified routinely of the
specific offenses for which youth are committed to DJJ, at least one member of the
Subcommittee asked questions regarding this practice. Please note that, consistent with the
above-referenced policies, security staff are provided information about youth that they need in
order to perform the functions of their job. That information may include, among other things, a
youth’s past history of running away or escape attempts, a youth’s history of assaultive or
aggressive behaviors, or a youth’s history of experiencing traumatic events. In addition, front-
line security staff are given Alerts on juveniles to observe specific behaviors, for example, that a
youth’s grandmother just passed away and to be alert for signs of sadness or irritability. But
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being told specific information about a child’s committing offense, standing on it’s own, is not
relevant to the care, custody, and control being provided by front-line security staff who serve as
juvenile correctional officers. Knowing a particular youth is committed for a certain offense
does not contribute to the day-to-day security function that front-line JCOs provide.

Duties of JCOs do not change based on what offense a youth is adjudicated delinquent or
committed. The function of correctional officers in a secure facility is not the same as the
function of law enforcement officers in a town or city. The two groups have different duties and
functions to perform, as reflected in the different training and certification they receive as well as
the education/experience requirements necessary to occupy those positions. Unlike a law
enforcement officer in the community, a corrections officer in a long-term institution does not
perform his duties any differently depending on whether the youth they encounter has been
committed for a shoplifting offense or an armed robbery offense. Further, a youth’s committing
offense does not correlate directly to his behavior while committed, meaning that the youth
commiitted for armed robbery may be much better behaved and follow the rules of the institution
while the youth committed for shoplifting may be very aggressive and assaultive while at the
facility.

Also, D]J does house some youth at BRRC together based on their offense history, so
security staff assigned to those dorms would be aware of those offending behaviors by virtue of
the youth being housed in that specific dorm. For example, one dorm at Birchwood has two
pods that house youth who are receiving sex offender specific treatment and therapy. This is an
example of a specialized pod/unit that has specially-trained security and treatment staff to
respond to the level of security and treatment needed to provide appropriate levels of custody
and control with that particular population.

In addition, security staff (the Unit Manager or designee) are involved in multi-
disciplinary team meetings at BRRC. DJJ Policy E-1.5, Multidisciplinary Teams and Juvenile
Case Staffings, and related Form E-1.5D, Multidisciplinary Teams and Juvenile Case Staffings
Chart, are attached and describe the Facility Teams at BRRC as well as the BRRC Multi-
Disciplinary Team. (Attachment 5) The Unit Manager or designee is a required/core member of
these teams and must provide specific information to the team at these meetings. A member of
security is also present when juvenile housing assignments are assessed (as mentioned above),
and committing offenses are provided on that paperwork and part of the discussion. Attached is
a copy of Form E-OK, BRRC Juvenile Housing Assignment Factors Assessment, that is used at
this meeting (Attachment 6). As you can see from these policies and forms, information
regarding a youth’s current offense, including the nature of the offense (seriousness, weapons,
violence, etc.) is disclosed and discussed at all of these meetings.

The final requests for information concern salary data. Two of these inquires ask for the
“annual salary” of the Chief of Police and Gang Specialist positions. The annual salary of the
last persons occupying these positions were $44,388 and $43,536, respectively. Given that the
Police Chief position has been vacant since January 2014 (just over 2 years), this represents a
savings of $143,083 (calculated including a general salary increase effective after the person left
the position and including fringe). Similarly, based on the Gang Specialist position being vacant
since February 2015 (just over 1 year), the savings to the agency was $76,188 (calculated
including fringe). The final inquiry requests data on “[e]ach position at the agency which
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received a salary increase . . .from 2010-2015.” This data had to be retrieved from two different
sources, so it is reflected in two separate charts. DJJ went live with HR/Payroll functioning in
SCEIS in June 2010, so salary increase data from January 2010 to May 2010 was obtained from
the State Human Resources Division, as they maintain the legacy system that housed HR data
prior to SCEIS. This information is contained in the attached chart, and the “Slot” on the State
HRD report represents the position. (Attachment 7) The second chart contains information from
SCEIS and includes salary increases (including general increases) for positions from June 2010
to December 2015. (Attachment 8) Both reports include salary increases for positions in which
current DJJ employees received pay increases and do not include hiring activities for new staff
hired by the agency or transferred from another state agency.

I trust that you will deem these explanations and documents to be responsive to your
requests. The Department continues to work diligently towards implementation of items in the
Improvement Plan and is committed to continuing to enhance measures to increase the safety and
security of DJJ facilities for the youth and staff who live and work in these facilities. Please
advise if I, or my staff, can provide you with additional information or answer any questions you
may have. With kind regards, I remain,

Sincerely,

Signature Redacted

Sylvia Murray
Director

cc: The Hon. William Weston J. Newton
The Hon. Raye Felder
The Hon. William K. Bowers
The Hon. Edward R. Tallon, Sr.
Mr. Charles L. Appleby IV
Ms. Carmen McCutcheon
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Improvement Plan Update

Strategy 1 — Juvenile Discipline

Juvenile Progressive Discipline System — This new system has been established and training is to begin
4/18/16 and conclude 5/6/16. This training will also include training on the Phase/Level system.
Therefore, all training for both systems will be completed on 5/6/16.

Phase/Level System — Training materials are being finalized and produced. The training schedule for
pertinent staff will be produced on or before 4/8/2016. A train-the-trainer class is scheduled from 4/11-
4/15 and then, based on staff availability, the training will be completed as soon as possible.

Enhanced Secure Housing — The Intensive Treatment Unit opened on 3/28/16, and 4 juveniles were
transferred to this unit. The Resocialization Wing opening is delayed due to staffing issues and
completion of facility upgrades.

Rapid Response Team —~ At DJJ, this is called our Special Response Team, and it went live on 3/16/16.
Core Staff were identified and special assignment pay has been processed effective 4/17/16.

Enhanced Juvenile Control Measures — 7 of DJJ's Class | Law Enforcement Officers will be trained in the
use of OC spray on or before 4/8/2016. (SLED will provide training.) There are 6 additional officers that
will need Class | Law Enforcement training which will include use of OC spray. This training will be
scheduled with 1-2 staff at a time based on class dates, security coverage at DJJ, and increased staffing
levels. Juvenile ID wrist band materials were sent to DJJ Procurement to explore potential
implementation. Recommendation was made to increase security staff ratio from 1 to 10 to 2 to 10 on
the evening and weekend shifts to enhance safety and security.

Strategy 2 — Physical Security

Installation of heavy Lexan in Dorm and other facilities. Complete to date - 33%. Estimated completion
date on or before 6/1/2016 (SCDC assistance)

Installation of tamper resistant plumbing and electrical fixtures. Complete to date — 40%. Estimated
completion date 7/31/2016 (SCDC assistance)

Installation of institutional furniture. Complete to date —25%. Estimated completion date 5/15/16.
This furniture has been ordered and is installed as it arrives on campus.

Improve physical security for dorm courtyards to include razor-wire/ Additional fencing around DJJ
dorms. Installing 2200 linear feet of fencing around three dorms. Complete to date — 20%. Estimated
completion date 5/15/16 (SCDC assistance)

Improved physical security of cells in the Crisis Management Unit and locking measures — Installed dryer
system to air compressor to eliminate condensation which caused problems with the operation of the
cell doors which operate pneumatically. Replace lights so that they are recessed and flush with ceiling
so juveniles cannot tie sheets and other items around lights.



Improved hardware protection and physical security in control rooms — Steel ceiling over the control
room to keep juveniles form crawling over walls. Install .25 in plexi-glass to the control room over wire
mesh metal cage.

Strategy 3 — Staffing and Staff Training

Recruitment and Hire — DJJ is trying new methods of recruitment. Will attend a Veterans job fair on
4/9/16. Met with SC DEW to partner with them with recruiting and applicant referral. Contacted USC
Director of Veterans Services to place Agency job postings on the Vet Services Office Bulletin and had
discussion with USC on the Vet Services Website. Also in contact with Midlands Tech Career Services
concerning job postings and to make contact with Vets Success Coach. In addition, DJJ is scheduled to
attend job events at Fort Jackson on 4/7/2016, 4/14 and 4/18 and at Shaw Airforce Base on 4/15.' Other
job events are on 4/14 at Operation Palmetto Employment and 4/12 at SC Midlands job fair.
Additionally, DJJ will attend a recruiting event May 20'™ at the Center for Educator recruitment retention
and advancement.

Compensation — Management continues researching deserving staff. Shift differential payments have
been approved and will become effective 4/2/2016.

Security Training of Juvenile Correctional Staff and Non-Security Staff — Gang Awareness Professional
Development training will be held on 4/1/16.

Police Chief and Gang Intervention Specialist — These positions are posted and review of applications has
begun. Depending on the number of qualified applicants, the fill dates for these positions will be on or
before 5/1/16.

Supervisory Rank and Recognition — This is completed.

Contraband Detection and Searches — This has been completed and is tracked on a daily basis and
reported to DJJ leadership. All metal detectors were installed in Birchwood on 3/28/2016.

Strategy 4 — Improved Treatment and Collaboration

Increased Access of Juveniles to Treatment Personnel — Completed.

Enhanced Collaboration with Child-Serving Agencies — Currently, DJJ has the ability to manage these
juveniles, however, there is ongoing research and planning with respect to this type of collaboration.

Enhanced Treatment Response to Aggressive Misconduct — The initial Aggression Replacement Training
(ART) was completed on March 15", This will be a part of DJJ's ongoing training programs.
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Ci to S {1 (R Unit g P d due to staffing shortages. Prog q 14 to 16 to {2 (Di y Hearings st;f-ﬁng
Issue- Meeting w/Director 3/31
. Date: March 31, 2016
DJJ Daily Dashboard P

Total Number of BRRC Juveniles physically housed at BRRC 60 W

Total Number of BRRC Juveniles housed at.JDC in Lockup(CMLU) 27

Total Number of BRRC Juveniles 87 .

N of Seri Mantally Il) 10 Where Change Is Possible

N of Seri Ity HI iles that are betv 60 and 80 days post inclusion 1

N of Seri ly i1 iles that are beyond 90 days of inclusion 1

Juvenile Discipline -

E: Manag P Sharonda Sutton, Katherine Speed and Freddie Pough

Phase Level Sy - This behavioral system was developed specifically for BRRC. The Office of Staff, Responsible Person Updated Daily

Development and Training is fi nallzmg a plan to train all staff i m the Phase System and other related policies
Training at BRRC will
begin when training
materials are

Number of Juveniles on Phase | Andy Broughton completed, other
areas to follow. Plan
published 4/8/16

Number of Juveniles on Phase [i - Andy Broughton

Number of Juveniles on Phase [li - Andy Broughton

Number of Level | Offenses

Sharonda Sutton

of din the Level | Offenses

Sharonda Sutton

Number of Level Il Offenses

Sharonda Sutton

Number of Juveniles involved in the Level Il Offenses

Sharonda Sutton

Number of Lavel Ill Offenses

Sharonda Sutton

Number of Ji iles involved in the Level lll Offenses - Sharonda Sutton
Number of Disciplinary Hearings - Katherine Speed
Number of Juveniies with Disciplinary Hearings 5 Katherine Speed
Enh 1 Secure Housing-Multi-tiered Housing
Number of Juveniles in the Intensive Tr Unit 4 /Andy Broughton
Numbaer of Ji iles in the R ialization Unit TBD Andy Broughton
Number of Juveniles in the Reorientation Unit -See Issues Critical to Success Section TBD Andy Broughton
Number of Juveniles in the Genera! Population Units 60 Katherine Speed
Number of Juveniles in Congaree Honor Unit 12 Katherine Spesd
Number of Special Response Team Activatons [ Sharonda Sutton
Number of incidents of OC Spray usage - Freddie Pough SLED will recertify the
8 Class 1 Officers on
4/8/16.
|Number of calls for assistance for Date of Report 1 Freddie Pough
|Number of calls for assistance for (SATURDAY) NiA Freddie Pough
Number of calls for assi for (SUNDAY) N/A Freddie Pough
Number of Priority 1 offenses for Date of Report 2 Freddie Pough
Number of Priority 1 offenses for (SATURDAY) N/A Freddie Pough
Number of Priority 1 offenses for (SUNDAY) N/A Freddie Pough
Number of juvenile discipline transports for Date of Report 2 Freddie Pough
Number of juvenile discipline transports for (SATURDAY) N/A Freddie Pough
Number of juvenile discipline transports for (SUNDAY) NIA Freddie Pough
Number of medical {ransports 3 Freddie Pough
-Transports stemming from acts of aggression or juvenie misbehavior for Date of Report 3 Freddie Pough
-Transports unrelated to aggression or other juven|ie misbehavior for Date of Report 0 Freddie Pough
-Transports stemming from acts of aggression or juvenile misbehavior for (SATURDAY) NIA Freddie Pough
-Transports unrelated to aggression or other juvenile misbehavior for (SATURDAY) NIA Freddie Pough
-Transports stemming from acts of aggression or juvenile misbehavior for (SUNDAY) N/A Freddie Pough
-Transports unrelated to aggression or other juvenile misbehavior for (SUNDAY) NIA Freddie Pough
Number of items of contraband confiscated for Date of Report 0 Freddie Pough
Number of items of contraband confiscated for (SATURDAY) A Freddie Pough
Number of items of for (SUNDAY) N/A Freddie Pough
Number of Shakedowns for Date of Report 10 Freddie Pough
Number of Shakedowns for (SATURDAY) N/A Freddie Pough
Number of Shakedowns for (SUNDAY} N/A Freddie Pough
Number of random vehicle inspections for Date of Report 10 Freddie Pough
Number of random vehicle inspections for (SATURDAY) N/A Freddie Pough
Number of random vehicle inspections for (SUNDAY) N/A Freddie Pough
Number of random K-8 sweeps of vehicles for Date of Report 0 Freddie Pough
Number of random K-8 sweeps of vehicles for (SATURDAY) N/A Freddie Pough
Number of random K-8 sweeps of vehicles for (SUNDAY) N/A Freddie Pough
Warrants served/Arrests made for Date of Report 0 Freddie Pough
Warrants served/Amrests made for (SATURDAY) N/A Freddie Pough
Warrants served/Arrests made for (SUNDAY) N/A Freddie Pough
Number of criminal ir gati assigned for Date of Report 4 Freddie Pough
Number of criminal ir igati assigned for (SATURDAY) N/A Freddie Pough
Number of ir gati assigned for (SUNDAY) NIA Freddie Pough
Number of Internal Affairs Cases Assigned for Date of Report 3 Freddie Pough
Number of Intemal Affairs Cases Assigned for (SATURDAY) NIA |Freddie Pough
Number of Intemal Affairs Cases Assigned for (SUNDAY) NiA Freddie Pough

