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Section One- I 

  

 

 

 

 
 

PHILOSOPHY 

OF 

THE ALLEN COUNTY JUVENILE CENTER 

 

We visualize the concept of detention as being able to provide to the community a 

continuum of services directed toward meeting the needs of individual children who 

must be temporarily removed and placed in our custody from their homes.  These 

children are placed in our custody for the protection from themselves and the 

community at large.  The need for security measures within the Center is recognized 

and can be implemented to the degree necessary to provide the controls needed for 

the care, protection, and treatment of each child.  We visualize each child as a piece 

of raw and unfinished clay ready to be molded into an upright man or woman of 

society.  This is accomplished through a variety of educational programs, recreational 

programs, counseling, treatment, and a group living setting.  We believe this is the 

most productive atmosphere in terms of the child being prepared for returning home 

or future placement. 

In implementing this philosophy we rely primarily on the ability of all staff members 

at the Center to establish constructive relationships with the children we serve, 

through meaningful activity, programming, respect, some degree of trust, and 

sensitivity.  
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Section One  

 
 

 

 

II.   Allen County Juvenile Center Hours 
  

The center operates 24 hours of the day and 365 days a year with hours varying.  Its 

employees are considered to be on-duty during this time, except those who by job 

description, departmental posting or administrative directive are assigned other specific 

hours.  The hours range as follows: 
 

 Administrative/ Clerical/ Mental Health- 8 a.m. – 4:30 p.m. (M-F) 

 

Shiftleader/ Nursing-    5:30 a.m.- 1:30 p.m. 

        1:30 p.m. – 10:30 p.m. 

         

 

Youth Care Worker/ Specialist-   6 a.m. - 2 p.m. 

       2 p.m. - 10 p.m. 

       10 p.m. – 6 a.m. 

 

 Admissions/ Central Control-   7 a.m. – 3 p.m. 

       3 p.m. – 11 a.m. 

        11 a.m.- 7 a.m. 

 

  Kitchen-      5:30 a.m. – 1:30 p.m. 

        10:30 a.m. – 6:30 p.m. 

 

  Maintenance-      7 a.m. – 3 p.m. 

 

 (see section 2.01 of Allen Superior Court Employee Handbook) 
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Section One 

 

III.   Equal Employment Opportunity 

 

The center is committed to providing equal employment opportunities for all employees 

and job applicants.  The center endorses and will follow this policy in implementing all 

employment practices, policies and procedures.  The center will recruit, hire, train, and 

promote persons in all job titles without regard to race, color, religion, national origin, 

sex, age (except where sex or age is a bona-fide occupational qualification, as defined by 

law), or physical or mental disability (except where the disability prevents the individual 

from being able to perform the essential functions of the job and cannot be reasonably 

accommodated in full compliance with the law). (see section 1.10 of Allen Superior 

Court Employee Handbook for full version)  
 

 

IV.   Confidentiality 

 

A present or former Court or Allen County Juvenile Center employee shall not disclose 

or use, without appropriate authorization from the Court, any confidential information 

acquired in the course of official duties. 

 

A Court employee shall not release to the public any Court document that is not a matter 

of public record without appropriate authorization from the Court.  Court documents 

include, but are not limited to, notes, papers, opinions, discussions, preliminary 

dispositions, and memoranda by any Judge, law clerk, staff attorney, or any other Court 

employee. 

 

A Court employee shall not comment publicly on a legal matter before the Court without 

appropriate authorization from the Court.  Court employees shall not express to any 

person not an employee of the Court a personal opinion about a pending case or matter. 

(see section 1.09- Ethics/ Confidentiality of Allen Superior Court Employee Handbook)  
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Section Two 

 

V.   Hiring process 

  

The Allen County Juvenile Center is “An Equal Opportunity Employer”.  We strive to 

meet and exceed the requirements and goals of the Allen Superior Court Affirmative 

Action Policy.   Applications are available at the City/County Building in room 208; each 

application is always accepted.   

