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Policy:

1) Upon receiving legal authority to detain a juvenile, the orientation process is conducted immediately following a juvenile’s arrival at the facility.

2) With the exception of juveniles being brought directly from Court to the detention center, juveniles admitted to the facility shall be brought to Court for a Detention Hearing and assigned counsel within 24 hours, excluding weekends and holidays.

3) Detention is used: 

a) For juveniles who are a threat to the community; 

b) For juveniles who are a threat to themselves;

c) To ensure their presence at Court Hearings;

d) For Court-Ordered sanctions; and

e) To hold for other jurisdictions.

4) Juveniles have the right to make two admit phone calls. These calls may be long distance. 

5) Programs are available to all residents including orientation residents. These programs are explained to residents during the admissions process. 

6) Residents receive orientation materials in their own language, translated either in written or verbal form, and sign a statement of such. Residents will not be used as interpreters. (115.316) 

7) Information is provided to residents regarding sexual abuse and/or assault. (115.333)

8) A resident’s personal property is controlled and safeguarded by means of a written list and locked in personal lockers.

9) Juveniles admitted to the facility by Court Order for sanctions are afforded the same rights and living conditions as other residents. A Court Order minute must accompany the juvenile to be admitted.

Definition: As used in this section, the following definition applies:

“Sanction”: An action taken to enforce a law or rule, such as placement in a secure detention facility.

Procedures:

1) Judges: 

a) The Presiding Judge of the Juvenile Division gives the Intake Unit of the Court Services Department authorization to admit residents to The Facility with a Detention Hearing occurring the next judicial day, usually within 24 hours. Detention is not authorized to admit juveniles to the facility. (3-JDF-5A-01); (3-JDF-5A-06); (3-JDF-5A-07)

2) Responding to Requests for Admission:

a) During normal working hours:

i)  Law enforcement officers requesting admissions of a juvenile and/or information as to an active Bench Warrant (BW) and/or Pick-Up Order (PUO) are to contact the Central Control. A juvenile with an active BW and /or PUO and a new charge may be automatically authorized for admission by the Judge signing the BW and/or PUO, providing the BW and/or PUO does not state “In Aid of Service”.

ii) If a law enforcement officer requests detention on a new charge, information is taken down, the juvenile's record is checked, and the Intake officer on-call determines the authorization of admission.

iii) Bench Warrants and Pick-Up Orders for “In Aid of Service” are automatically authorized for admission. 

iv) If any arresting officer requests to talk to an Intake officer, detention staff will refer the matter to the Intake officer on-call.

b) During non-office hours:

i) Requests for admission come to the Control Center in the Facility. The Control Center Officer pulls the juvenile’s hard file and name up on JOLTS to obtain the information necessary for Intake. The Intake Officer contacts the requesting law enforcement officer and Control Center as to the authorization or refusal to admit the juvenile.

ii) Occasionally a law enforcement officer arrives at the Facility with a juvenile who has not been authorized for admission. When this occurs, the police car may not be admitted to the sally port area until Intake has authorized the admission.

3) Responding to Requests for Out-Of-County: 

a) The Facility serves as a detention resource for other counties in the State when its population levels permit. Requests for admission should be brought to the attention of the Facility Administrator or his/her designee. If the juvenile is authorized to be admitted, there must be a written or verbal order from the Judge or approval by the District Attorney’s Office. If the order is verbal, there must be a written Detention Order signed by the next judicial day. The Facility may also purchase detention beds from other Detention Centers when necessary. Written contracts will be utilized when there is admission of a resident from another county or when the Center purchases a bed from another county. (3-JDF-1A-14)

4) Primary Screening: 

a) To be released to parents, guardians, or responsible adults, all juveniles must fall within the mandatory release or discretionary guidelines for release (3-JDF-5A-09):

i) The parent, guardian, or responsible person can be located and will accept responsibility for the juvenile; and

ii) The juvenile is willing to go home and likely to appear as requested for preliminary inquiry/court intake.

b) Place in non-secure service those status offenders, as well as alleged delinquents, who do not require secure detention for whom a full release cannot be obtained. Criteria for non-secure alternatives includes (3-JDF-5A-05); (3-JDF-5A-08):

i) The person or agency accepting the juvenile can be expected to exercise responsible care for the juvenile;

ii) The juvenile is requesting protective custody in writing;

iii) The juvenile is eligible for secure detention but non-secure alternatives have been utilized effectively in the past; 

iv) There is no recent record or history indicating the juvenile is assaultive;

v) Recent history records indicate that the use of a non-secure alternative does not place the juvenile or community in jeopardy;

vi) There is no documented history of failure to appear for preliminary inquiry /court intake or a court proceeding; and/or

vii) The juvenile is being held as an out of state runaway and there is not verification of a prior offense history. 