Improved Treatment, Education and Collaboration

DJJ has begun implementing the Aggression Replacement Training, ART, within BRRC. ART is an evidenced-based program that is on the Office of Juvenile Justice and Delinquency
ion's list of Model Programs for justice involved youth and is recognized by the Nationa! Gang Center as an effective gang intervention and prevention program

Reported Weekly

Executive Managers Resp Katherine Speed and James Quinn Responsible Person |UPdated Daily" Weekly
Number of weekly clinical hours (** Updated Weekly- as of 03/25/2016) 111 Katherine Speed .

Number of students at school in the am 47 James Quinn

Number of students at schoo! in the pm 47 James Quinn

Number of students referred to Behavior Management Intervention{BMI) Unavailable James Quinn




Number of students currently susg [ 4 |James Quinn =
School Removal Codes (1) Other (2) Security Intervention (3) Severe Disruption (4} Violsnt |
Number of Code 1 removals ] James Quinn
Number of Code 2 removals 0 James Quinn
Number of Code 3 removals 2 James Quinn
Number of Code 4 removals 2 James Quinn
Juvenile Progressive Discipline
|System:
£, " B b 4 d C Actual C:
Manag 0 K Speed, Sharonda Sutton and Freddie Pough Responsible Person Date Date
Disciplinary Heanng Process Katherine Speed
Security Rank and Recognition Phase 2 |Non-supervisory secunty staff are being  |Sharonda Sutton 04/22/16
fitted for the biue uniform shirts
Enhanced Juvenile Control Measures
= Freddie Pough Pursuing certification
and recertification via
Use of OC Spray Criminal Justice
Academy and SLED
Number/percentage of officers certified in the use of OC Spray 0% Freddie Pough
Number of officers that need to be certified in the use of OC Spray (7/13) 7 to start Freddie Pough 04/08/14
'erceniage of heavy Lexan Break Resistant glass Instalied- ‘anes) Large Ungoing 25% |Fred Genter 06/01/16 |Zerr:‘ding assistance
Percentage of tamper-resistant plumbing installed { 48 sinks/fountains) - Large Ongoing | Pending covers being
project 40% Fred Genter 07/31116 completed by SCDC
Amount of fencing to be installed - { 2,220 linear feet) Fred Genter 05/30/16
Willow Lane Percentage of fencing installed - (620 Feet Total} 100% 04/01/16 04/01/16
Santee Percentage of fencing installed - (750 Feet Total) 0% 05/30/16
Holly Percentage of fencing installed - (850 Feet Total) ] 0% 05/30/16
llation of ir | fumiture (BRRC) - As it arrives on campus 25% Fred Genter 05/15/16
:l:ranrt:‘er of Cameras installed- Fifty-one cameras will be ordered. Awaiting procurement 0% Fred Genter 1013116 rF_'REA Grant
0% Fred Genter This is a long term
Instaliation of Access Controls (Note: Vendor Start date is 6/01/16) 10/31/16 project with an
agency-wide impact
Dependent upon
Overall Facility Secunty Upgrade Completion - Continuous Project 35% Fred Genter 10/31/16 PREA grant for
: |cameras
Other Security Measures
E lve Managers Resp ible: Jamle Quinn, Sharonda Sutton and Freddle Pough Responsible Person | Estlmuleg::mplaﬁon
g:ltl:r':ar: ]duranon of class periods from 90 to 80 minutes { This change will take place for 0% Jamie Quinn Fall 2016
Ear Piacas for Security Staff (200 ordered. Shipping date is 3/30/16) 0% Sharonda Sutton 04/05/16
Secure Gang Training for Education Staff  New item. It was added 3/28/16) 0% Freddie Pough 04/01/16
Staff and Staff Training Weekly * as of 3/25/16
Person R ibl
Executive Manager Responsible: Robin Owens
Number of job fairs attended for Week Ending 3/25/16 o Robin Owens
Number of external job postings for Week Ending 3/25/16 Robin Owens
Number of new hires (" 2nd & 17th) 3/17/16-4/1/16 - Robin Owens Updated Bi-menth!
Number of separations (* 2nd & 17th) 3/17/16-4/1/16 - Robin Owens Updated Bi-month
Number of bonuses paid o Robin Owens
Number of staff completing Basic Training 7 currently in training Robin Owens
lumber of staff ng the Secunty Awareness Training for Week Ending 3/25/16 0 Robn Owens
Number of staff completing the Defensive Tactics Training for Week Ending 3/25/16 0 Robin Owens
Number of staff p g Juvenile Progressive Discipline Training for Week Ending 3/25/16 0 Robin Owens
Number of trainings hours provided to security staff for Week Ending 3/25/16 2725 Robin Owens
Number of trainings hours provided to non-security staff for Week Ending 3/25/16 35 Robin Owens
Daily
Number of BRRC Rebhabilitative Services Non-Secunty Total Positions 6.00 Robin Owens
Filled 500 Robin Owens
Vacant 1.00 Robin Owens
Number of BRRC Total Secunty Positions 236 00 Robin Owens
Filled 191.00 Robin Owens
Vacant 4500 Robin Owens
Key Vacancles Res; Ible Person d Comp
Date
IExocutIva Managers Responsible: Sylvia Murray, Freddie Pough, Katherine Speed
Deputy Director of Rehabi'itative Services Position advertised continuously Sylvia Murray |
Palice Chief Position Position advertised continuousiy Freddie Pough | 4/15/2016
Gang Intervention Specialist Position Position advertised continuously Freddie Pough | 4/29/2016

Deputy for Inspector General Positiors

Position advertised continuousty

Sylvia Murray

Hearing Officer Positions

Two staff temporarily assigned to

. Permanent p will be

pors(ed

Kathenne Speed

Other Significant Measures

Person Responsible

Daily

Ex ive Manag Elizabeth Hill, Katherine Pierson

Total Number of DJJ Policies: Total - 206 (All on 2 year review cycle.)

Number of DJJ Policies Reviewed, Revised, Created related to Improvement Plan

Elizabeth Hill

{Detailed list of policies and their status is attached to information package )

Elizabeth Hill




Number of BRRC related FOIA requests

| 1 Elizabeth Hill
Number of Non-BRRC related FOIA requests 3 Elizabeth Hill
Number of | Meetings Attended ] 0 Katherine Pierson
Completed Projects Person Resp Ibl Completion Date c
Expanded Clinical Coverage Katherine Speed 3/1/2016
Security Rank and Recognilion- Phase | Sharonda Sutton Phase |l is underway.
Aggression Replacement Training for Clinicians-Phase | Katherine Speed 3/15/2016
]BRRC Pole Lighis Fred Genter 3/24/2016
Birchwood Metal Detector Installation Fred Genter 3/28/2016
Intensive Treatment Unit Andy Broughton 3/28/2016 Snilopetedion

3/28/186.

Status Updates and Additional Points of Clarity

DJJ has been awarded a grant to train clinical staff in Cognitive Behavioral Therapy This grant was submitted by the Office of Programs and Planning through the Department of Publiic
Safety. Extended clinical hours schedule and contact numbers sent to secunty for the month of Apni

Compieted

Planning Phase

Active
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STATE OF SOUTH CAROLINA DEPARTMENT OF JUVENILE JUSTICE
PoLICY AND PROCEDURES
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Authority: | Treatment and Intervention Services

Juvenile Justice Code: | n/a

PbS Related Standard(s): [ n/a

December 31, 2014 SIGNED/ Margaret H. Barber
Effective Date Margaret H. Barber
Director
DATES UPDATED:

POLICY: The Department of Juvenile Justice (DJJ) will assess and monitor the appropriateness
of each juvenile’s assignment within a specific program and housing unit in secure facilities
based on individual treatment needs, behavioral criteria, history of aggression, victimization,
adjustment to custody (previous and current), and other appropriate factors. Each juvenile unit
and room assignment will be reassessed during each monthly status review, quarterly
reclassification review, and when necessary to maintain the safety and security of the juvenile
and facility operations.

PROCEDURAL GUIDELINES

A. The following housing assignment factors will be considered when determining the most
suitable program, unit, and room assignment for each juvenile:

1. Seriousness and nature of current offense (e.g., offense category). Facts of the
case (e.g., plead down from original offense).

2. Offense history.

3. Escape or runaway history.

4, ALERT/Separation/Caution requirements and/or notices and the nature of such.

5. Proximity to hostile co-defendants or peers, or victims of record.

6. Documented history of assaultive/aggressive/sexually aggressive behavior in any
environment.

7. Documented history of victimization/sexual vulnerability by peers or others.

8. Age.

9. Physical stature (e.g., height, weight).
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10.  Intellectual functioning (e.g., seriously mentally retarded or low-functioning).

11.  Emotional and mental stability (e.g., seriously mentally ill).

12.  Documented history of self-destructive behavior.

13.  Physical disabilities, handicaps, and/or special needs or accommodations.

14.  Adjustment in the evaluation center and prior custodial and residential
placements.

15. Peer gang-related indicators.

16.  Treatment needs as identified by the clinical professionals and multidisciplinary
team (e.g., substance abuse problems, and sex offender specific services).

17.  Juvenile’s home (geographical region).

18.  Any other factors relevant to reducing the probability of assault, disruptive
behavior, or possible victimization of the juvenile.

B. Facility Housing Plan

The Facility Administrators at the Detention Center, Evaluation Centers, and Broad River
Road Complex (BRRC) will ensure that the facility has a logistical plan in place for
assigning juveniles to housing units and beds based on the housing assignment factors.
Classification staff will routinely monitor and review juveniles’ assignments and make
necessary moves to ensure that the housing plan is followed. The Facility Administrator
will intermittently review juveniles’ assignments to check to ensure that the housing plan

is being followed.

1. The housing plan will have housing areas designated that:
a. Separates non-violent offenders from violent offenders (as defined by
DIJ).
b. Separates evaluation juveniles from committed juveniles.
c. Requires placement of sexually aggressive or sexually vulnerable

offenders in either single-occupancy rooms (BRRC), or a housing area
with direct and constant visual staff supervision (Detention and Evaluation
Centers).

d. Places special needs juveniles (mental/physical) in the most appropriate
place available for their needs.
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The Special Management Units will have an individual Housing Assignment Plan
and juveniles will be placed in single occupancy rooms unless pre-approved by
the Deputy Director for Rehabilitative Services.

The Detention and Evaluation Centers will include specific housing assignment
plans in their Facility Housing Plan for the housing of juveniles in segregation
areas.

The Facility Administrator will review and revise the Facility Housing Plan when
necessary as a result of changing juvenile populations, a change in the facility’s
mission and/or function, and when other factors make it necessary.

The Facility Manager will ensure that the level of supervision in these areas is
appropriate for the type, age, and size of juveniles living in those areas.

The Facility Administrator will ensure that all facility staff are trained in the
Facility Housing Plan.

C. Program, Unit, and Room Assignments

1.

Preliminary Housing Assignment Determination at Detention and Evaluation
Centers

The intake officials at the evaluation centers and the classification case manager
at the detention center will assign newly admitted juveniles considering the
housing assignment factors and the Facility Housing Plan. The employee
designated by the Facility Administrator to monitor bed assighments will review
the assignments for appropriateness and make necessary changes.

Subsequent Housing Assignment Review Upon Placement at BRRC

a. The Regional Classification Supervisor will notify the Director of
Classifications when a juvenile is recommended for placement at BRRC.

b. The Director of Classifications will review the current bed availability
with the Classification Case Manager(s) to determine the dorm

assignment.

c. Juveniles will be assigned to the most appropriate dorm based on age,
length of stay and/or offense.