 

Upon position openings, the current staff has the right to indicate interest in that position 

before any applications are reviewed.  If the current staff shows no interest, then 

applications on file are reviewed for possible qualified persons.  A local police 

background check will be conducted on all qualified applicants.  Upon completion of the 

background check, an interview will be set up with a personnel committee comprised of 

the following: 

 

 Superintendent/Chief of Probation 

 Director of Detention 

 Director of Training/ Security 

 

The committee evaluates, selects the best applicant, and submits in writing to the 

Superintendent their selection for the position available.  The Superintendent makes one 

final evaluation of all applicants and makes the final decision.  A national background 

and violent sex offender check is conducted by a State Police representative.  If all checks 

are satisfactory, the candidate is scheduled for on the job training.  The candidate is 

scheduled for 120 hours of training with current staff members, who train and evaluate 

his/her performance.  The evaluations are turned in daily and submitted to the director of 

training for review.  Upon completion of the training, a letter to hire or not hire is turned 

into the Assistant Superintendent and Superintendent. 

 

V. -A  Staff Development 

 

The Allen County Juvenile Center strives to continually train and develop its staff 

members to meet the needs of the juveniles in its custody.  Staff members are required to 

complete an initial 120 hours of on the job training when hired; each additional year of 40 
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hours.  Each member annually are required to be trained in First Aid, C.P.R, AED, 

Report Writing, Use of Restraints with Crisis intervention, Blood Borne Pathogens, 

Suicide Prevention, and Fire Extinguisher training. These specific training events are 

annual but not limited to other specified training events that occur throughout the year.  It 

is the goal of the Allen County Juvenile Center to improve staff members in their 

profession through continual training and seminars. 

 

V.–B  Job Descriptions 

 (see Employee Job Description Manual)  

 

 

 

Section Two 

  

 V.-C  Promotions 

 

The Allen County Juvenile Center values its employees and continues to promote from 

within the facility wherever possible.  The procedure for promotion within the facility 

shall be as follows: 

 

A. Whenever open, positions shall be posted internally for no less than a period 

of 5 days 

B. All applicants are reviewed by the Assistant Superintendent and Director of 

Training 

C. Promotion decision are made based on several criteria including but not 

limited to: 

1. seniority  

2. work performance 

3. annually reviews 

4. attendance 

5. past disciplinary actions  

 

V.-D  Annual Reviews 

 

Annual reviews on employee work performances shall be conducted by the employee’s 

direct supervisor and shall include the following: 

 * Attendance    * Punctuality 

 * Responsibility for Equipment * Job Knowledge 

 * Dependability   * Compliance with Regulations 

 * Quality of Work   * Quantity of Work 

 * Communication Skills  * Interpersonal Relationships 

 * Judgment     * Initiative 

 * Accomplishments   * Areas of Improvement 

 * Recommendation for Development  

 

This review shall be discussed with employee and a section for employees’ comments 

will be available to them.  The Superintendent, direct supervisor, and employee shall sign 
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and date said document before it shall become part of employees personnel file.(see sec. 

V.-B)  
 

 

VI.   Employee/ Management Relations 

 

The Allen County Juvenile Center values its employees and their opinions.  It is those 

individuals that operate and run the facility.  In event that the employees need to contact 

any personnel of management, they must follow the “chain of command”.  Meeting first 

with their direct supervisor then moving up the chain of command.  The next page 

illustrates the proper chain of command. 

 

 

 

 

 

 

 

 

 

 

Judge 

       

  Superintendent 

 

Financial Administrator Assistant Superintendent     System Administrator    Facilities Director  

 

Court Reporters/Probation Secretary/   Assistant System Administrator Maintenance Staff 

Bookkeeper/Executive Secretary  

 

 

 

Director of Training/   Director of Security  Director of Education  Director of Diagnostics  

Detention Supervisor   

 

    Medical Director  Court Security/ ACLA/Deer Run/ 

        Transportation FWCS/ P.E. Instructor  

    Director of Nursing         Officer      

Director of Diagnostics Assistant/ 

Diagnostics Specialist/ Drug & 

    Nursing Staff       Alcohol Counselor 

 

 

 

 

 

Shiftleaders    Kitchen Manager Counselor Youth Care Worker Chaplain/ Volunteers 

          Specialists  
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Central Control/Admissions/  Cooks 

Youth Care Workers 

 

Housekeeping 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section Two 

 

 

VI. -B   Employee Records 

 

Personnel Records and Employee Evaluation - An employee may examine the records in 

his or her personnel file relating to the employee’s wages, hours, benefits, discipline, and 

other terms and conditions of employment at any reasonable non-working time during 

regular Court hours. 