5) Referral Criteria: 

a) Juveniles may be admitted into Secure Detention for the following reasons (3-JDF-1A-09); (3-JDF-5A-10); (3-JDF-5A-13):

i) The child is an escapee from a correctional facility or community correctional program or placement; 

ii) The child is a fugitive from another jurisdiction with a warrant on a delinquency charge or confirmation of delinquency charges by the home jurisdiction;

iii) The child is seriously assaultive or destructive towards others;

iv) The child is detained for the commission of crime that would constitute a serious act as defined by Section 7302-9.2 of Title 10;

v) The child is detained for the commission of a crime that would constitute a habitual criminal act as defined by section7302-6.2 of title 10; 

vi) The child is currently charged with a felony act as defined by Section 2 of this act or misdemeanor: and

(1) Is on probation on a prior delinquent offense:

(2) Is on pre-adjudicated community supervision;

(3) Is currently on release status on a prior delinquent offense; or

(4) Has willfully failed or there is reason to believe that the child will willfully fail to appear for juvenile court proceedings; or

vii)  The child is detained for court ordered sanction as allowed by OS 10, Section 7303-5.3. 

b) Juveniles not meeting these criteria should be recommended to return home or placed in other non-secure placement alternatives.

6) Secondary Screening:

a) The screening procedure prohibits the placement in the Facility of children who are runaways because of abuse, neglect, or abandonment (3-JDF-1A-08); (3-JDF-5A-03). Upon arrival, the transporting officer is asked to sign in on the Detention Log (see attachment A) (3-JDF-5A-02). The following procedures are completed prior to the transporting officer’s departure (3-JDF-5A-02): 

i) The Receiving Officer verifies the juvenile has been authorized and checks the juvenile’s name with Bench Warrant, Pick-Up Order, or D-3, (Detention admission Request Authorization) (see attachment B). If there is any question about the juvenile’s clearance for admission, the Shift Supervisor clears it prior to allowing the transporting officer to leave.

ii) The juvenile is asked to submit all of his/her personal property, including money. All items will be placed in an envelope and clasped shut. Listed on the outside of the envelope are:

(1) The amount of money;

(2) The juvenile signature; and

(3) The admitting officer’s name.

iii) The staff should first explain the procedures that the juvenile must follow (3-JDF-5A-04). The resident may then be scanned with a hand held metal detector. The resident is frisk searched for weapons and contraband (3-JDF-5A-02). 

(1) A resident may be stripped searched only with probable cause and with the approval of the Facility Administrator. 

iv) The juvenile should be screened for injuries, intoxication, or acute illness. Should the staff have any doubt about the juvenile's physical or mental condition, the Shift Supervisor should be present at the time of admission. (3-JDF-5A-02) 

(1) Staff should ask the resident of they have taken any drugs and/or alcohol within the last 24 hrs. 

(2) Staff should look for the following signs of drug and/or alcohol intoxication: 

(a) Marijuana

(i) Glassy, red eyes; loud talking and inappropriate laughter followed by sleepiness; a sweet burnt scent; loss of interest; 

(b) Alcohol 

(i) Clumsiness; difficulty walking; slurred speech; sleepiness; poor judgment; dilated pupils; 

(c) Cocaine, Crack, Meth, and Other Stimulants

(i) Hyperactivity; euphoria; irritability; anxiety; excessive talking followed by depression or excessive sleeping at odd times; dilated pupils; dry mouth and nose; 

(d) Heroin

(i) Needle marks; sleeping at unusual times; sweating; vomiting; coughing and sniffling; twitching; loss of appetite; contracted pupils; no response of pupils to light; 

(e) Depressants (including barbiturates and tranquilizers) 

(i) Seems drunk as if from alcohol but without the associated odor of alcohol; difficulty concentrating; clumsiness; poor judgment; slurred speech; sleepiness; and contracted pupils; 
(f) Inhalants (Glues, aerosols, and vapors)