Periodic Housing Assignment Reviews

A juvenile's program, unit, room, and bed assignment will be reassessed by the
Facility CCM during the juvenile’s monthly status review, quarterly
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reclassification review, and on an emergency basis if necessary to maintain the
safety and security of the juvenile and facility operations. If there are concerns
about the juvenile’s housing assignment, the Facility CCM will complete the
BRRC Juvenile Housing Assignment Factors Assessment (Form E-OK) and
present it to the Multidisciplinary Team for review.

Emergency Housing Reassignment

A Facility Administrator may temporarily move a juvenile to a different housing
assignment if the situation is a matter of safety and/or security and the matter is
considered an emergency. The Administrator will complete an Event Report
(Form I-3.2A) by the end of the shift and forward a copy to the CCM as soon as
possible, but no later that the opening of business the following business day.

a. The emergency reassignment of a juvenile will be reviewed by the CCM
as soon as possible but no later than one (1) business day after the
emergency reassignment. The CCM will convene the Multidisciplinary
Team.

b. The multidisciplinary team will review the appropriateness of the
reassignment as soon as possible but no later than two (2) business days
following the reassignment. The multidisciplinary team will consider the
safety and security factors and review the juvenile’s Supervision and
Service Plan. The team may approve or change the juvenile’s assignment.

Assignments to a Crisis Management Unit (CMU)
Crisis Management Units will follow their Facility Housing Plan when assigning

and reassigning juveniles. Only one juvenile will be in a room in a CMU unless
otherwise pre-approved by the Deputy Director for Rehabilitative Services.

D. Classification Coordinators (CC) and CCMs will ensure that the Coordinator of Juvenile
Movement and Accountability (CJMA) receives timely written notification of
assignments and reassignments of juveniles so that the CJMA may appropriately manage
DJJ bed space and juvenile transfers. If situations/circumstances prevent the scheduled
move/transfer of the juvenile, the CC/CCM will notify the CIMA as soon as possible.

E. Documentation

1.

The CIMA will notify the clinical, education, health, county office, and
operations staff via electronic mail of the juvenile’s move. The staff members in
these areas will ensure that their responsibilities for preparing a juvenile for
transfer are accomplished.
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2. The facility staff member designated to maintain the juvenile daily roster will
document and update juvenile housing assignments each business day to ensure
that this document reflects the correct and accurate information for juvenile
accountability and juvenile count purposes.

RELATED FORMS AND ATTACHMENTS:
Form E-OK, Housing Assignment Factors
Form I-3.2A, Event Report

SCOPE:
This policy applies to employees in the Detention Center, Evaluation Centers, BRRC, and the
Office of Juvenile Movement and Accountability.

LOCAL PROCEDURAL GUIDE:

The Detention Center, Evaluations Centers, BRRC, and Crisis Management Units are required to
maintain a current Facility Housing Plan based on appropriate classification factors and
consistent with this policy.

TRAINING REQUIREMENT:

Detention Center, Evaluation Center, BRRC, and employees in the Office of Juvenile Movement
and Accountability are required to review this policy within 30 days of its publication.
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ARTICLE 19
Juvenile Records

SECTION 63-19-2010. Records.

The court shall make and keep records of all cases brought before it. The records of the court are
confidential and open to inspection only by court order to persons having a legitimate interest in the records
and to the extent necessary to respond to that legitimate interest. These records must always be available to
the legal counsel of the child and are open to inspection without a court order where the records are
necessary to defend against an action initiated by a child.

HISTORY: 2008 Act No. 361, Section 2.

SECTION 63-19-2020. Confidentiality.

(A) Except as provided herein, all information obtained and records prepared in the discharge of official
duty by an employee of the court or department are confidential and must not be disclosed directly or
indirectly to anyone, other than the judge, the child’s attorney, or others entitled under this chapter or any
other provision of law to receive this information, unless otherwise ordered by the court. The court may
order the records be disclosed to a person having a legitimate interest and to the extent necessary to respond
to that legitimate interest. However, these records are open to inspection without a court order where the
records are necessary to defend against an action initiated by a child.

(B) The director of the department must develop policies providing for the transmission of necessary and
appropriate information to ensure the provision and coordination of services or assistance to a child under
the custody or supervision of the department. This information must include that which is required for the
admission or enrollment of a child into a program of services, treatment, training, or education. The
information may be provided to another department or agency of state or local government, a school district,
or a private institution or facility licensed by the State as a child-serving organization. This information
may be summarized in accordance with agency policy.

(C) The director is authorized to enter into interagency agreements for purposes of sharing information
about children under the supervision or in the custody of the department. The agencies entering into these
agreements must maintain the confidentiality of the information.

(D) Reports and recommendations produced by the department for the court for the purpose of a
dispositional hearing must be disseminated by the agency to the court, the solicitor, and the child’s attorney.

(E)(1) The department must notify the principal of a school in which a child is enrolled, intends to be
enrolled, or was last enrolled upon final disposition of a case in which the child is charged with any of the
following offenses:

(a) a violent crime, as defined in Section 16-1-60;

(b) a crime in which a weapon, as defined in Section 59-63-370, was used;

(c) assault and battery against school personnel, as defined in Section 16-3-612;

(d) assault and battery of a high and aggravated nature committed on school grounds or at a
school-sponsored event against any person affiliated with the school in an official capacity; or

(e) distribution or trafficking in unlawful drugs, as defined in Article 3, Chapter 53 of Title 44.

(2) Each school district is responsible for developing a policy for schools within the district to follow
to ensure that the confidential nature of a child offense history and other information received is maintained.
This policy must provide for, but is not limited to:

(a) the retention of the child offense history and other information relating to the child offense
history in the child’s school disciplinary file or in some other confidential location;

(b) the destruction of the child offense history upon the child’s completion of secondary school or
upon reaching twenty-one years of age; and



(c) limiting access to the child’s school disciplinary file to school personnel. This access must only
occur when necessary and appropriate to meet and adequately address the educational needs of the child.

(F) When requested, the department must provide the victim of a crime with the name of the child and
the following information retained by the department concerning the child charged with the crime:

(1) other basic descriptive information, including but not limited to, a photograph;

(2) information about the juvenile justice system;

(3) the status and disposition of the delinquency action including hearing dates, times, and locations;

(4) services available to victims of child crime; and

(5) recommendations produced by the department for the court for the purpose of a dispositional
hearing.

(G) The department or the South Carolina Law Enforcement Division, or both, must provide to the
Attorney General, a solicitor, or a law enforcement agency, upon request, a copy of a child offense history
for criminal justice purposes. This information must not be disseminated except as authorized in Section
63-19-2030. The department and the South Carolina Law Enforcement Division must maintain the child
offense history of a person for the same period as for offenses committed by an adult.

(H) Other information retained by the department may be provided to the Attorney General, a solicitor,
or a law enforcement agency pursuant to an ongoing criminal investigation or prosecution.

(I) The department may fingerprint and photograph a child upon the filing of a petition, release from
detention, release on house arrest, or commitment to a juvenile correctional institution. Fingerprints and
photographs taken by the department remain confidential and must not be transmitted to the State Law
Enforcement Division, the Federal Bureau of Investigation, or another agency or person, except for the
purpose of:

(1) aiding the department in apprehending an escapee from the department;

(2) assisting the Missing Persons Information Center in the location or identification of a missing or
runaway child;

(3) locating and identifying a child who fails to appear in court as summoned;

(4) locating a child who is the subject of a house arrest order; or (5) as otherwise provided in this
section.

(J) Nothing in this section shall be construed to waive any statutory or common law privileges attached
to the department’s internal reports or to information contained in the file of a child under the supervision
or custody of the department.

HISTORY: 2008 Act No. 361, Section 2.

Code Commissioner’s Note

Section 16-3-612, referenced in subsection (E)(1)(c), was repealed by 2010 Act. No. 273, Section 7.
Editor’s Note

2010 Act No. 273, Section 7.C, provides:

“Wherever in the 1976 Code of Laws reference is made to the common law offense of assault and battery
of a high and aggravated nature, it means assault and battery with intent to kill, as contained in repealed
Section 16-3-620, and, except for references in Section 16-1-60 and Section 17-25-45, wherever in the 1976
Code reference is made to assault and battery with intent to kill, it means attempted murder as defined in
Section 16-3-29.”
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POLICY: The Department of Juvenile Justice (DJJ) will establish and maintain manual and
automated juvenile records in compliance with law and in a manner that will ensure that
information is current, confidential, safe, and secure. Records will be retained and disposed of in
accordance with their Specific Records Retention Schedules, consistent with DJJ Policy B-5.5,
Retention and Disposition of Department Records.

PROCEDURAL GUIDELINES:

A. Definitions

1. File/Record: A collection of manual or automated documents regarding an
individual juvenile.
2. Active Juvenile Records: Records of juveniles that are currently being served by

DJJ through the jurisdiction of the Family Court.

3. Inactive Juvenile Records: Records of juveniles that are no longer being served by
the Department and are no longer eligible for the jurisdiction of the Family Court.

4, Records Liaison: The employee designated as responsible for maintaining
juvenile records in their office/facility and carrying out the procedures established
for the inventory, security, transfer, retention, and disposition of juvenile records.

5. Records Manager: The DJJ employee within the Division of Administrative
Services responsible for Department records.

6. Specific Retention Schedule: The length of time one or more series of unique
records will be retained and the final disposition of those records.

7. Juvenile Justice Management System (JJMS): The automated system that is a
web-based application for electronic storage of juvenile records.
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B. Responsibilities

1.

The Records Manager will manage the DJJ records process consistent with law
and the guidelines of the State Department of Archives and History and will
provide training to Records Liaisons in their responsibilities of records
management.

The Facility/Office Manager at each site having juvenile records will designate a
Records Liaison. The Records Liaison will be responsible for the maintenance,
inventory, security, and transfer of juvenile records specific to their facility/office.

The Records Manager and Records Liaisons will ensure that transfers of juvenile
records are made in a timely manner and that such transfers are documented.

DJJ employees will follow JJMS data entry instructions and responsibilities
outlined in the JJMS User Guide These procedures are designed to ensure timely,
accurate input to juvenile records stored within JIMS.

C. Maintenance and Security of Manual and Automated Juvenile Files/Records

1.

DJJ will maintain current and comprehensive files/records for each juvenile under
its supervision. Each file/record folder will be labeled with the juvenile’s last
name, first name, middle initial, date of birth, and DJJ identification number.

Documents will be filed as soon as possible, but no later than 5 workdays of
receipt.

Manual records and information will be kept in locked, secure file cabinets,
offices, and designated storage areas. They will be protected against deterioration,
mutilation, theft, loss, and destruction and will be secured in storage areas having
proper ventilation and fire protection to keep them safe from potential fire and
water damage.

Access to records storage areas will be restricted to employees authorized by the
Facility/Office Manager. Records will be signed in/out by authorized staff
members. Record Liaisons will conduct routine audits of all records to ensure
records are accounted for and secured.

Records or record information will not be left unattended in a manner that allows
unauthorized persons access to view the contents.

Electronic records will be protected using workstation security. Access to DJJ
information systems is password protected. Passwords are not to be shared with
anyone. Workstations will not be left unattended while any system is running or
while any other juvenile information is accessible.

Authority: Division of DJJ Policy No.:  B-5.1 | Page: 2 of 10
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Juvenile record information transmitted through either electronic mail (e-mail) or
facsimile (fax) will be discreet and limited to requested information only. These
communications will not include the juvenile’s name in the subject line of the e-
mail or on the cover letter of faxes. These communications will state that the
information is confidential and intended for the addressee only.

DJJ staff members will transport individual juvenile records between locations in
closed containers or envelopes labeled, “Confidential Record — Property of
SCDJJ”.

Release/disclosure of juvenile record information will comply with DJJ Policies
A-4.4, Health Insurance Portability and Accountability Act (HIPAA) and B-5.3,
Confidentiality and Release of Juvenile Information.

D. Release/Transfers of Juvenile Records

L.

2.

Release of a Juvenile Record within DJJ

a. A DJJ staff needing a record will contact the facility or office holding the
record to request the records and coordinate ‘the record transfer. The DJJ
employee transferring the record will ensure that all of the documents are
filed and that duplicate information has been purged from the record prior
to the transfer of the juvenile record. If the juvenile has been re-admitted,
the employee receiving the record from the DJJ Records Office will merge
and purge the new and previous records

b. Active records will be available for release and transfer from Central
Records within a 24-hour work day period and inactive records within a 4-
day work period. The Central Records employee having possession of the
record will notify the requesting employee of any anticipated delays in
providing the record.

c. The record will be transferred by department mail or picked up by the
requestor.

d. The Records Manager/Liaison will document the release and transfer of a
juvenile record on the Juvenile Record Release Log (Form B-5.1A) and
will document the form when the record is returned.

Records to Accompany Juvenile when Transferred

a. Evaluation Center Admissions File

1) Transfer from Evaluation Center to BRRC: The EC file will transfer
with the juvenile.

Authority: Division of DJJ Policy No.:  B-5.1 | Page: 3 of 10
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2) Transfer from Evaluation Center to Wilderness: The EC file will
be retained at the EC Center for 6 months and then sent to Central
Records.

Classification and Clinical Records

Transfer within BRRC: The juvenile’s classification and clinical records

will transfer with the juvenile to the receiving facility when movement

occurs between the Broad River Road Complex (BRRC) facilities.