 

All staff members are evaluated annually, usually in the spring.  Evaluations are designed 

to encourage professional growth by commending strong points and by strengthening 

weak areas.  Evaluation Forms are completed by the following: 

 

 Person being evaluated 

 Shift Supervisor ( or immediate Supervisor) 

 Administrator 

 Superintendent/ Chief of Probation 

 

Upon completion of evaluation forms, they are returned to the Assistant Superintendent, 

who prepares a summary of the evaluations. 

 

A conference is held with the person being evaluated and the immediate supervisor.  The 

summary is reviewed, discussed, and then made a part of the employee’s personnel file.  

(see section V.-D & 2.08 of Allen Superior Court Employee Handbook) 
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VI. -C   Resignations  

 

When a staff member desires to resign from employment at the Center, he/she is required 

to submit written notice to the Superintendent at least two weeks prior to termination 

date.  This gives time to begin a smooth transition to a new employee.   

Failure to comply with the two-week notice may result in a negative recommendation for 

future job references.  Failure to notify the Center of resignation, re-hiring is not 

considered.  All county property including identification cards, uniforms, handbooks, etc. 

are to be turned in to the Secretary upon completion of the last working day. (see section 

2.09 of Allen Superior Court Employee Handbook)   
 

VI. -D   Layoff Policy 

 

If the funding for an employee’s current employment-at-will job position with the Allen 

Superior Court (Allen County Juvenile Center) is eliminated by the Allen County 

Council, the employee will be placed on layoff status by the Court. (see section 2.13 of 

Allen Superior Court Employee Handbook) 

 

 

 

 

 

 

 

Section Two 

 

 

VI. -E   Termination  

 

If the Allen County Juvenile Center has for some reason severed its ties with an 

employee, the Superintendent or Assist Superintendent will notify employee oral or in 

writing.  The Allen Superior Court (Allen County Juvenile Center) can terminate the 

relationship at will, with or without cause, at any time.  All county property including 

identification cards, uniforms, handbooks, etc. are to be turned in to the Secretary upon 

completion of the last working day. (see section 5.01 and 2.10 of Allen Superior Court 

Employee Handbook)  
 

 

VI. -F   Political Activity 

 

A court employee retains the right to vote, but shall not otherwise participate in political 

activity.  Excepting Judges seeking reelection, no Court employee shall be a candidate for 

or hold elective office.  An employee who declares an intention to run for elective office 

shall resign or may, with Court’s permission, take an unpaid leave of absence upon the 

filing of nomination papers.  If elected, the employee shall resign. 
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A court employee means any person who is on the Court manning table, works part-time 

for a Court agency on a regular basis, or works as a non-pay intern on a regular basis.  All 

Allen County Juvenile Center personnel fall under the title of court employee, from 

kitchen staff to the Superintendent. (see section 1.09- Ethics/ Political Activity of Allen 

Superior Court Employee Handbook) 
 

 

VI. -G   Insurance Requirements  

 

The Allen County Juvenile Center has chosen to participate in a number of benefits that 

are provided by the Executive Branch of Allen County.  These include, but are not 

necessarily limited to: health care, vision care plan, dental plan, life insurance plans, short 

and long term disability plans, deferred compensation plan, public employee retirement 

fund, tax saver plan, U.S. Savings Bond plan, and direct deposit of paycheck plan. (see 

section 4.01 of Allen Superior Court Employee Handbook)  
 

VI. -H   Retirement  

 

When an employee wishes to retire, he/she is required to submit written notice to the 

Superintendent at least two weeks prior to retirement date.  This gives time to begin a 

smooth transition to a new employee. All county property including identification cards, 

uniforms, handbooks, etc. are to be turned in to the Secretary upon completion of the last 

working day.  Employees are then directed by the executive secretary to contact the 

Public Employee’s Retirement Fund for benefits to be paid to them. 

