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Policy: 

1) When a resident is released for placement, the receiving facility has immediate access to the juvenile’s case records thru the statewide case filing system of JOLTS (Juvenile On-Line Tracking System). (3-JDF-1E-04)
2) Resident’s case record management includes, at least, the establishment, use and content of juvenile records, right to privacy, secure placement of records, and a schedule for retiring and destroying inactive records. 

3) Information pertaining to residents maintained in the computer is safeguarded against unauthorized access.

4) The Policy and Procedure is reviewed annually.

Procedures:

1) Establishment of the records (3-JDF-1E-01): 

a) The Admitting Officer and the Control Operator are responsible for the establishment and upkeep of the resident’s case record.

b) Information is filed in folders, stamped Confidential. (3-JDF-1E-08)

c) Folders are placed in alphabetical order for easy reference.

d) Format and organization of material will be standardized.

e) All material should be filed immediately.

2) Format (3-JDF-1E-01); (3-JDF-1E-06); (3-JDF-1E-07):

a) The contents of records are identified and separated according to an established format. Each record or form placed in a resident’s file is placed according to this set format and the most recent entry placed on top. All entries in the master file are dated and identified. While in Detention, the resident’s file will be set up in the following manner:
i) Left Side of Folder:

(1) Legal data (court minutes, temporary release order etc).

ii) Right Side of Folder: 

(1) Admissions packet data (including Medical Release from Physician if                                                           any).

b) Each resident also has a secondary folder placed in the Filing Office.  The file will be set up in the following manner:

i) Secondary File: 

(1) Staffing notes, Telephone Log (see attachment A), Mail Log (see attachment B), and Medication Log (see attachment C). Any yellow, blue, or pink sheets the resident may have received during their stay in detention.

c) Staffing notes, Telephone Log, Mail Log and Medical Log are maintained in notebooks in resident’s respective living area. 

d) Resident’s Visitation Log (see attachment D) and Medical Consent (see attachment E) are both maintained in the Visitation Notebook in the Control Center.

e) Medical Consent is place in the resident’s Medical File once signed. (3-JDF-1E-02)
3) Discharge Format: 

a) Upon release all records, which are maintained in the dayrooms, shall be placed in the resident’s Detention File, with one exception, the Medical Log. The records will be placed according to the file sequence. 

b) Visitation Logs are removed from the Visitation Notebook and placed in the resident’s Detention File.

c) The Medical Log is forwarded to the clinic to be placed in the resident’s medical file.

d) All information on the left side of the folder is kept in order by date and remains in the File.

4) Use Of Case Record Documents (3-JDF-1E-01): 

a) At a minimum, the file contains:

i) Initial intake information;
ii) Documented legal authority to accept juvenile;

iii) Information on referral source;

iv) Record of court appearances;

v) Name of probation officer or caseworkers;

vi) Signed Release of Information;

vii) Signed receipt from juvenile which indicated acceptance of the facility Resident Handbook;

viii) Notations of temporary absence from the facility;

ix) Visitor’s names and dates of visit;

x) A record of telephone calls made and received;

xi) Staffing Notes, which includes level scores obtained;

xii) Disciplinary record;

xiii) Referral to other agencies, if any;

xiv) Final discharge or transfer report; and

xv) Record of cash and valuable held.

b) The following records are a part of each resident’s file at all times while in Detention. They are available in a master file and includes at a minimum (3-JDF-1E-02):

i) Admission Record (which includes name, age, sex, place of birth, race or nationality, driver's license, social security, Medicaid numbers,  name, relationship, address, and phone number of parent/guardian and person juvenile resides with at time of admission, and case history/social history);
ii) Detention Admission Request/Authorization;

iii) Bench Warrant or Pick Up Orders;

iv) Clothing/Property Sheet;

v) Notification and Information Form;

vi) Statement of Understanding;

vii) Staffing Notes;

viii) Telephone Log;

ix) Mail Log;

x) Visitation Logs; and

xi) Final Release (This form is completed when a resident has authorization to be released). 

c) This is a list of records that may be used and is a part of a resident’s file (3-JDF-1E-02):

i) Referral to other agencies;

ii) Progress Report (see attachment F);

iii) Medical Release;

iv) Temporary Release (see attachment G);

v) Incident Report;

vi) Administrative Review Hearing Form;

vii) Disciplinary hearing Committee Record Form;

viii) Disciplinary/Room Confinement Report;

ix) Disciplinary/Room Restriction Report;

x) Room Report (see attachment H); 

xi) Administrative Appeal Form;

xii)  Individual plan or program;

xiii) Temporary Releases of Clothing;

xiv) Resident’s Authorization for Release of Money and/or Property (see attachment I); and

xv) Resident’s request for level Score Review (see attachment J).

5) Consent for the Release of Information:

a) The juvenile signs a release of information consent form, which complies with applicable federal or state regulations, prior to the release of information as required by statute or regulation, and a copy of the form is maintained in the juvenile's record. The Notification and Information Form (D-7) (see attachment K) is read and signed by the admitting juvenile and the Admission Officer. Upon contact, the resident’s parent and /or legal guardians are informed of information as the form indicates. (3-JDF-1E-05)

6) Right to Privacy (3-JDF-1E-01); (115.341); (115.389): 

a) Access to records and files will be restricted to:

i) The resident’s attorney;

ii) Assigned workers and their supervisors;

iii) Judge, prosecutors, and law enforcement officers when essential for official business;

iv) Detention Officers and Admission Officer;

v) Detention Secretary;

vi) Bureau/Detention Administrators and Supervisors;

vii) Child Abuse Investigators; and

viii) Individual and agencies for the express purpose of conducting research evaluative or statistical studies, with the Director’s approval.

b) All other releases are made with the approval of the assigned workers and/or Facility Administrator.

7) Secure Placement of Records:

a) Records are safeguarded from unauthorized and improper disclosure. Manual records are marked confidential. Records are stored inside a file cabinet, marked confidential, in Central Control. They are directly controlled and supervised by the assigned console officer and Shift Supervisor. Other records are stored inside metal file cabinets in the secure records area. Only authorized persons have access to records. (3-JDF-1E-08)

8) Maintenance of Computerized Information (3-JDF-1E-01):

a) Some information, such as information required by Regional Detention Contracts, may be placed on the computer maintained in the administrative offices area. The Detention secretarial or clerical staff are responsible for entering and ensuring the confidentiality, and safekeeping, of such information. (3-JDF-1E-08)
b) The Juvenile On-Line Tracking System (JOLTS) is the system of tracking all juvenile history with the courts. All related departments such as Intake, Probation, Detention, and OJA are responsible for the entries of information as designated.

9) Access to Computer Codes:

a)  Information maintained in the computer is “password protected” and only staff designated in writing has authority for access. (3-JDF-1E-08)

10)  Schedule for Retiring and Destroying Inactive Records (3-JDF-1E-01):

a) Pursuant to the authorization of the Presiding Judge of the District Court, Juvenile Division, all Detention and Medical records may be destroyed when a child reaches twenty-two years of age.
b) Detention inactive records are maintained in a File Room. There is one file cabinet in the File Room which maintains folders of seventeen years olds. 

c) Records associated with claims of sexual abuse, including incident reports, medical and counseling evaluations, and recommendations for post-release treatment and/or counseling are retained as identified below. (3-JDF-3D-06-10)

d)  Any juvenile record concerning a resident is maintained on file until the resident’s twenty-seconded birthday. At that time, the record shall be purged. (3-JDF-3D-06-10)

e)  Records on sexual abuse/assault incident will be kept for at 10 years after the incident. (115.389)
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