Health Records

1) The juvenile’s health record will accompany the juvenile when the
juvenile is admitted to the Willow Lane Infirmary from outside of
the BRRC.

2) The juvenile’s health record will be delivered to the Willow Lane
Infirmary when the juvenile is admitted to the Special
Management Unit from outside of the BRRC.

3) In the event an emergency situation precludes the transporting
officer from bringing the classification and health record with the
juvenile, the sending supervisor will ensure that the records are
delivered as soon as possible and within 24 hours.

Educational Records

Transfer from Evaluation Center to BRRC: The educational file will be

forwarded to the appropriate school.

3. Transfer of Active Juvenile Record for Temporary Centralized Storage

The records of juveniles released from the following facilities will be
transferred to the DJJ Records Office within the following time periods:

1) Evaluation Center master file and health record: 6 months.

2) Broad River Road Complex (BRRC) classification and clinical
records: one month.

3) BRRC health/dental record: one month.
The Records Liaison will alphabetize and document the records being

transferred on the Juvenile Record Transfer Log (Form B-5.1B). In the
event that multiple boxes of records are being delivered, a form will made
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4.

for the contents of each box and will be placed in the corresponding box.
The boxes will be folded closed or a lid placed on them. They will not be
taped closed.

The Records Liaison will contact the DJJ Record Office to schedule a
delivery date.

The receiving Central Records employee will cross check the records
being delivered with the Juvenile Record Transfer Log (Form B-5.1B).
Any discrepancies will be noted on the form and initialed by the Central
Records employee and a copy will be given to the staff sending the
records. The original will be filed and maintained in the Central Records
administrative files.

Transfer of Inactive Juvenile Record

On a yearly basis, Record Liaisons will audit and pull the following
inactive juvenile records based on Specific Retention Schedules in
preparation for transfer to the Record Office.

1) County Office Case Records
2) Interstate Compact Records
3) Education Records

The records will be sorted by juvenile birth year and then alphabetized.
They will be placed in cubic foot storage boxes. Boxes will not be taped
closed. Boxes will not be over or under filled. A manila envelope may be
used and labeled as a box when there are not enough records to fill a cubic
foot box.

The outside of the box (or envelope) will be labeled with a black marker
below the handhold with the following information:

1) The name of the sending division and location (examples):
Community - Orangeburg County.
Education — Birchwood School.
Community - Interstate Compact.

2) The birth year of the juvenile records contained in the box.

3) The box number and the total number of boxes sent:
(e.g., box 1 of 3).

DJJ Policy No.:  B-5.1 | Page: 50f 10
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d. A list of the juvenile records contained in each box will be prepared using
the Juvenile Record Transfer Log (Form B-5.1B). A copy of this form will
be placed in each box and a copy retained by the Records Liaison.

5. The Records Liaison will contact the Records Manager to schedule delivery prior
to sending the record to Central Records.

6. Central Records employees will cross check the records being delivered with the
Juvenile Record Transfer Log (form B-5.1B). After verifying the records
transferred, the form will be signed, dated and any discrepancies will be noted on
the form and initialed and a copy will be given to the staff submitting the records.
The original will be filed and maintained in the Central Records administrative
files.

E. Release/Disclosure of Juvenile Record Information

Juvenile files, records, documents, photographs, notes, and reports, both manual and
automated, are confidential. No information or documents will be released or disclosed
without proper authorization. Release/disclosure of juvenile record information will
comply with DJJ Policies A-4.4, Health Insurance Portability and Accountability Act
(HIPAA) and B-5.3, Confidentiality and Release of Juvenile Information.

F. Expungement of Juvenile Records

1. Juvenile offense records will be expunged by Court Order only. The court order
will be sent to the DJJ Legal Office for review. A copy of the Order and the
juvenile record will be sent to the Records Manager.

2. Upon approval the DJJ Legal Office will notify the Records Manager and
Information Technology staff of the expungement and forward the Court Order
and response letters acknowledging the expungement to the Records Manager.

3. The Records Manager will destroy the manual records by shredding and the IT
staff will delete the record from the automated system.

4, The Records Manager will sign the acknowledgement letter indicating that the
record has been destroyed and mail the acknowledgement letter to the court.

G. Retention and Disposition of Juvenile Records

Juvenile manual and automated records will be retained and disposed of based on their
Specific Retention Schedules as developed by DJJ in conjunction with and approved by
the South Carolina Department of Archives and History (SCDAH), and in accordance
with their Specific Records Retention Schedules, consistent with DJJ Policy B-5.5,
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Retention and Disposition of Department Records. No official juvenile record will be
disposed of unless the Schedule authorizes the destruction.

H. Description of Primary DJJ Records

1.

Interstate Compact Record: The DJJ Interstate Compact Coordinator establishes
this record for a juvenile being served through the Interstate Compact on
Juveniles. This record will remain at the Office of Community Support Services
until the juvenile reaches age 18 then closed and transferred to Central Records.

Detention File: This file is established at the DJJ Detention Center for a juvenile
that has been detained by law enforcement or the Family Court, but has not been
adjudicated delinquent. The detention staff will create and maintain this file until
the juvenile is released back to the county or the court hearing is held. The record
will remain active and maintained at the Detention Center as long as the juvenile
is at the Detention Center. When the juvenile is released, the file will be kept at
the Detention Center storage until the destruction date has been reached.

County Office Diversion File: This includes programs such as juvenile arbitration,
drug-court, truancy prevention, and any other local community program. This file
is established and maintained in the DJJ County Office where each program is
located until the juvenile reaches age 18. Once the juvenile turns 18 years old, the
Diversion file will be transferred to DJJ Central Records.

County Office Case Record: This record is established and maintained at the DJJ
County Office. Upon a juvenile’s initial contact with a County Case Manager, a
case management record will be established and maintained in the county office.
It will remain at the county office until the juvenile reaches age 18. Once the
juvenile turns 18 years old, the record will be transferred to DJJ Central Records.

Community Consultation and Evaluation File: This file is established for a
juvenile receiving community psychological services, including testing
data/protocols, and treatment information on juveniles served by the Office of
Consultation and Evaluation. The Psychologist will maintain copies for a
minimum of 5 years, as stipulated by the American Psychology Association
(APA) guidelines.

Evaluation Center Files;

a. Evaluation File
The Evaluation file is established for a juvenile committed to a DJJ
Evaluation Center for evaluation. The record will remain active and

maintained at the Evaluation Center serving the juvenile as long as
services are provided to the juvenile. When a juvenile is committed for an

Authority: Division of DJJ Policy No.:  B-5.1 | Page: 7 of 10
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evaluation, the County Case Manager will forward the
Evaluation/Commitment/Transfer package, comprised from the county
case record, to the appropriate evaluation center staff to create an
evaluation file. The evaluation center file will be retained by the center for
6 months following the release of the juvenile from evaluation status. It
will then be transferred to DJJ Central Records.

b. Admissions File (Observation and Assessment)

Upon a juvenile’s admission to an evaluation center, the intake staff will
search the juvenile’s name in the Juvenile Justice Management System
(JJIMS) and determine if the juvenile has been previously committed to
DJJ.

1) If the juvenile has never been committed, an admissions file will
be created.

2) If the juvenile had been admitted to an evaluation center within the
last 6 months for an evaluation, the admissions staff will pull the
evaluation file, and convert it to the admissions file. If the file is no
longer at the evaluation center, the record will be requested from
Central Records.

3) If the juvenile was previously committed, the admissions staff will
request previous juvenile records from DJJ Central Records. All
new and current information will be added to this record.

4) If the juvenile transfers to a group home, wilderness program, or
private provider, a placement package will be forwarded to the
receiving placement location and the record will be forwarded to
DJJ Central Records. If the juvenile is transferred to a long-term
facility, the file will transfer with the juvenile. The juvenile’s
classification and clinical record will be created using the
documents from this file.

Classification Record: The Classification Case Manager establishes this record at
a long-term facility upon a juvenile’s arrival. The Classification Case Manager
will maintain this record as long as the juvenile resides in a long-term facility.
Once services are terminated, the record will be transferred to DJJ Central
Records.

Clinical Record: This record is established by the Social Worker upon a juvenile’s
arrival at a long-term facility. This record includes information regarding the
provision of social work and psychological services. This record will be
maintained by the Social Worker for as long as the juvenile resides in the long-
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10.

11.

term facility. Once services are terminated, the record will be transferred to DJJ
Central Records.

Health Record: This record is established by DJJ Health Services and includes
information regarding health services provided to a juvenile committed, detained,
or served at DJJ. The health record will be maintained at the designated Health
Services location as long as the juvenile is receiving services. Once services are
terminated, the Health Record will be transferred to DJJ Central Records.

Education Record: The Education Division establishes this record. The education
record will remain at the education site as long as services are provided to a
juvenile. Copies of the educational record will be sent to the student’s community
school district upon request. The education record will remain on site until the
juvenile is 18 years of age. File information includes: name, grade, attendance,
courses taken and standardized test scores. In addition, the file may contain other
material such as photographs, tests (mental and physical), health cards
(immunization records), general correspondence, special medical reports
(physical impairment), guidance records, birth certificates, and separation date.
Education staff will purge information then route only the transcript, report cards,
birth certificate, health: immunization records, and any trade certificates earned
by the student to central records for storage.

Special Education (Scholastic records for Handicapped Students): The Special
Education Office establishes and maintains this record for juveniles receiving
special education services. File information includes: handicapped/psychological
needs, placement forms, staffing, individual educational programs, confidential
education reports, and least restrictive environment verification. Records are kept
until no longer needed for school district purposes. The student/family will be
notified that they have a right to destroy the records, and if requested, the record
must be destroyed. If the parent does not request destruction, the school district
may retain permanently or destroy at their discretion. In all instances of
destruction the parents must be notified forty-five calendar days prior to
destruction that they have a right to request and receive a copy of the records.
Documentation of the notification must be permanently retained.

RELATED FORMS AND ATTACH MENTS:
Form B-5.1A, Juvenile Record Release Log
Form B-5.1B, Juvenile Record Transfer Log

REFERENCED POLICIES:

A-4.4, Health Insurance Portability and Accountability Act (HIPAA)
B-5.3, Confidentiality and Release of Juvenile Information

B-5.5, Retention and Disposition of Department Records

Authority: Division of DJJ Policy No.:  B-5.1 | Page: 9 of 10
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SCOPE: This policy applies to all DJJ employees handling juvenile documents, files, records,
and automated juvenile information.

LOCAL PROCEDURAL GUIDE:
Each facility/office is required to have a local written procedure for local file/record instructions.

TRAINING REQUIREMENT: All employees handling juvenile documents, files, records, and
automated juveniles information are required to review this policy within 30 days of its
publication.
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POLICY: Juvenile records, information, and reports prepared and maintained by DJJ or any of
its employees, volunteers, and interns are confidential. Juvenile records and information will not
be disclosed by any employee, volunteer, or intern directly or indirectly to anyone, except where
disclosure is authorized by law and in compliance with the procedural guidelines set forth in this
policy. DJJ will comply with the Health Insurance Portability and Accountability Act (and DJJ
Policy A-4.4, HIPAA) when using or disclosing a juvenile’s Protected Health Information.
Juveniles who are 16 years of age or older have the right to release their personal, confidential
and privileged information. Unauthorized release by DJJ of juvenile information is both
unethical and illegal.

PROCEDURAL GUIDELINES:
A, General Juvenile Information

1. Juvenile information includes any identifiable data or information on a juvenile
contained in DJJ manual and automated records and those contained in any
employee’s, intern’s or volunteer’s personal working file. Protected health
information contained in a juvenile file must be handled in accordance with the
provisions in Section B of this policy.

2. The DJJ Records Manager will coordinate the release of inactive juvenile records.
Primary custodians of juvenile files and records in county offices and juvenile
residential facilities will be advised by the DJJ Records Manager concerning the
release of active juvenile records from their respective work areas. If a question
arises concerning whether or not the release of a juvenile’s records or information
is appropriate and the DJJ Records Manager cannot answer the question, the
matter will be referred to the DJJ Legal Office.
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3. DJJ Employees, Interns, and Volunteers:

a.

Statements made by a juvenile as part of the intake interview relating to
the offense for which the juvenile is charged and for which the intake
interview is being conducted will not be revealed to the Solicitor’s Office
prior to the Solicitor making its determination related to that juvenile’s
prosecution. DJJ County Case Managers will advise juveniles prior to the
intake interview that statements made to a DJJ employee are confidential,
but that the information is subject to being released under certain
circumstances, including:

1) A court order to release statements and information. The County
Case Manager will comply with the order.

2) To the Solicitor/Attorney General involved with the prosecution of
a juvenile after the intake review process is complete.

3) When statements are made that pertain to crimes other than the
crime for which the juvenile is currently referred, the County Case
Manager will report the information to local law enforcement.

4) When statements provide a reason to believe that the juvenile or
another child has been abused or neglected, or is at risk of either.
The County Case Manager will report the information to the South
Carolina Department of Social Services and local law enforcement
per the SC Children’s Code, Article 3, Sub article 1, 63-7-310,
Persons required to report. If the suspected abuse/neglect
occurred at a DJJ facility, the County Case Manager will report the
information to DJJ Office of the Inspector General as an ERMIS
event pursuant to DJJ Policy I-3.1, Alleged Abuse and Neglect of
Juveniles.