 

 

 

 

 

Section Two 
 

 

VII.   Discipline  

 

The Allen County Juvenile Center believes that all its employees are and will continue to 

be good employees.  If a performance or other problem is detected, the employee’s 

supervisor may discuss the problem with the employee and offer any appropriate 

assistance needed to remedy the situation.  The steps of discipline are as follows: 

 

 oral warning/ advisory  

 written warning 

 suspension without pay for set number of days 

 termination of employment 

  

Any violation of any of the policies, rules or procedures set forth in this handbook, 

subjects the employee to disciplinary action.   
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If an employee engages in misconduct that is deemed serious enough by the Center or 

Court, the employee may be subject to immediate suspension and/or termination without 

administration of any sequential steps of discipline. 

 

 

VII. -A   No Call/ No Show 

 

If an employee fails appear for work before (15) minutes after their scheduled shift 

begins and do so without notifying Central Control as to their whereabouts, that 

employee will be assessed a No Call/ No Show. Employees are subject to having 

disciplinary actions taken against them for violating this policy.  If the employee has not 

reported to work by an hour after the shift begins, the employee may not be allowed to 

report to work.  Also, a benefit day shall be used in place of this lost time if said 

employee has benefit time accrued otherwise this time would be considered lost. (see lost 

time)    

 

VII. -B   Lost Time 

 

An employee who takes time off of his/her regular scheduled work day without benefit 

time to use, that time will be considered lost time. Employees are subject to having 

disciplinary actions taken against them for violating this policy.   

 

 

VII. -C   Calling Off On Overtime 

 

If an employee accepts an extra shift and then calls off on that shift, without proof of an 

emergency, they won’t be allowed to work any additional extra shifts for two weeks. 

Employees are subject to having disciplinary actions taken against them for violating this 

policy. 

 

 

 

 

Section Two 

 

 

VII. -D   Lateness  

 

An employee is expected to be at work on time and be ready to work as required.  

Employees who arrive and clock in 1 minute to 14 minutes after the start of their shift 

will be considered “late”.  Employees who are late two times on one time card (two-week 

period) will be considered in violation of the attendance policy.  Employees who are late 

at least once on three consecutive time cards (six weeks) will also be in violation of the 

attendance policy. Employees are subject to having disciplinary actions taken against 

them for violating this policy. 

(employees may not clock in prior to 6 minutes before their shift begins) 
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VII. -E   Appeals 

 

At times, staff members feel that the disciplinary action taken against them were unfair or 

unjust.  In such situations, the employee has the right to appeal to the next step or chain 

of command.  All appeals are typed, submitting them to the chain of command as 

follows: 

 

 Shift Supervisor 

 Senior Shift Supervisor 

 Director of Training/Security or Director of Detention 

 Superintendent/ Chief of Probation 

note: At any time the Superintendent/ Chief of Probation may order an 

investigation by the PREA Investigator to review the incident or situation.  In 

such situations, the PREA Investigator will submit his findings to the 

Superintendent/ Chief of Probation. 

  

The Superintendent/ Chief of Probation has the final say in the decision of disciplinary 

action taken against the employee. 

 

 

VII. -F   Grievance Procedure 

 

The grievance procedure follows the same step as the appeals process. (see Appeals)   

 

 

 

 

 

 

 

  

 

 
 

 

Section Two 
 

VIII.   BENEFIT LEAVE 

Note: All benefit time falls under the direct purview of the Allen County Superior Court 

Employee Handbook.  Benefit leave can only be used in 4 or 8 hour increments.   
 

VIII. - A   Vacation leave- Vacation request form must be filled out and submitted to 

your immediate supervisor prior to 24 hours before the shift for which you are requesting 

leave.  Your request may be accepted or denied upon the Center’s betterment. (see 

section 3.01 of Allen Superior Court Employee Handbook)  
 

VIII. -B   Sick leave- Must be given orally to Central Control prior to 1 hour before shift 

begins or 1 hour prior to half of shift ends, if leaving for a half day off.  Voice mail 
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messages or notes are not acceptable.  Three consecutive sick days, you must have a 

doctor’s note to return to work.  Failure to bring a doctor’s note shall result in you not 

being able to return to work and your benefit time shall be used in its place.  Disciplinary 

action shall be taken against you once your benefit time is depleted. (see section 3.02 of 

Allen Superior Court Employee Handbook) 
 