(i) Watery eyes; impaired vision, memory and thought; secretions from the nose or rashes around the nose and mouth; headaches and nausea; appearance of intoxication; drowsiness; poor muscle control; anxiety; irritability;

(g) Hallucinogens

(i) Dilated pupils; bizarre and irrational behavior including paranoia, aggression, hallucinations; mood swings; absorption with self or other objects, slurred speech; confusion.

v) The transporting officer may be informed that custody is refused until proper documentation of medical clearance is obtained from a physician.
(1)  If the juvenile is brought to Detention from the court, the escorting law enforcement officer has the responsibility to ensure the juvenile is medically cleared by an outside medical source prior to the Detention staff assuming custody. The Detention staff will ensure there is a medical document in their possession prior to assuming custody of the resident.  Detention does not have the authority to transport any juvenile who has not been admitted into custody of the Oklahoma County Juvenile Bureau/Detention.
7) Admission Orientation Process: 

a) Combative and/or uncooperative juveniles may be held in a holding cell until they can be processed.

b) All juveniles shall be admitted and oriented in their own language. Material shall either be written or interpreted to ensure their understanding of the Facility rules and guidelines. (3-JDF-5A-02); (3-JDF-5A-15); (115.316)
c) The Admitting Officer completes an admission forms packet on every juvenile. The admission forms packet will include at least the following items (3-JDF-5A-02); (115.341):  

i) Copy of the Bench Warrant or Pick Up Order authorizing detention; or

ii) Affidavit of Probable cause;

iii) Admission Record Form (D-1) (see attachment C);

iv) Final Release (D-2) (see attachment D);

v) Detention admission request authorization form (D-3);

vi) Clothing Property sheet (see attachment E);

vii) Medical History (D-5), which includes questions of previous sexual assaults (see attachment F); 

viii) Suicide risk assessment (D-5a) (see attachment G);

ix) Medical consent (see attachment H);

x) Medical log (see attachment I); 
xi) Notification and information form (see attachment J);

xii) Parent Visitation log (see attachment K);
xiii) Worker/Attorney Visitation log (see attachment L);
xiv) Mail log (see attachment M);

xv) Telephone log (see attachment N); and

xvi) Staffing notes (see attachment O).

d) The resident assists the Admissions Officer in completing the admission forms. The resident shall be treated in a respectful manner and each step of the admission process explained to them as they proceed. (3-JDF-5A-02); (3-JDF-5A-14); (115.341)
e) The admitting officer explains that a detention hearing will be held the next judicial day, which will normally be within 24 hours excluding weekends and holidays. (3-JDF-5A-06)

f) The admitting officer will explain to each new resident that they will be assigned to the Intake Supervisor. Should a previous court-involved resident have an Office of Juvenile Affairs worker or probation officer, they shall remain the same. (3-JDF-5A-12)

g) The admitting officer will explain the guidelines for Detention, the grievance procedure, disciplinary procedures, and the level system. The Juvenile will sign and date the D-7-Notification and Information Form, stating that he/she understands the guidelines and procedures. (3-JDF-5A-02); (3-JDF-5A-15)

h)  The admitting officer will explain that all clothing will be washed and/or disinfected and then placed in their assigned locker. Resident's shoes must be disinfected prior to storing. If the resident has additional clothing, those too must be washed and/or disinfected prior to storing. (3-JDF-2E-12); (3-JDF-5A-02)

i)  The admitting officer will explain that the procedure for obtaining medical services is based on request. New residents entering the facility shall be seen by the Facility Nurse for a physical within seven days after being admitted. Residents may request medical attention anytime by completing a D-23, Residents Medical Request (see attachment P). (3-JDF-4C-07); (3-JDF-4C-26)

j) The admitting officer ensures that information is provided to offenders about sexual abuse/assault including (3-JDF-3D-06-2); (3-JDF-3D-06-9); (115.333):

i) Prevention/Intervention;

ii) Self-protection;

iii) Reporting Sexual abuse/assault; and

iv) Treatment and counseling.

k) The admitting officer explains where the juvenile will be placed in the facility. 