Active juvenile records will be made available to DJJ staff when access is
required to provide services to the juvenile, to perform official duties
within DJJ, and for authorized research purposes. Access to interns and
volunteers will be strictly limited to only that information needed to carry
out the supervisory assignment. Access to protected health information
contained in a juvenile’s record should be limited to the minimum amount
necessary to provide for treatment, payment or agency operations.

DJJ employees that conduct inquiries/investigations involving juveniles
may share the juvenile’s name and the minimum amount of information
about the juvenile in order to conduct inquiries. Employees will identify
themselves as DJJ employees and use DJJ official stationary in all written
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correspondence. Records and information on a juvenile are available to
and may be shared between DJJ employees with a need to know. Records
and information also may be shared with independent contractors
providing services to DJJ, entities under the direction of DJJ and entities
with whom the juvenile is placed, upon request of that individual or entity
and upon a determination being made of the need for that
information/record. Protected health information contained in a juvenile’s
record will be limited to the minimum amount necessary to provide for
treatment, payment or agency operations.

d. Internal communication among DJJ staff concerning a juvenile’s protected
health information will be discreet and only include those staff members
with a need to know the information in order to perform their job duties.
Email or written communications may include a juvenile’s name in the
body content of the correspondence, however, will not include a juvenile’s
name in the subject line. Emails, facsimiles, and other written
communications will contain the following warning:

“The information contained in this fransmission is privileged and confidential. It is intended only for
the use of the individual or entity named above. If the reader of this message is not the intended
recipient, you are hereby notified that any dissemination, distribution or copy of this communication
Is strictly prohibited. If you have received this communication in error, please notify us immediately
by telephone or by email and delete all copies of this message and all attachments.”

Other Child Serving Agencies

DJJ may verbally share information about a juvenile with the employees of other
agencies, departments, school districts, or private child serving agencies that are
members of the juvenile’s treatment team. DJJ staff may also provide copies of
written records upon request, if the entity is involved with, or anticipates being
involved with that particular juvenile, or if the juvenile is seeking enrollment,
admission or the continuation of services in a program or facility managed by the
entity. If the information or record includes protected health information, any
disclosure must comply with the provisions set forth under Section B of this
policy.

Guardians Ad Litem and Attorneys Representing the Juvenile

DJJ may release juvenile records to a juvenile's Guardian Ad Litem or to the
attorney representing a juvenile. If the request is from the Guardian Ad Litem, a
statement of appointment and a copy of the Order of Appointment must be
submitted with the request.
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6. Court Orders Issued by South Carolina Courts

a.

Records will only be released upon receipt of an order from a court of
competent jurisdiction (e.g., South Carolina Family Court, Circuit Court
General Sessions/Common Pleas). The Records Liaison will refer court
orders received from other states and from other courts to the DJJ Legal
Office for a determination on the release of records.

The receipt of a subpoena for juvenile records is not legally sufficient for
the DJJ to release juvenile records. Unless the DJJ Legal Office directs the
release of juvenile records pursuant to a subpoena, juvenile records will be
released only upon the receipt of a court order specifically directing the
release of the records.

1) Upon receipt of a subpoena for juvenile records, the Records
Liaison will send a letter to the requesting party citing the
provisions of S.C. Code Ann. Section 63-19-2020 that requires a
court order.

2) The subpoena and letter will be maintained in the juvenile's file.

Before releasing records regarding a juvenile's protected health
information including a referral, assessment, or treatment for substance
abuse, the Records Liaison will consult with the DJJ Records Manager,
and/or the DJJ Legal Office regarding the adequacy of a court order
requiring the disclosure of these records.

Only those records specified in the court order will be provided to the
entity authorized by the court order to receive the records.

A copy of the order and documentation of records released pursuant to the
court order will be maintained in the juvenile’s file. Correspondence will
also be maintained in the juvenile's case management record.

7. Release of Information to the Armed Services of the United States

Juveniles seeking to enlist or advance in the United States Armed Forces may
request that DJJ release information to the United States Department of Defense.
Upon consent of a juvenile, the Records Liaison will release the juvenile's record
of arrests and adjudications to the requesting Department of Defense branch of the
armed services.
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8. Requests from Parents/Guardians

10.

11.

a. All records and information may be released to the juvenile’s legal
custodian. State law provides that a non-custodial parent has equal access
and the same right to obtain the juvenile’s educational records and health
records if the juvenile is under the age of 18. Evaluation reports will only
be released to the court, the solicitor, and the defense attorney prior to
disposition. After disposition, the legal guardian shall be allowed access to
the evaluation only with a face to face meeting with the psychologist.

b. The Records Liaison may request a copy of the juvenile's birth certificate,
court order, or other proof that the person requesting records is the parent
or legal custodian of the juvenile, prior to releasing juvenile information.

Media Requests

If the juvenile has been either waived to the Court of General Sessions or
adjudicated delinquent for a violent crime, grand larceny of a motor vehicle, a
crime in which a weapon was used, or the distribution or trafficking in unlawful
drugs, information may be released. Identifiable information released to the media
will be limited to the juvenile's name, photograph, record of arrests/adjudications,
and other basic information which may aid in his/her apprehension or
identification. All requests for information from the media will be immediately
referred to the Office of Public Affairs and released only as directed by the Office
of Public Affairs and the Legal Office.

Requests from Victims

Information may be released to victims of crimes committed by the juvenile, in
compliance with DJJ Policy F-2.2, Victim Services.

Juvenile Information may also be released:

a. Pursuant to an interagency agreement entered into by the agency for
purposes of sharing information about children under the supervision of
DIJJ.

b. When necessary to defend against an action initiated by a juvenile.

c. A copy of the child offense history to the Attorney General, a solicitor or a

law enforcement agency for any criminal justice purpose.
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d. Other information retained by DJJ may be provided to the Attorney

General, a solicitor or law enforcement agency pursuant to a current
investigation or prosecution of that juvenile or another juvenile or adult.

€. To the Court of General Sessions for the purposes of sentencing an
individual as an adult.

f. To the South Carolina Law Enforcement Division, Department of Child
Fatalities when conducting an inquiry into the death of a child.

g. To Local Education Agencies (LEAs) when a juvenile transfers from the
DJJ school district to another school within the LEA.

h. To the school principal, the final disposition of a case in which the child
was charged with: a violent offense defined as violent in S.C. Code Ann.
16-1-60 (Attachment B-5.3A); a crime in which a weapon (SC Code
Section 59-63-370) was used; assault and battery against school personnel;
assault and battery of a high and aggravated nature committed on school
grounds or at a school-sponsored event against any person affiliated with
the school in an official capacity; or distribution or trafficking of drugs.

B. Protected Health Information Contained in Juvenile Files

1.

Protected Health Information (PHI): Health information collected from an
individual and created or received by DJJ that identifies the individual or can be
used to identify the individual. The information relates to the individual’s past,
present or future physical or mental health or condition, the provision of health
care to them, or the payment for the provision of health care. Health information
that does not identify an individual and from which there is no reasonable basis to
believe that the information can be used to identify an individual is not protected
health information. PHI includes (but is not limited to) the individually
identifiable health information contained in DJJ records such as juvenile medical
records, evaluation reports, placement packages, juvenile classification files, birth
certificates, and psychiatric and psychological evaluations.

DJJ staff members are permitted to disclose PHI in the following instances:

a. To the individual who is the subject of the PHI.
b. For treatment, payment or healthcare operational purposes.
c. In compliance with valid authorization. Authorizations are required to

disclose PHI unless otherwise required or permitted under this policy. DJJ
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must obtain a signed authorization using Authorization to Release
Information (Form B-5.3A).

1) DJJ must obtain a signed authorization form for any use or
disclosure of PHI for the purposes of marketing.

2) DJJ must obtain an authorization for any use or disclosure of
Psychotherapy Notes except in the following circumstances:

A) For use by the originator for treatment.
B) To defend against a legal action brought by the patient.

0) For purposes of the Department of Health and Human
Services in determining compliance with the privacy rule.

D) To a health oversight agency for a lawful purpose related to
oversight of a psychotherapist.

E) To a coroner or medical examiner for the purpose of
identifying a deceased person, determining a cause of
death, or other duties as authorized by law.

F) To law enforcement in instances of permissible disclosure
related to a serious or imminent threat to the health or
safety of a person or the public.

DJJ may disclose PHI to a government authority when there is a
reasonable belief that the person is a victim of child abuse, neglect, or
domestic violence. This report should occur with the consent of the
individual or limited to the necessary information to comply with legal
reporting requirements. Individuals should be notified of all disclosures
made without consent unless it would place them in risk of serious harm
or the personal representative requiring notice is believed to be the
perpetrator and informing this representative would not be in the
individual’s best interest.

Judicial and administrative proceedings: in response to an order of the
court or other administrative tribunal. Disclosures must be limited to PHI
information expressly authorized by the order.

Disclosures for Law Enforcement Activities: DJJ may disclose PHI to law
enforcement under the following conditions:
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)

2)

3)

4)

)

6)

7

When required by law to report certain types of injuries or wounds,
such as gun shot.

A court order, warrant or subpoena issued by a judicial officer or a
grand jury subpoena.

An administrative request when the information is relevant to a
legitimate law enforcement inquiry and the request is specific and
limited to the extent practicable and de-identified information
could not be used.

For identifying or locating a suspect, witness, fugitive or missing
person. Information disclosed must be limited to:

A) Name and address.

B) Date and place of birth.

©) Social security number.

D) ABO blood type and Rh factor.

E) Type of injury.

F) Date and time of treatment.

G) Date and time of death, if applicable.

H) A description of distinguishing physical characteristics.

Information regarding DNA, dental records or body fluids and
tissue cannot be released for identification purposes.

In response to a request for information about the suspected victim
of a crime. The individual must agree to the disclosure unless the
victim is incapacitated or the information is needed to determine if
a crime has been committed and is required immediately and
disclosure is in the best interest of the suspected victim.

If it is suspected that the death resulted from criminal conduct.

When PHI that is judged to constitute evidence of criminal conduct
that occurred on DJJ premises.
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8)

When providing emergency healthcare, DJJ may disclose PHI to
alert law enforcement regarding the commission and nature of a
crime, the location of a victim or to provide information about the
perpetrator of such crime.

Information on decedents may be released to:

1

2)

Coroners, medical examiners and funeral directors as required to
carry out their duties authorized by law (for example, to determine
a cause of death).

Organ procurement organizations for cadaver organ, eye or tissue
donation purposes.

Specialized government functions:

1)

2)

3)

4)

To authorized federal officials for the conduct of lawful
intelligence, counter-intelligence and other nation security
activities.

To authorized federal officials for the provision of protective
services to the President or other persons authorized by law.

To a correctional institution or law enforcement official having
lawful custody, if the protected health information is needed for
the provision of health care; the health and safety of other inmates,
officers or employees, including transportation personnel; or the
administration of safety security and good order.

In compliance with worker’s compensation programs.

Other Permitted Disclosures

1

In accordance with applicable laws and ethical standards, when the
Department has made a determination in good faith that disclosure:

A) Is necessary to prevent or lessen a serious and imminent
threat to the health or safety of a person or the public and
the information is reasonably able to prevent or lessen the
threat.

B) Is necessary for law enforcement to identify and apprehend
the individual because they have escaped from correctional
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or other lawful custody or because of statements indicating
they have caused physical harm to the victim.
2) This information cannot be gathered in the course of treatment
counseling or therapy.
3) Only the following information may be provided under this
section:
A) Name and address.
B) Date and place of birth.
)] Social security number.
D) ABO blood type and Rh factor.
E) Type of injury.
F) Date and time of treatment.
Q) Date and time of death, if applicable.
H) A description of distinguishing physical characteristics.

j. To a health oversight agency for oversight activities authorized by law,
including audits; civil, administrative or criminal investigations;
inspections; licensure or disciplinary actions; civil, administrative or
criminal proceedings or actions; or other activities necessary for
appropriate oversight of the health care system, government benefit
programs for which health information is relevant to beneficiary
eligibility, government regulatory programs for which health information
is necessary for determining compliance with program standards, or
compliance with civil rights laws for which health information is
necessary in determining compliance.

3 Internal Uses of Protected Health Information
a. PHI may be used internally and with independent contractors providing

services to DJJ, entities under the direction of DJJ and entities with whom
the juvenile is placed, upon request when the requested information is
necessary for the payment or treatment or one of the conditions listed
above. The Records Custodian in consultation with the Department
Privacy Officer and or Legal Office may make this determination.
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PHI may be provided to the Office of Inspector General in connection
with administrative inquiries conducted by this office the for the purpose
of determining whether policy violations, including HIPAA violations,
have occurred.

PHI may be used for research purposes pursuant to conditions contained in
HIPAA Privacy Regulations and approved by the Office of Planning and
Programs.

Minimum Necessary

Staff will make reasonable efforts to limit the release of protected health information to
the minimum necessary to accomplish the intended request. When using or disclosing
PHI, or when requesting PHI from another covered entity or internally, DJJ staff will
make reasonable efforts to limit PHI to the minimum necessary to accomplish the

intended purpose of the use, disclosure, or request.