VIII. -C   Personal leave- Must be given orally to Central Control prior to 1 hour before 

shift begins or 1 hour prior to half of shift ends, if leaving for a half day off.  Voice mail 

messages or notes are not acceptable. (see section 3.05 of Allen Superior Court 

Employee Handbook)----In increments of 1, 2, 3 days 
 

VIII. -D   Funeral Leave- Must be given orally to your immediate supervisor prior 

before taking leave.  A copy of the obituary or other proof of death will be required to 

process payment of funeral leave. (see section 3.06 of Allen Superior Court Employee 

Handbook)  
 

VIII. -E   Trading of Shifts- Trade request must be submitted to your direct supervisor 

no earlier than two weeks and no later than 24 hours prior to the beginning of the initial 

shift change.  Your request may be accepted or denied upon the Center’s betterment.  No 

use of benefit time maybe used during this trading process. 
 

VIII. -F   Family and Medical Leave- Employee must be employed by the court at least 

one year and has worked at least 1,250 hours during the previous 12 months. (see section 

3.03 of Allen Superior Court Employee Handbook) 
 

VIII. -G   Overtime- Employees working in the non-exempt positions are entitled to 

overtime compensation for hours worked in excess of forty hours in a given work week.  

Overtime shall be worked when, in the opinion of the designated supervisor or the Judge, 

feels it is needed.  Overtime shall not be worked without prior approval from immediate 

supervisor or the Judge. Overtime shall be given on seniority bases and the immediate 

supervisor must initial time cards for payment of such said overtime. note: no one is 

guaranteed in working overtime. (see section 2.04 of Allen Superior Court Employee 

Handbook)  

 

Section Two 

VIII. -F   Holidays- The court annually establishes the official holiday schedule for the 

closing of the court and its offices.  Employees will be paid double time for working such 

holidays. (see section 2.04 of Allen Superior Court Employee Handbook)  

 

Section Three 

Accepting the Shift 

Employees must: 

1. Comply with instructions of Supervisors 

2. Report all accidents and injuries immediately 

3. Detect and report hazardous conditions, practices, and behavior at the worksite 

 

Youth Care Staff  

1. Youth Care Workers proceed to their assigned unit and immediately take a head count of 

all residents  
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2. Youth Care Workers then complete a security check of the unit.  A security check is done 

with the Youth Care Workers making sure all doors to the cells are locked and the unit is 

generally in good order (example: cells, doors, dayroom, office, etc.) 

3. The previous shift now briefs oncoming staff on all unusual incidents, problems, and any 

other important or pertinent information. 

4. Youth Care Workers then reviews the unit papers for accuracy including: 

 unit logbook 

 bed list 

 day sheet 

 medication list 

 any other pertinent paperwork 

note: Youth Care Workers shall initial the day sheet indicating that they are familiar with said 

materials.   
 

Logbook Entries 

The Youth Care Workers ensure that all necessary entries are made in the logbook during their 

shift.  Types of information made in the logbook include but are not limited to the following: 

1.  Initial sign-(names of staff, date, time, and shift) 

2.  Head Count 

3.  Security Checks 

4.  Maintenance Problems 

5.  Medical Problems 

6.  New Intakes or Residents 

7.  Releases/ Temporary Releases 

8.  Unit Disturbances 

9.  Unit Restrictions 

10. Unusual Incidents 

12. Resident Movement (to and from unit)     

13. Any other pertinent information (no personal issues)                                    

 

Note:  All Youth Care Workers on each unit reviews the unit logbook and familiarize 

themselves with the activities of at least the previous three days and initials the same.   

  

 

 

 

 

 

 

 

 

Section Three 

 

X. Procedures 

   

Staff is required to follow necessary procedures to ensure the safety of the juveniles in 

their custody and themselves. 
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X. -A   Intake Procedures 

Staff will read and complete all forms given in the intake packet.  Staff will then collect 

all personal property from juvenile.  Staff will place all loose personal property in the 

plastic bag with the resident’s name.  Place all money, jewelry, and things of value into a 

marked envelope provided.  Then mark and place the envelope into the plastic personal 

property bag.  Give the Admission worker the plastic property bag so it can be placed 

into the safe.  Hats, purses, book bags, etc. are to be tagged by youth care worker and 

given to the Admission worker who places these items in storage.   