l) The resident is provided an opportunity to make two 5 minute admission phone calls. If the call is long distance, Detention will pay for the call and it should be logged in the D-10b, Long Distance Telephone Log (see attachment Q). These calls are recorded on the D-10, the Phone Log. If residents elect to call other than parents/guardians, the officer will attempt to reach them. If unable to reach the parents, the officer will keep trying. Parents, if at all possible, will be notified of resident’s admission and court date. They will be informed of facility policies and procedures and asked pertinent medical questions. The information is recorded on the D-5 Medical History Questionnaire/Screening and D-7, Notification and Information Forms. They will be advised of the date and time of their child’s Detention Hearing and the importance of their presence at the hearing. If the resident is admitted on a new charge, the Officer will also advise parents/guardian of the Intake availability of the parents and this will be noted on the D-24 Daily Court Sheet (see attachment R). (3-JDF-5A-02); (3-JDF-5A-11) 

8) Showering Process (3-JDF-3A-21); (115.315): 
a) When a resident is admitted in to detention, they will be subject to a strip search.

b) Two staff members of the same sex as the resident to be searched will conduct a strip search of the resident. 

c) A strip search must be performed in an area which ensures the privacy and dignity of the individual.

d) Strip searches are to be performed visually. 

e) Before conducting a strip search, the staff will wand the resident.  

f) When conducting a strip search: 

i) Have the resident remove all personal property, except clothing;

ii) Conduct a frisk search;

iii) The staff will then have the resident place a finger on either side of their mouth and instruct them to pull the cheeks away from teeth and gums. Staff will then have the resident’s sweep the inside of their mouth using their tongue.

iv) Have the resident remove his/her shoes;

v) Inspect shoes and socks;

vi) Staff will also check the bottom of the feet and between the resident’s fingers and toes.

vii) Have resident remove each article of clothing one piece at a time. Staff will search each piece as it is removed;

viii) Visually check genital area and inside of underwear and/or bra;

ix) Check medical status of resident (marks, bruises, lice, etc.). All marks, injuries, and/or bruises will be photographed and D-18a, Informational Report (see attachment S), completed. 

x) If possible, remove all bandages and after inspection, replace them carefully (if needed do so with Medical staff present);

xi) Resident will then squat down and cough; Any item protruding from a body cavity will not be removed by staff. This can only be done by the resident or the item will be allowed to pass naturally; 

xii) After the staff member has searched all to the resident’s clothing, they will take the clothing out of the shower and lock the resident inside the shower for privacy and their protection. Residents will be instructed to knock when they are ready to come out. (3-JDF-5A-02); and
xiii) No search will be used to determine gender. This will be done by conversation or medical personnel. (115.315)

g) Staff will issue resident's facility clothes. Residents will be issued detention shoes upon admission. Residents will be allowed to wear their shoes only if detention shoes are not available. At no time will Facility staff perform an intrusive body cavity search. (3-JDF-5A-02)

h) If during this process of showering, or at any other time, abuse or mistreatment is apparent, suspected, or witnessed, the Shift Supervisor, Facility Administrator, and Assistant Facility Administrator should be notified immediately. The Assistant Facility Administrator-Operations will communicate the information to the Assistant Facility Administrator-Administrative Services. The Assistant Facility Administrator-Administrative Services (PREA Coordinator) will should contact the Department of Human Services Child Abuse Hotline. The phone number is 1-800-522-3511. The staff person should write a summary of the alleged perpetrator and give it to the supervisor. Information for reporting procedures for outside agencies will be available on the Oklahoma county website. The resident is informed when an incident is reported to DHS. Information on abuse is confidential and kept on a need to know basis. (3-JDF-3D-06-1); (115.311); (115.353); (115.354); (115.363); (115.381)   

i) Staff will also provide residents articles necessary for maintaining proper personal hygiene as well as clothing prior to removing their personal clothes. These articles will consist of at least (3-JDF-4B-14); (3-JDF-5A-02):

i) Bar of Soap;

ii) Towel;

iii) Comb;

iv) Toothbrush with Toothpaste;

v) Shampoo;

vi) Body Vermin Shampoo/Soap;

vii) A T-shirt;

viii) Bra;

ix) A Pair of briefs or panties;

x) Socks; and

xi) Shoes.

j) For the safety and privacy of the resident, the door will be locked while resident is showering. The resident is instructed to knock when he/she is fully dressed.