C. Release of Records Procedures

L.

Consent for Release of Records: With written consent, DJJ will release
records/information about a juvenile to an individual, entity, or governmental
agency.

a.

A juvenile age 16 or older may execute an authorization to release
records/information, including protected health information, for all of
his/her record information using the Authorization to Release Information
(Form B-5.3A). The juvenile’s parent/guardian or personal
representative’s written consent is required for a juvenile under the age of
16 to release PHI. Parent/guardian or personal representative’s written
consent is required for a juvenile age 16 or older that is incapacitated.

The Records Custodian will provide the Authorization for Release of
Information (Form B-5.3A) to the juvenile or his/her parents/guardians or
personal representative.

Consent Form Not Required: The use of this form is not required provided that
the following information is provided on the written request to release juvenile
information:

a.

b.

Juvenile's legal name, date of birth, and social security number.

Name of the Individual/entity/agency to whom the information is to be
released.
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c. Specific information to be released.
d. Purpose of the release of the information.
€. Duration of the authorization, including an expiration date or event.
f. Request is within the duration of the authorization.
g. Signature of the individual with legal authority to release the information

(e.g., juvenile, parents/guardians).

h. Signature of the juvenile or parent/guardian is dated within 90 days of the
request.
3. Processing Requests for Information or Records
a. Upon receipt of requests or court orders for juvenile records, the Records

Custodian will contact the DJJ Records Manager to determine the
adequacy and validity of the request for records.

b. The Records Manager will identify the records to be released pursuant to
the release, request, or court order and make arrangements with Records
Liaisons of the juvenile records for the release of the particular records
requested.

c. The Records Manager will contact the Legal Office for clarification
regarding unresolved issues.

d. Requests will be made in writing or in person.

€. The DJJ employee receiving a request will verify the identity of the
requestor and establish whether the person is entitled to the requested
information.

f. Telephone requests may be accepted if the employee can verify the
caller’s identity and determine if the caller is entitled to receive the
information.

g. All requests will include the requester’s name, relationship to the juvenile,

the specific information requested and the basis upon which the requesting
party is entitled to receive the information/records.

h. All requests will be documented in the juvenile’s case management
record. The request date, juvenile’s name, DJJ number, and requester’s
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name, information requested and provided and the basis for release or the
denial will be included.

If a question arises concerning whether or not the release of
records/information about a juvenile is appropriate and cannot be resolved
by the appropriate DJJ County Office Director or Facility Manager, it will
be brought to the Legal Counsel for resolution.

Documentation of Information Release

DJJ employees will document by maintaining a copy of the completed
Authorization and any other documentation from the requestor will be
permanently filed in the juvenile’s classification record.

DJJ employees will use Accounting Log for Disclosures of PHI (Form B-
5.3.B) to document the release of all juvenile PHI unless the release was:
to carry out treatment, payment or health care operations; to the
individual; to the person involved in the individual’s care or for
notification purposes; for national security or intelligence purposes; to
correctional institutions or law enforcement officials; pursuant to a valid
authorization; or occurred prior to April 14, 2003.

Prior to release of any information, the Record Liaison may request
photographic proof of identify using a driver’s license, passport, state or
federal identification card, or employment identification card as
appropriate.

The Records Custodian may also request that the juvenile's signature or
the juvenile's parent/guardian's signature be notarized.

The Records Custodian will document the date and a description of the
records released in the juvenile's file.

Cost of Providing Records

a.

DJJ requires payment of $10.00 as prepayment for the costs of copying
and mailing requested records.

DJJ requires payment of $.50 per page for requests over 20 pages.

All sums will be made payable to DJJ, transmitted to the Fiscal Affairs
Office, and credited to the Information Technology budget.
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Information
D. Unauthorized Release of Juvenile Information

1. Any employee, volunteer, or intern that knowingly releases confidential and /or
protected juvenile information will be subject to employee disciplinary action and
possible criminal charges.

2. Allegations and complaints of unauthorized release of juvenile information will
be reported through the DJJ Event Reporting Management System and
investigated:

a. Employees, volunteers, or interns will report unauthorized release of
juvenile information to the DJJ Office of the Inspector General.

b. Employees receiving complaints, verbal or written, from parents or other
persons in the community will direct the person or written complaint to the
Office of the Inspector General.

c. The Office of the Inspector General will investigate an
allegation/complaint and provide their written findings to the appropriate
supervising Deputy Director for action. The Deputy Director will provide
a written summary of the action taken to the Office of the Inspector
General.

3. The Office of the Inspector General will provide quarterly statistical information

to the Deputy Director for Administrative Services summarizing the number and
types of reported, founded, and unfounded complaints regarding juvenile
information releases.

RELATED FORMS AND ATTACHMENTS:

Attachment B-5.3A, Violent Crimes, SC Code of Laws Section 16-1-60
Form B-5.3A, Authorization to Release Juvenile Information

Form B-5.3B, Accounting Log for Disclosures of PHI

REFERENCED POLICIES:

A-4.4, Health Insurance Portability and Accountability Act (HIPAA)
F-2.2, Victim Services

I-3.1, Alleged Abuse and Neglect of Juveniles

SCOPE: This policy applies to all employees, volunteers, and contracted vendors, facilities,
offices and programs that maintain juvenile records.

LOCAL PROCEDURAL GUIDE: Not required.

TRAINING REQUIREMENT:
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All staff is required to review this policy within 30 days of its publication. Designated Record
Liaisons are required to receive specific training from the DJJ Records Manager within 60 days
of this policy’s publication.




ATTACHMENT 5



STATE OF SOUTH CAROLINA DEPARTMENT OF JUVENILE JUSTICE
PoLicy AND PROCEDURES

Title:

Multidisciplinary Teams and Juvenile Policy No.: | E-1.5 Page(s):
Case Staffings

1 of 17

Authority: | Treatment and Intervention Services

Juvenile Justice Code: | n/a

PbS Related Standard(s): [ n/a

December 31, 2014 SIGNED/ Margaret H. Barber
Effective Date Margaret H. Barber
Director
DATES UPDATED:

POLICY: The Department of Juvenile Justice (DJJ) will use Multidisciplinary Teams to make
significant decisions concerning juveniles’ plans for services. Unit teams will be used to guide
clinical treatment planning and monitoring. Facility Teams will be used for developing and
reviewing plans for services and recommending placement. Broad River Road Complex (BRRC)
Teams will be used for reviewing facility teams’ recommendations that may result in a juvenile’s
change in custody/placement. Community Teams may be used for assisting in court
recommendations and monitoring aftercare and will be used for the intensive supervision

process.
PROCEDURAL GUIDELINES:

A. Facility Multidisciplinary Teams

Facility Teams and case staffings focus on the juvenile’s placement and service planning
during the juvenile’s commitment. The Multidisciplinary Team and Juvenile Case
Staffings Chart (Attachment E-1.5D) depicts the purposes, meeting schedule, members,
minimum review schedules, notification, preparation, and documentation of

Multidisciplinary Teams.
1. Evaluation Center (EC) Admissions Unit Multidisciplinary Team

a. Purposes:

1) Juvenile Information: To gather the evaluation, assessments,

reports, and other information concerning the juvenile.

2) Supervision and Service Planning: To identify the juvenile’s risks,
needs, strengths, and recurring concerns and problems, and to

document the Initial Supervision and Service Plan (ISSP).

3) Placement: To determine the most appropriate placement by
identifying the juvenile’s least restrictive housing requirement to

meet the juvenile’s treatment needs.
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Team Members: The required, core members are the Classification
Coordinator (CC), Social Worker, Psychologist, County Case Manager
(CCM), Education and a representative from security. Representatives
from health services are invited to attend. If they are unable to attend,
health services will submit written information to the Social Worker to
present to the team. Other staff knowledgeable of the juvenile’s
adjustment and behavior (e.g., activity therapy and chaplaincy,) will be
invited to attend or submit written input to the Classification Coordinator
to present to the team.

Team Member Roles:

1) The Classification Coordinator:

A)

B)

C)

D)

E)

F)

G)

H)

Serves as Chairperson of the EC Admissions Unit
Multidisciplinary Team.

Establishes the schedule and juvenile roster for each
multidisciplinary team meeting and notifies the members.

Completes Pages 1 and 4 of the Initial Supervision and
Services Plan (ISSP) and presents to the multidisciplinary
team.

Provides information relating to the juvenile’s current
adjudication, criminal and aggressive behavior history,
classification risk score, identified risks, adjustment, and
alerts that may have an impact upon juvenile’s custody,
placement and supervision level.

Presents written reports related to the juvenile’s behavior
since commitment.

In the absence of the educational services representative,
presents the education section of the ISSP on behalf of
educational services.

Provides other relative information submitted from pastoral
services and activity therapy.

Assists the team in determining the juvenile’s custody and
supervision levels, and placement, and ensures that the
juvenile meets the criteria for the recommended placement.
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2)

D)

J)

Completes the ISSP document, obtains the signatures of the
attending multidisciplinary team members, juvenile and
obtains other required approval signatures.

Files the original ISSP in the juvenile’s classification
record and forwards a photocopy to the juvenile’s Social
Worker.

The Social Worker:

A)

B)

0

D)

E)

F)

G)

H)

Completes the Social Work Section of the ISSP and
presents to the multidisciplinary team.

Provides information relevant to the juvenile’s prior
community mental health assessments and evaluations,
discharge summaries, and other available reports, limited to
“as needed to know” for the team to make appropriate
treatment and placement decisions.

Provides information concerning the juvenile’s clinical
treatment, social skills, and family.

Assists the team to identify the juvenile’s risks, needs, and
strengths, and recurring concerns and problems.

Provides input concerning treatment goals and modalities
that may be appropriate to the needs of the juvenile, and
provides information regarding the juvenile’s known
participation and response to treatment.

In the absence of the health services representative,
provides the juvenile’s health information, limited to “as
needed to know” to make appropriate treatment and
placement decisions and the juvenile’s physical ability or
inability to participate in programs at placement locations.

Prepares the Staffing Form, if applicable.

Reviews the ISSP and provides the juvenile’s
parents/guardians and the County Case Manager (CM) with

a copy.
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3) The Psychologist:

A) Provides information relevant to the juvenile’s
psychological status based upon his/her psychological
assessment of the juvenile.

B) Provides input regarding treatment modalities or/and
behavioral interventions and programs that may be
appropriate to the needs of the juvenile.

O Provides information regarding the juvenile's progress in
treatment (for any juvenile being seen by the Psychiatrist)
and the need for and current status of psychiatric services
being provided to the juvenile, limited to “as needed to
know” for the team to make appropriate treatment and
placement decisions.

D) If applicable, addresses information concerning the
juvenile’s serious mental illness, intellectual disability,
and/or special needs, and the referral to services for such.

4) The representative from Educational Services will attend or
provide the educational section of the ISSP to the Classification
Coordinator that includes information regarding:

A) The juvenile’s math and language art/reading level, as
indicated from DJJ and other educational assessments.

B) The juvenile’s academic/career technology needs and
goals.

)] Documented Americans with Disabilities Act (ADA/504)
or Individuals with Educational Disabilities Act (IDEA)
needs that may impact upon the juvenile’s ability to
successfully participate in and complete specific treatment
activities.

D) The juvenile’s Individualized Educational Plan (IEP).

E) The juvenile's current behavior and progress in the
educational setting.

5) The representative from Security will attend and provide

information;
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A) Regarding the juvenile’s behavior and adjustment since
commitment.

B) Describing the juvenile’s relationships with peers and
authority figures.

C) Describing the juvenile’s level of life skills (e.g., ability or
inability to take care of his/her own needs in the living area
and independence in doing such.)

6) The representative from Health Services will attend or provide
written information to the Social Worker that provides information
regarding:

A) The juvenile’s health information, limited to “as needed to
know” to make appropriate treatment and placement
decisions.

B) The juvenile’s physical ability or inability to participate in
programs at placement locations.

7 The representatives from the County will participate in person, or
by phone or video, and provide information:

A) Relating to the juvenile’s current adjudication, criminal and
aggressive behavior history, identified risk and alerts that
may have an impact on the juvenile’s custody and
supervision level, to include prior placements with DJJ or
another agency

B) Assist the team in identifying the juvenile’s risk, needs,
strengths, and recurring concerns and problems.

d. Process:

1) The Classification Coordinator will routinely convene teams and
ensure that each juvenile’s case is staffed and the juvenile assigned
to placement within 14 days of the juvenile’s arrival at the center,
except in extenuating circumstances. These cases will be closely
monitored by the Classification Coordinator and acted upon as
soon as possible.

2) The Classification Coordinator will schedule the meetings, notify

the members of the schedule, and prepare the roster of juvenile
cases to be staffed.
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3)

4

The required, core members will make the decisions and the
Classification Coordinator will document the decisions on the
ISSP.

The Classification Coordinator will notify the appropriate authority
to arrange transportation to the juvenile’s assignment.

2. Facility Multidisciplinary Teams within the Broad River Road Complex

a.

Purposes:

1)

2)

3)

4)

3)

6)

To develop the Updated Supervision and Service Plan (USSP) at
the Commitment Phase within 30 days of the juvenile’s arrival at
the facility.