 

The intake gets one three-minute phone call at time of intake.  Calls will be monitored 

and are to be made to any family members, lawyer, minister, probation officer or parole 

officer.  The phone number is to be dialed by the youth care worker.  

 

The youth care worker is to give the new intake the Alco-sensor breath test.  Intakes may 

not be accepted if they blow the limit of .15 or higher without prior medical attention.   

 

A pat down searched will then be conducted.(see searches)  If contraband is found, such 

as illegal substance, it will be confiscated by Admissions worker and a “Continuity slip” 

filled out.  The Youth Care Worker shall sign the initial slip stating he/she found said 

contraband.  The Admissions worker shall fill out the description portion and sign said 

item was turned over to them.  The immediate supervisor will be notified as well as the 

arresting officer.  

 

Staff will then collect a urine sample from the new intake in the intake restroom facility. 

At that time, the staff member is to fill out the urine form and have the intake sign as to 

him/her giving a sample.  All intakes must submit to providing a urine sample within one 

hour of intake.  The staff member must remain in the restroom with the new intake while 

obtaining a urine sample.  If the new intake can not give a urine sample, then the urine 

form remains with the intake file that goes to the unit.  A resident has up to one hour to 

give a urine sample; staff asking resident every twenty minutes which includes up to 

three attempts.  If unable after which, this will be marked as refusal.  All times and 

refusal shall be documented as such.   

 

Staff will then shower the new intake and bag all of his/her clothing.  A second search of 

the intake’s clothing is done by staff prior to the staff placing the articles of clothing into 

a labeled plastic bag with their name on it.  The resident’s clothing will be placed into a 

locker within the laundry room with the letter “I” or “W” and the corresponding unit 

where the resident will be later housed.  

 

 

 

 

 

 

Section Three 
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Example-15 year old Michael Collins: 

 “I/A Michael Collins” 

 

Example- 17 year old Danita Johnson 

 “W/F Danita Johnson” 

 

Once a resident has completed his/her intake, he/she will be placed into a room and a new 

room inspection sheet will be completed.  The resident’s name will then be placed into the 

logbook with the new population count (example: Michael Collins on unit Pop# 14) and on 

other paperwork such as: bed list, day sheet, etc. (lockers remain locked at all times) 
 

X. -B   Unit 15 Minute Room Checks 
 

 All checks are to be done and without delay.  

 Missed checks can and will cause disciplinary actions taken against you 

 If  “ALL RESIDENTS” are in population with no residents in their rooms, it is 

acceptable not to do checks.  Documentation must be made in the unit logbook and the 

reason why checks are not done.  When any resident is placed in their room, you must 

document you are resuming room checks.   

(note: if one resident is placed back into his room then checks continue with all six 

buttons pressed on the watch tour) 

 If your unit is on halves and one side is down, all six watch tour buttons need to 

be pressed. 
 

Note:  You will never just press some or half of the watch tour buttons to complete a 

check.  It will always be all or none.  If someone is in the room then all six buttons are 

pressed.  
 

Please understand these checks are done for the safety and security of all juveniles in 

your custody.  
 

X. -C   Hygiene Procedure 

 

Residents in this facility are required to shower and complete daily personal care for the 

purpose of developing good hygiene.   The Allen County Juvenile Staff will ensure its 

resident cooperate with this procedure to maintain the buildings overall sanitary 

conditions.  The following is the procedures for grooming: 
 

Morning 

 tooth brushes and combs passed to residents in rooms 

 lotion and grease is passed out to residents (if needed) 

 beds are made up before exiting the room 

 all trash should be removed from the room (if any) 

 all rooms are inspected by staff 

 all rooms will be swept and mopped by residents 

 both dayrooms/ sally-port are swept and mopped at the end of the shift  
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Section Three 
 