9) Locker Assignment (3-JDF-5A-02); (3-JDF-5A-16):  

a) While the resident is showering, the Admission Officer proceeds with the following:

i) There are blank locker tags available;

ii) The lockers are to remain locked when they are occupied with residents clothing;

iii) Whenever assigning a locker to a resident, you must use the bag assigned to that locker, 

iv) If the resident has no property other than clothing, copy the Property Sheet, place it in the locker assigned, and lock it. Using a blue ink pen, write the resident's name on the locker tap and put it on the locker. Extra tags are in the Admission Office;

v) A copy of the property sheet must be placed in the clothes bag with the residents clothing;

vi) Ensure a clear and precise description of resident’s personal items and clothing, such as color, brand name, size, and logos is on the D-4 form in the admission packet. A reasonable estimated value for every piece of their property will be noted and logged on the D-4;

vii) Clothes will be placed in laundry bag, securely fastened, and placed in the laundry room; 

viii) Clothes will be washed and dried thoroughly; and

ix) Clothes should be removed from laundry bag, neatly folded, replaced back in laundry bag, and stored back in the assigned locker. 

b) All residents will be given a washcloth, bar of soap, sheets, and blanket. Residents may keep their comb and toothbrush in their room and display them in a uniform manner. The toothbrush and comb must always be kept on the washcloth, which is placed on the privacy partition where they can be easily observed from the interior room. These items will be kept in the resident’s room, provided they follow the rules of the Facility. (3-JDF-4B-12); (3-JDF-4B-14)

c) If any item, such as a toothbrush or comb, is misused, the resident will lose the privilege of having these items in their room until their behavior permits. 

d) All rooms contain a sanitized mattress and toilet paper. At this time, the admitting officer will distribute Staffing Notes, Phone, Mail, and Medical Logs to the Unit. All records should remain in their respectful notebooks until released or their transfer to out of the unit. All other admission records are given to the Control Center Operator to establish a resident file. (3-JDF-4B-12)

10)  Personal Property (3-JDF-5A-02); (3-JDF-5A-16):   

a) Proper use of Impulse Heat Sealer (Located in the Admission’s Office):

i) Plug in unit, adjust setting dial between 3-5;

ii) Place top edge of clear bag on bridge of unit; and

iii) Close tightly, for a few seconds, release.

b) Residents having money or jewelry equal to, or estimated, at $5.00 or more are given a small clear property bag for the money and jewelry only. Once the money and/or jewelry are inside the envelope, it should be sealed using the Impulse Heater Sealer. The admitting officer will provide all information pertaining to the resident’s property such as: the value amount, description of jewelry, and the date and time of the admission on the property information card, the D-4 Clothing Property Sheet, and Money Log sheet, D-32 (see attachment T).  The property information card will remain in the bag when sealed. (3-JDF-1B-19)

c) Should residents have other property that does not fit in their assigned locker, their worker should be contacted to retrieve it. 

d) Residents should be informed that money and jewelry in locker #51 can be released Monday-Friday from 8:00-5:00 or after hours if the Administrative staff are present.

e) Resident’s money in locker 51 and the wall safe will be accounted for weekly by the Assistant Facility Administrator- Administrative Services and the account recorded on the D-32 Resident Money Inventory Log. (3-JDF-1B-10)
f) The admitting officer and resident will sign and date the personal D-4 Clothing property Sheet. 
g) The Admission Officer must store all property as soon as possible following admission. All property must remain in a securely locked area under staff supervision at all times until it is returned to the juvenile. When a loss occurs, an investigation shall be initiated and appropriate action taken.  Admission Officers will be held accountable for proper securing of property.

h) The items resident can keep in their rooms are: stamps, eyeglasses, hearing aids, dentures, etc. Other items may be allowed in resident's room based on the Dayroom. 

i) Following admission, residents can have legal documents and letters in their rooms and can also have them placed in their assigned locker. 

j) Residents need to understand that the Facility will not be responsible for any personal items left in a room. Books and magazine can only be brought in if the resident is willing to have them become a part of the Facility Property following use.