To  monitor the juvenile’s progress by  quarterly
reviewing/modifying the USSP. The Classification CM will
schedule the Facility Multidisciplinary Team to review the
juvenile’s Plan at least quarterly.

A) The team will re-assess the appropriateness of the
juvenile’s continued placement at his/her current assigned
supervision level using the reclassification instrument and,
when appropriate, recommend the juvenile to transfer to a
less restrictive placement facility.

B) The team will modify, eliminate, and/or add to the long-
range goals and/or short-term objectives, and/or the
planned activities and services in accordance with the
juvenile’s needs.

To determine when juvenile is within 90 days of anticipated
release to finalize the Juvenile’s Release Plan/Reintegration Plan.

To determine the frequency of subsequent reintegration staffings.

The Classification CM will schedule the juvenile for a case staffing
prior to the juvenile’s scheduled release date and thereafter.

To modify the USSP when there is a significant change in the
service/supervision status of the juvenile. Potential team meetings

could be the result of, but not limited to:

A) Documented exemplary behavior.
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B) Removal/placement of General Session or Family Court
detainers.

O Adjudication for an additional offense.

D) Disciplinary action.

E) Protective custody.
F) Change in clinical status.

G) Any other unanticipated transfers to protect the safety and
welfare of a juvenile or employee in an emergency
situation.

Team Members: The required, core team members are the Program
Manager, Unit Manager, Classification CM, Social Worker, Psychologist,
Education/Guidance Counselor, and County Case Manager (CM). Other
members include representatives from health services and activity therapy.
If they are unable to attend, the health services representative will submit
written information to the Social Worker and the activity therapy
representative will submit written information to the Classification CM.
Other staff knowledgeable of the juvenile’s adjustment and behavior will
be invited to attend or submit written input to the Classification CM to
present to the team. The juvenile’s Social Worker will invite the juvenile’s
parent/guardians to attend and will arrange for the juvenile to attend.

Team Member Roles
1. The Program Manager:

A) Reviews the aftercare goals and the short-term objectives,
activities, and services to ensure that all are appropriate,
achievable, and measurable.

B) Signs approval of the goals and objectives of the USSP.

2) The Classification CM:

A) Serves as Chair Person of the Facility Multidisciplinary
Team.

B) Establishes the schedule and juvenile roster for each
Multidisciplinary Team meeting and notifies the members a

Authority: Treatment and Intervention | DJJ Policy E-1.5 | Page: 7 of 17
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3)

C)

D)

E)
F)

G)

H)

D

J)

K)

L)

minimum of two (2) weeks prior to each scheduled team
meeting.

Completes the Classification Section of the USSP and
presents to the multidisciplinary team.

Provides information relating to the juvenile’s current
adjudication, criminal and aggressive behavior history,
classification risk scores, identified risks, adjustment and
alerts that may have an impact upon unit assignment and
the juvenile’s custody, placement and supervision level.

Provides written reports concerning the juvenile’s behavior.
Reports the reclassification instrument scores.

Assists the team in determining the juvenile’s custody and
supervision levels, and placement. Reports the juvenile’s
eligibility for transfer to a community-based placement and
facilitates team discussion regarding whether or not to
complete such a transfer. Ensures that the juvenile meets
the criteria for the recommended placement.

Ensures that decisions made are in compliance with
procedures and in the best interest of the juvenile,
considering the safety and security factors.

Completes the USSP document, obtains the signatures of
the attending multidisciplinary team members and the
juvenile, and provides a photocopy to the Social Worker.
Reviews the completed USSP for correctness and accuracy.

Obtains other required approval signatures.

Files the original USSP in the juvenile’s classification
record.

The Social Worker:

A)

B)

Invites the juvenile’s parents/guardians to the meeting. If
they are unable to attend, provides their information to the
team members.

Arranges for the juvenile to attend.
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4)

0

D)

E)

F)

G)

H)

D
)

K)

Completes the Social Work Section of the USSP and
presents to the multidisciplinary team.

Drafts the USSP long-range goals and the short-term
objectives, activities, and services the juvenile to meet
those goals.

Provides information relevant to the juvenile’s prior
community mental health assessments and evaluations,
discharge summaries, and other available reports, limited to
“as needed to know” for the team to make appropriate
treatment and placement decisions.

Assists the team to identify the juvenile’s special needs,
recurring problems, risks, needs, and strengths.

Provides input concerning treatment goals and modalities
that may be appropriate to the needs of the juvenile, and
provides information regarding the juvenile’s participation
and response to treatment.

Reports to the team the juvenile’s progress in treatment,
level of acceptance of responsibility for behavior/actions,
and participation in aftercare planning. Reports the
reclassification instrument score in these areas.

Prepares the Placement Staffing Form, if applicable.
Reviews and explains the USSP to the juvenile, obtains the
juvenile’s signature, and provides the juvenile’s

parents/guardians and the County CM with a copy.

Files a photocopy of the completed USSP in the juvenile’s
clinical record.

The Psychologist:

A)

B)

Provides information relevant to the juvenile’s current
psychological status.

Provides input regarding treatment modalities or/and
behavioral interventions and programs that may be
appropriate to the needs of the juvenile.
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S)

6)

©)

D)

E)

Provides information regarding the juvenile's progress in
treatment for any juvenile being seen in therapy and/or
psychiatry clinic, and the need for and current status of
psychiatric services being provided to the juvenile, limited
to “as needed to know” for the team to make appropriate
treatment and placement decisions.

If applicable, addresses information concerning the
juvenile’s serious mental illness, mental intellectual
disabilities, and/or other special needs, and referral to
services for such.

Recommends mental health long-range goals and short-
term objectives, and activities and services to meet those
goals.

The Guidance Counselor:

A)

B)

O

D)

Completes the educational information section of the USSP
prior to the scheduled multidisciplinary team meeting and
submits it to the Classification CM.

Recommends the educational long-range goals and short-
term objectives, and activities and services to meet those
goals.

Provides information relative to special needs, Americans
with Disabilities Act (ADA/504), and/or Individuals with
Educational Disabilities Act (IDEA) needs that may impact
the juvenile’s abilities.

Provides information regarding the juvenile’s grade level
and testing results, school program and progress in that
program, effort and behavior during school, and
participation in the juvenile work program. Reports the
reclassification instrument scores for these areas.

The Unit Manager

A)

B)

Provides information regarding the juvenile’s behavior and
adjustment.

Describes the juvenile’s relationships with peers and
authority figures and social interaction within the unit.




Title: Multidisciplinary Authority: Treatment and Intervention | DJJ Policy E-1.5 | Page: 11 of 17
Teams and Juvenile Services No.:
Case Staffings

O) Describes the juvenile’s level of life skills and ability to
handle tasks independently.

D) Reports the reclassification instrument scores for these
areas.

7 The DJJ County Office Representative
A) Participates in multidisciplinary team case staffings. In the

event the County CM cannot be present, he/she will
participate in the form of a video or telephone conference,
when possible. If the County CM is not able to do any of
the above, as a last resort he/she will send the written
information to the Classification CM to present to the team.

B) Provides updated information regarding the juvenile and
his/her family, the juvenile’s home and community
environment, and potential aftercare needs.

O) Provides information on victim and/or community
sentiment regarding the release plan.

8) The Representative from Health Services will attend or provide
written information to the Social Worker that includes information
regarding:

A) The juvenile’s health information, limited to “as needed to
know” for the team to make appropriate treatment and
placement decisions.

B) The juvenile’s physical ability or inability to participate in
programs at placement locations.

9) The Representative from Activity Therapy will provide activity
information to the Classification CM that includes information
regarding:

A) The programs and activities for which the juvenile was
referred.

B) The programs and activities that the juvenile completed and
his/her level of attendance and participation.

)] The programs and activities the juvenile did not complete

and the reason for not completing.
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10)

D) Other extra-curricular activities in which the juvenile
participated.

Other staff knowledgeable of the juvenile’s interaction and
behavior may provide pertinent information to the Classification
CM for the team to consider.

Process:

1)

2)

3)

4

3)

6)

7

8)

Facility Multidisciplinary Teams will meet weekly at designated
locations. Each Program will meet a minimum of once each month.

Each juvenile’s case will be staffed at a minimum on a quarterly
basis following the initial 30-day facility/program case staffing.

The Classification CM will schedule the meetings and notify the
representatives and facility operations of the schedule and juvenile
roster at least two (2) weeks in advance of the meetings.

The required, core members will make the decisions and the
Classification CM will document the decisions on the USSP.

The Social Worker will make referrals to service and activity
providers, review and explain the plan with the juvenile, and obtain
the juvenile’s signature.

The Classification CM will finalize the USSP document, obtain
approval signatures, and file the original in the juvenile’s
classification record.

The Social Worker will disseminate a photocopy of the USSP to
the juvenile’s parent/guardian and the County CM, and file a
photocopy in the juvenile’s clinical record.

The Classification CM will notify the Coordinator of Juvenile
Movement of juvenile placement assignments, if applicable.

3. Broad River Road Complex (BRRC) Multidisciplinary Team

a.

Purposes: The BRRC team will meet to staff juvenile cases in the
following circumstances:

1)

Facility/Program reassignment within the complex with the same
level of custody and supervision.




Title: Multidisciplinary
Teams and Juvenile
Case Staffings

Services No.:

2) Recommended changes to a higher level of custody.

3) Returns from community residence program to secure facility
4) Returns from parole with or without revocation.

5) Recommended changes to a lower level of custody.

Team Members: The required, core members are the Supervising
Psychologist, the Director of Social Work Services, the Director of
Classification Services, the Program Manager, the juvenile’s
Classification CM, Social Worker, Psychologist, County CM and the Unit
Manager or designee of current dorm or dorm where juvenile may be
reassigned to.

Team Member Roles

1) Team members will ensure that recommendations are in
compliance with procedures, in the best interest of the juvenile,
and consider safety and security factors.

2) The Program Manager will guide the team to modify the juvenile’s
goals and objectives, and ensure that they are documented on the
USSP modification and review.

3) The Director of Classification Services will chair the
Multidisciplinary Team and ensure that the appropriate placement
recommendation is made for the juvenile. That the juvenile meets
the criteria of the recommended placement program, and that
appropriate justification for the decision is documented on the
USSP. He/She will also ensure the team members present during
the staffing are those currently assigned to the juvenile being
staffed.

4) The Psychologist will ensure that pertinent information is
considered by the team, address specific clinical oriented issues,
and ensure that the appropriate treatment recommendations are
made for the juvenile.

5) The Director of Social Work Services will ensure that the
recommendations are consistent with the USSP, focus on aftercare,
and ensure the continuity of clinical treatment for the juvenile.

Authority: Treatment and Intervention | DJJ Policy E-1.5 | Page: 13 of 17
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6)

7

8)

The Classification CM will complete the USSP document and
prepare necessary paperwork for juvenile placement.

The Social Worker and County CM will present facility and
community information for the team to consider. For cases in
which a juvenile is being considered for a reduction in
custody/supervision and assignment to a higher level custody
placement facility, the Social Worker will present the juvenile’s
statement concerning the matter.

Unit Manager or designee will provide information regarding the
juvenile’s behavior and adjustment. Describe the juvenile’s
relationships with peers and authority figures, social interaction
within the unit, the ability to handle tasks independently and the
juvenile’s level of life skills.

Process

1)

The BRRC Multidisciplinary Team will convene, as necessary.

A) Only the required participants for the juvenile will be
allowed to attend the meeting.

B) Unit team will meet prior to requesting a staffing with the
BRRC Multidisciplinary Team.

C) The Program manager will submit a request to the Director
of Classifications or CCM by noon the Friday preceding
the scheduled staffing using the Request for Staffing Form
(E-1.5B) and attach an updated USSP and copies of recent
incident reports.

D) If approved, the Director of Classifications or Classification
Case Manager will add them to the roster of cases to be
reviewed and notify the team members, no later than
Friday, preceding the scheduled staffing. The roster will
include a designated time for each case to be staffed.
Under extenuating circumstances, the roster may be
updated and re-submitted no later than noon, the Monday
preceding the scheduled staffing.

E) The Social Worker will notify the juvenile of the staffing,
interview him/her prior to the case staffing and provide
his/her statement to the team if the juvenile is being
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B. Special Needs

considered for placement in a higher level security
environment or dorm reassignment.

F) The required, core members will make the decisions and
the Classification CM will document the decisions of the

USSP.

G) The Classification CM will notify the Coordinator of
Juvenile Movement in cases of juvenile placement changes.

H) The Social Worker will notify the juvenile and his/her
parents/guardians of the team decisions and send a copy to

the County Case Manager.

Multidisciplinary Team

1. The Special Needs Multidisciplinary Team will meet for the following purposes:

a.

Juveniles with Serious Mental Illness: To develop the treatment plan for a
juvenile who is determined to have a serious mental illness.

Juveniles with Serious Intellectual Disability: To develop the treatment
plan for a juvenile who is determined to have a serious intellectual

disability.

Other Special Needs Juvenile: In result of lack of progress at BRRC, to
consult with other agencies involved with the juvenile, to develop the
treatment plan, and to locate alternate placement for the juvenile.