Night 

 one staff member passing out toothbrushes and toothpaste 

 tooth brushes and combs passed out to residents in rooms, two rooms at a 

time 

 one staff member watching shower room and calling for residents 

 two residents in shower while two residents in room brushing teeth 

 residents will remain in rooms until called out for showers 

note: two residents in shower and two residents brushing teeth 

 residents bring out tooth brushes, combs, and dirty clothes out of rooms 

when called  

 residents have four minutes to complete shower 

 residents use lotion, grease, and comb hair if needed  

 residents return to room with new clothing until showers are complete 

 residents rooms shall have all trash removed and mopped if necessary 

 both dayrooms/ sally-port are swept and mopped at the end of the shift 

 

Note: Residents are given a clean washcloth, towel, a pair of clean socks, underclothing, 

and shirt with a t-shirt depending on the weather.  There must be at least two staff 

members present during showers.  When only one staff member available, showers 

proceed with only one room being showered at a time.  All “NRMs’ (no roommates) 

must shower alone. 

 

Also, room inspections and cleaning is not time contingent but it must be done 

somewhere throughout the shift. 

 

X. -D   Shift Overlap Meeting 
1:15 p.m. & 2:00 p.m.: The first shift staff will brief the shift leader of head count and 

daily activities including any new intakes, unusual incidents, and any problems they have 

or may have during the day.  Second shift staff will be relayed any information given by 

first shift staff by shift leader along with any other pertinent information.(note: one staff 

member attends overlap while other staff gets information from the unit staff)  Meetings 

are held in the shift leader's office prior to end of shift and at the beginning of the next 

shift. 
 

X. -E   Observation Sheets   

Observation sheets are to be completed on each resident daily by first and second shift 

staff members.  First shift staff will complete observation sheets on Sundays through 

Wednesdays.  Second shift staff will complete the observation sheets on Thursdays 

through Saturdays. 
 

X. -F   Outdoor Activities   
When staff members are outside with residents, they position themselves in areas where 

they can best monitor the activity.  Staff should not be standing next to one another.  At 
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no time should breaks be taken while residents are outside.  At least two staff per unit 

must be present at all times when residents are outside.  Upon taking a set number of 

residents to the indoor/ outdoor recreational areas with one staff; approval must be given 

by a Supervisor only in such cases.   
 

 

Section Three 

 

X. -G   Meals   
During meal times, staff will collect all eating materials from the residents i.e. sporks, 

spoons, and forks.  Staff will not be allowed to eat any other food besides what is served 

to the residents while in their presence.  Staff may elect to eat their own food but in the 

office pod during the meal time.(see resident movement for resident behavior in dining 

room)  No can goods; glass, porcelain, steel containers (i.e. cups, bowls, utensils) are 

allowed in the building.  Only plastic ware and containers are acceptable.  Also, no drinks 

are allowed to be brought off the unit.   
 

X. -H   Letter Writing/ Mail  
 

1. Outgoing 

Residents in the facility are allowed to write a letter to whomever they wish on days 

provided.  Residents’ letter writing day shall be held on Saturday with a time of one hour 

to complete.  Letters will not be sealed, until reviewed by counselor for contraband and 

inappropriate language.  The Center shall provide two stamps per week for each resident.  

Parents shall also be allowed to provide residents with additional stamps if so choose.  

 

2. Incoming 

Residents will receive mail everyday as it comes into the facility.  It is the counselor’s job 

to review all mail for contraband, inappropriate pictures, etc.  Mail deemed inappropriate 

will be sent back to sender or placed in personal property of juvenile until release.  Only 

five pieces of mail is allowed inside each resident’s room.  Excess mail goes into the 

residents personal locker and trading of mail is prohibited.    

 

3. Pictures/ Greeting Cards 

Residents are allowed to have pictures and greeting cards within their rooms.  Each 

resident is allowed to have two pictures and one card displayed in their room located on 

their desk.  All other items shall be placed in the resident’s cubby hole under their beds. 

 

Note: All residents are allowed two pictures displayed, one greeting card displayed, one 

book to read, and one bible per resident occupying the room.  All books, mail, and other 

pictures shall be kept inside the cubby hole of the bed at all times.   
 