11)  Adjustment Period:  

a) Once the juvenile has been assigned to a room and the assignment noted on the D-27, Daily Room Chart (see attachment U), the Admitting Officer will escort the new residents to the unit and introduce him/her to the dayroom staff. The dayroom staff will initiate the juvenile’s participation in all the programs and activities of the Facility. (3-JDF-5A-02)
b) No resident will be separated from the general population based on sexual orientation, sexual abuse, previous charges, gang activity. (115.342)  
12)  Final Admissions Procedure: 

a) The Control Center Operator will place the new resident’s name on the Daily Population Sheet (D-25) (see attachment V) and the Daily Room Chart.
b) The Admitting Officer should relay to the Control Center Operator any special color code pertinent to the admitting resident such as sexually aggressive behavior. Color code Information is utilized for the protection of residents and also for housing assignments. Color codes are designated as follows (3-JDF-3D-06-3); (115.342): 

i) Orange- Assault/Violent;

ii) Brown- Own room and shower alone; 

iii) Green- Medical; Food Allergy
iv) Blue- Suicidal; 
v) Yellow- Escape Risk;

vi) Red- Drugs; and 

vii) Purple- Youthful Offender

c) Any resident that is identified as having highly aggressive behavior or at risk of sexual victimization will be referred to the Youth Guidance Department. They will be monitored and counseled. YGS will create an Individual Written Management Plan, which will include treatment plans, if necessary. They will be evaluated by Youth Guidance Department and Medical within 14 days. (3-JDF-3D-06-5); (3-JDF-3D-06-6); (115.341); (115.362); (115.381)
d) If it is found after contacting the resident’s parents or if staff observes a specific behavior, the appropriate color code will be placed by the child’s name on the Daily Room Chart. (115.341) 
e) The Facility Nurse will be notified of the incoming resident through the Daily Room Chart and the distribution of the D-1. 

f) The Kitchen Manager is advised of any special medical diets through the Facility Nurse in writing. The Facility Administrator approves Religious diets.

g) All admission records go to the Central Control operator and the File Clerk to enter the resident’s information in JOLTS on the computers daily when possible.

13)  Resident’s Picture: 

a) Upon entering the Unit, the resident’s picture is taken by the Detention Officer III of the unit. This picture will be kept upon release in the resident primary folder, marked confidential. 

14)  Sanctions Residents:  

a) Juveniles admitted to Detention for Sanction shall have a restricted program. They will be informed during admissions verbally, and in writing, the rules and requirements of sanctioned residents. They will not participate in scheduled activities. (i.e. school and programs). However, they will eat meals in the dining area. They must remain secured in their room when other residents are out in the dayroom.  

b) Sanctions residents who are here five days or more will be allowed to make two personal phone calls a week and worker calls. They will also be allowed to send and receive mail. 

c) Sanctions residents will not to receive scheduled visits. 

d) Sanctions residents will be allowed to see Medical and YGS staff upon request. 

e) Residents should have the following Admission Procedure:

i) Court Order Minutes;

ii) Admission Record Form;

iii) Final Release;

iv) Clothing Property sheet;

v) Medical History Questionnaire;

vi) Suicide Risk Assessment;

vii) Medical Consent Form;

viii) Notification and Information Form; and

ix) Staffing notes; 

f) Sanctions residents will receive progress reports, describing their behavior in Detention. This will be forwarded to the Chief of Court services the first business day after their release. 

g) Staff should write staffing notes on residents listing their behavior during their stay.

h) The Daily Population Sheet (D-25) should reflect the appropriate court order as the resident's charge. 

15)  Special Storage:

a)  Hazardous items, such as guns, bullets, knives, fireworks, lighters, and cigarettes, must be stored separately until it can be turned over to Administration. 

16)  Clothing: 

a) When a resident is released without their clothing, a clothing form with a description of the clothes should be given to the Shift Supervisor and placed in the resident's file. Should all the lockers be needed, property and clothing will be moved to a locked storage area within Facility.

b) The Admitting Officer will review the information and attempt to notify the juvenile's worker by phone. The transportation unit will send final written notice to them if possible. Should it prove unsuccessful reaching the representative, the juvenile parents, guardian, or emergency contact will be contacted by the same procedure. If after 30 days there has been no response, the dissemination of resident’s property will be at the discretion of the Facility Administrator. To claim the items, the juvenile or an authorized representative, parents, guardian, or emergency contact person must sign the Clothing Property Sheet, acknowledging receipt of the items.

c) Under no circumstances will any of these items regardless of value be converted to the personal use of any staff member. Money left unclaimed may be deposited in the Juvenile Aid Fund with the approval from proper authorities.

d) The disposition of the items will be recorded on the clothing property sheet and placed in the residents file.

Approved: ___________________________





               Ronnie Ward
        Date


     Facility Administrator 
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