2. Members, Roles, and Process: The Rehabilitative Services Coordinator of Special
Needs Case Management (CSNCS) convenes the Multidisciplinary Team for
admissions juveniles at evaluation centers and for juveniles within the BRRC. The
Regional CSNCS convenes the Multidisciplinary Team when the court orders
interagency involvement, unless it is more appropriate to be handled by the
Rehabilitative Services CSNCS. The CSNCSs will discuss the case and determine
who should handle these type cases. In all cases, the process will be handled
consistent with DJJ Policy C-3.2, Identification and Referral of Seriously
Mentally 11l and Intellectually Disabled Juveniles.

C. Confidentiality

Information discussed in team meetings is confidential. No health/mental health
information that is not directly pertinent to decisions will be disclosed. Health and/or
mental health information is limited to a need-to-know basis for making treatment and
placement decisions.




Title: Multidisciplinary Authority: Treatment and Intervention | DJJ Policy E-1.5 | Page: 16 of 17
Teams and Juvenile Services No.:
Case Staffings
D. Juvenile, Parent/Guardian, Others Attendance to Multidisciplinary Team Meetings

1. Facility Multidisciplinary Teams within the BRRC: Juveniles and their
parents/guardians will be invited and may attend the juvenile’s initial, quarterly,
and final release preparation Facility/Program Multidisciplinary Team meetings.
The Social Worker will invite the parents/guardians and arrange for the juvenile’s

attendance.

2. Juveniles that are being considered for reduction in custody, supervision, and
placement in a more restrictive setting/higher level of security placement will
have their cases staffed by the Facility and BRRC Multidisciplinary Teams. This
includes reassignment from a termination from a Community Residence Program.
These meetings are administrative in nature, not criminal or legal, thus no
attorneys or other persons may attend. The juvenile’s Social Worker will discuss
the matter with the juvenile, obtain the juvenile’s written statement concerning the
situation, and present this written statement to the Multidisciplinary Team when

the juvenile is unable to appear.

3. BRRC Teams: The juvenile, his/her parents, attorneys, or other personal
representatives of the juvenile will not be invited to attend the BRRC Teams.

Juvenile Grievance for Multidisciplinary Team Decision

A juvenile may grieve the multidisciplinary team’s decision by completing and
submitting the Juvenile Allegation, Grievance, and Appeal within five (5) days of the
team’s decisions. The Office of Juvenile and Family Relations will review the
allegation/grievance in compliance with DJJ Policy G-10.1, Juvenile Allegation and
Grievance Process and make final determination. The response will be returned to the

juvenile and a copy placed in his/her classification record.

Protocol When the Core Team Members Do Not Agree

1. When consensus for the juvenile’s placement cannot be reached at the Evaluation
Center, the Classification Coordinator will notify the Regional Classification
Coordinator, who will staff the case with the Director of Classification and, if
necessary, the Director of Classification will staff the case with the Associate
Deputy Director for Treatment and Intervention Services, the Director of
Community Alternatives and the Director of Psychological Services to make the

final decision.

2. When consensus for the juvenile’s placement cannot be reached at the
Facility/Program Level, the Classification CM will place the juvenile’s case on

the roster for review by the BRRC Multidisciplinary Team.
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3. When consensus for the juvenile’s placement cannot be reached at the BRRC

Level, the Director of Classification Services will staff the case with the Associate
Deputy Director for Treatment and Intervention Services to make the final
decision.

G. Rescheduling of Team Meetings

Rescheduling of team meetings is discouraged. Primary representatives must pre-arrange
with secondary representatives to attend meetings in their behalf. Only in extreme
situations should a team meeting be rescheduled. A manager or supervisor must approve
rescheduling a team meeting in their areas of supervision. The person rescheduling the
meeting is responsible to notify all representatives, the juveniles, his/her
parents/guardians, the facility staff, and any other person that may have plans to attend
the meeting.

RELATED FORMS AND ATTACHMENTS:

Attachment E-1.5D, Multidisciplinary Teams and Juvenile Case Staffings Chart
Form E-OG, Updated Supervision and Service Plan

Form E-OF, Initial Supervision and Service Plan

Form E-1.5B, BRRC Staffing Request

SCOPE:
This policy applies to staff members serving as representatives on Multidisciplinary Teams.

LOCAL PROCEDURAL GUIDE:
Not required.

TRAINING REQUIREMENT:

The classification and clinical supervisors will provide training of this policy to employees that
will serve as Multidisciplinary Team members as part of their on-the-job training requirements.
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ATTACHMENT 6



SOUTH CAROLINA DEPARTMENT OF JUVENILE JUSTICE
BRRC Juvenile Housing Assignment Factors Assessment

INSTRUCTIONS: The Facility Classification Case Manager (CCM) will prepare this form and present it to the Facility
Multidisciplinary Team within 5 days of the juvenile’s arrival to the facility. Subsequently, the CCM will review the juvenile's housing
assignment during the monthly classification status review, the quarterly reclassification review, and when circumstances necessitate
(change in status, safety, security, etc.). If the CCM has a concern, he/she will prepare this form and present it to the Facility
Multidisciplinary Team for review.

Type Review: |
Review upon arrival As a result of quarterly Other Reason:
reclassification review

Juvenile Full Name: | | JIMS#: |
Present Assignment (Program, Unit, Bed): |
Hometown: | | County: ]
Disabilities/Handicaps/Special Needs: |
Age: | Current Height: | | Current Weight: | |
Stature:

XS = Extra Small (<75 lbs. — 99 lbs.) S = Small (100 Ibs. — 124 ibs.) | M = Medium (125 lbs. — 149 1bs.) |

L = Large (150 lbs. — 174 Ibs.) XL = Extra Large (175+ Ibs.)
Current Offense(s): | | Category: | j

Facts/nature of the case (seriousness — weapons,
violence, injuries, plead down, etc.), Comments:

Offense(s) History: |

Comments (seriousness — weapons, violence, injuries, etc.): |

Escape/Runaway History: |

ALERT/Separation/Caution Requirements/Notices: |

Proximity to hostile co-defendants, peers, and/or victims: |

Documented history of assaultive/aggressive/sexually aggressive behavior: |

Documented history of victimization/sexual vulnerability by peers/others: |

Intellectual functioning (e.g., seriously mentally retarded or low-functioning or referred to sub-class): |

Emotional and mental stability (e.g., seriously mentally ill or referred to sub-class): I

Documented history of self-destructive behavior. |

Adjustment in the evaluation center and prior custodial and residential placements.

]

Peer gang-related indicators: |

]

Page 1 of 2 Form E-OK
12-2014



Treatment needs as identified by the clinical professionals and multidisciplinary team (e.g., substance abuse problems, and
sex offender specific services).

Any other factors relevant to reducing the probability of assault, disruptive behavior, or possible victimization of the
juvenile.

Name of Employee Completing this Form: |

Employee’s Signature:

Date: l |

Multidisciplinary Review, Comments, and Decision:

Date: | |

Page 2 of 2 Form E-OK
12-2014
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VUOU VEUU 1AL RWHLIRLIO, VWidIbLL & P I R L D T A g
03/28/16 N12 STATE OF SOUTH CAROLINA
13:10:25 HUMAN RESOURCE INFORMATION SYSTEM
REPORT OF SALARY ADJUSTMENTS BY REASON
FROM 1/1/2010 THRU 5/31/2010
N12 SC DEPT OF JUVENILE JUSTICE

—

0 AMOUNT AMOUNT PERCENT
CLS SLOT EMPLYEE NAME SOC SEC NUM BAND EFF DATE REA OLD SAL NEW SAL INC TO MIN TOTAL INCR INCR
JD30 0288 N12 03 05/02/2010 33 24,842 25,587 . 745 2.9989
JD30 0296 N12 03 02/17/2010 33 23,002 23,692 M 690 2.9997
JD30 0298 N12 03 02/17/2010 33 23,692 24,402 M 710 2.9967
JD30 0356 N12 03 02/17/2010 33 25,587 26,354 - 767 2.9976
JD30 0369 N12 03 01/17/2010 33 23,002 23,692 - 690 2.9997
JD30 0388 N1 03 04/02/2010 33 23,692 24,402 - 710 2.9967
JD30 0391 N12 03 05/02/2010 33 24,842 25,587 - 745 2.9989
JD30 0401 N12 03 02/17/2010 33 24,842 25,587 . 745 2.9989
JD30 0404 N12 03 02/17/2010 33 24,842 25,587 - 745 2.9989
JD30 0410 N12 03 02/17/2010 33 25,587 26,354 - 767 2.9976
JD30 0412 N12 03 05/02/2010 33 24,842 25,587 - 745 2.9989
JD30 0419 N12 03 02/17/2010 33 23,002 23,692 - 690 2.9997
JD30 0427 N12 ! 03 04/17/2010 33 25,876 26,652 - 776 2.9989
JD30 0433 Ni2 03 04/17/2010 33 23,002 23,692 . 690 2.9997
JD30 0434 N12 03 02/17/2010 33 25,587 26,354 - 767 2.9976
JD30 0438 N12 03 01/17/2010 33 23,002 23,692 - 690 2.9997
JD30 043% N12 . 03 03/17/2010 33 23,002 23,692 N 690 2.9997
JD30 0442 N12 ¢ 03 05/02/2010 33 23,002 23,692 " 690 2.9997
JD30 0453 N12 . 03 04/17/2010 33 23,002 23,692 - 690 2.9997
JD30 0456 N12 03 04/17/2010 33 23,002 23,692 - 690 2.9997
JD30 0481 N12 03 03/17/2010 33 23,002 23,692 - 690 2.9997
JD30 0483 N12 03 02/17/2010 33 24,842 25,587 * 745 2.9989
JD30 0489 N12 03 04/17/2010 33 23,002 23,692 - 690 2.9997
JD30 0495 N12 03 04/17/2010 33 25,587 26,354 M 767 2.997¢6
JD30 0507 N12 03 05/02/2010 33 24,842 25,587 - 745 2.9989
JD30 0516 N12 03 05/02/2010 33 23,002 23,692 - 690 2.9997
JD30 0537 N12 03 02/17/2010 33 24,842 25,587 - 745 2.9989
JD30 0594 N12 03 02/17/2010 33 24,842 25,587 - 745 2.9989
JD30 0597 N12 03 03/17/2010 33 23,002 23,692 - 690 2.9997
JD30 0612 Ni2 03 05/02/2010 33 23,002 23,692 - 690 2.9997

0 TOTAL FOR ADDL aniiLS AND/OR KNOWLEDGE INCR (33): 55 0 42,406 3.1977

https://secureemail.sc.gov/ attachments/IUvsNfeRNr92fqwK 5 YDHNXXbl6wERtls1j9eTrc




1 03/28/16

[oN=Nale]

oo

13:10:25

CLs SLOT

TOTAL FOR
GA40 0049
Jp35 0018
JD35 0022
TOTAL FOR
GB40 0046
GA40 0199
JD30 0022
JD30 0026
JD30 0035
JD30 0042
JD30 0052
JD30 0060
JD30 0071
JD30 0073
JD30 0085
JD30 0090
JD30 0105
JD30 0108
JD30 0116
JD30 0128
JD30 0155
JD30 0184
JD30 0190
JD30 0193
Jp30 0231
JD30 0238
JD30 0249
JD30 0281
JD30 0286
03/28/16

13:10:25

N12

EMPLYEE NAME

N12 .,
PROMOTION
N12 -
UPWARD RECLASS
N12
N12
N12 {
REASSIGNMENT
N12
N12
Ni2
N12
N12
N12
N12
N12
N12
N12
N12 .
N12 i
N12
N12 -
N12
N12
N12
N12
N12
N1i2
N12
N12
N12
N12
N12
N12

FROM 1/1/2010

STATE OF SOUTH CAROLINA
HUMAN RESOURCE INFORMATION SYSTEM
REPORT OF SALARY ADJUSTMENTS BY REASON

THRU 5/31/2010

N12 SC DEPT OF JUVENILE JUSTICE

SOC SEC NUM BAND EFF DATE REA

01/02/2010
03/02/2010
0271772010
05/02/2010
03/17/2010
04/02/2010
03/02/2010
03/02/2010
05/03/2010
04/17/2010

01/17/2010

04/17/2010
03/02/2010
01/17/2010

04/17/2010
03/17/2010
02/17/2010
05/02/2010
02/17/2010
04/17/2010
0271772010
02/17/2010
02/17/2010
02/17/2010
02/17/2010
05/02/2010
05/02/2010
0370272010
02/17/2010
02/17/2010
02/17/2010
05/02/2010
04/17/2010
02/717/2010
03/17/2010
05/02/2010
02/17/2010
02/17/2010
04/17/2010

HITMON DECAIIDAD  Tarmanumes

33

AMOUNT

AMOUNT

OLD SAL NEW SAL INC TO MIN TOTAL INCR

26,393
26,393
26,393
26,393
25,876
23,000

34,055

30,751
29,012
27,986

28,474
28,474
25,587
23,692
25,587
24,402
23,692
25,587
23,692
23,692
25,587
25,587
25,587
23,692
23,692
25,587
26,354
25,587
24,402
23,692
23,692
25,587
23,692
23,692
26,354

STATE OF SOUTH CAROLINA

690
745
690
690
767

PERCENT

NNNNNNNNNNNNNNNNNNNNNNN\l\lmw\l.\l‘

INCR
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