X. -I   Contraband 

Anything prohibited by law or the Allen County Juvenile Center’s policy of items being 

brought into the facility.  Items such as but not limited to the following: 

 

1. Drugs   9.  Cuff keys 

2. Weapons   10. Cameras 
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3. Cigarettes   11. Explosives 

4. Matches or lighters  12. Pornographic Material 

5. Ink pens   13. Drugs/ Pills 

6. Pencils   14. Drug Paraphernalia (papers, pipes, needles, etc.) 

7. Food or candy  15. Prescription Medication (not in original container) 

8. Alcohol   16. Inhalants (Whiteout, spray paint, anything aerosol) 

 

 

 

 

Section Three 

 

X. -J   Clothing Exchanges 

 

Clothing Exchanges are to be done only with prior approval of a Shift Supervisor or 

Administrator.  Shoe exchanges need no prior approval to be conducted.  The following 

is the outline for clothing and shoe exchanges:  

1.  Receive clothing exchange form from the Security personnel. 

2.  Receive the clothes to be exchanged from the person bringing in the clothing. 

3.  The clothes are then searched in the Security Area. 

4.  The clothes are then taken back to the locker room, and exchange, with the clothes in 

the locker. 

5.  Only exchange item for item, unless someone is bringing in a coat or jacket. 

6.  When filling out the clothing exchange form, a brief description of the in-coming 

clothes needs to be placed on the form. 

7.  Youth care worker needs to sign and date the form. 

8.  Separate the form:       

 A) white copy--juvenile's file      

 B) pink copy-- juvenile's locker     

 C) canary copy--whomever brings in the clothes 

             

X. -K   Juvenile Releases 

 

When a juvenile is released from our custody the following procedures need to be 

conducted: 

 

1. Juvenile needs to clean his/her room 

2. A room inspection is conducted on the resident’s room and signed by staff & 

resident 

3. All linen is removed from the room and place in laundry 

4. Juvenile is taken into I-80 and changed into his/ her own clothing 

5. The label on locker needs to be taken off and thrown away (relock the empty locker) 

6. Resident is then taken to admissions for personal property 

7. All personal property is given to the resident upon release, if within the property 

release time frame 

8. Resident is then taken to the security area and released to the security officer not 

the parent 
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X. -L   Searches 

 

Room Searches 

Room searches are conducted with one staff member searching the room and the other 

staff member outside the room with the resident (s).  The staff member outside the room 

will be watching the resident(s) who occupy the room being searched.  This is to ensure 

that neither resident discards the item for which the staff may be searching for in the 

room.  The staff member searching the room will start from the left side of the room and 

continue clockwise until they are back where they started.  As staff move clockwise, they 

will also move up and down the walls to cover the entire room.   

 

 

 

Section Three 

 

Staff members will look and feel for contraband that maybe hidden in rooms. Areas of 

concentration but not limited to: 

 

 cubby holes 

 toilet- inside/out 

 cracks/ spaces  

 door frames 

 underneath bed frame 

 mattress 

 mail/ envelopes   

 

Pat Down Searches 

Staff members will conduct pat down searches in cases where residents have been off the 

unit for court, school, outside appointments, and any other specified events.  One staff 

member may conduct this search by having the resident put his/her hands on the wall.  

Staff members will start from the resident’s wrist down to their shoulder on both sides, 

feeling lightly for a foreign object that may be hidden.  The collar line is then search of 

the resident then moving down the spine covering the entire back and then back up the 

resident’s side to his/her arm pit.  The chest area is then searched for foreign objects.   

The waistline is searched next then taking both hands lightly searching the left leg then 

right leg.  Residents remove their shoes with staff searching them inside and out.  Staff 

then pat down the resident’s feet and ankles.  Male staff search male residents and 

female staff search female residents.  When searching females, the bra line is also 

searched.  Female residents are told to pull their bras out while still underneath their shirt 

and shake them.   It is recommended that staff wear gloves when doing pat-down 

searches.  Areas of concentration: 

  

 pockets, liners, tears or openings in clothing 

 cuffs of socks, waistbands, bra straps, insoles of shoes 

 groin area 
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NOTE:  At no time should staff be in the room with the resident(s) alone in any 

situation unless it is an emergency or preventing injury to that individual or another. 

 

Strip Search Criteria and Justification 

In cases of strip searches you must follow the specified guidelines to ensure justification. 

 

Reasonable Suspicion 

 Direct evidence is not required 

 Hearsay may be considered if the source of the information would be credible to any 

reasonable person  

 The juvenile’s behavior, as well as information obtained from the juvenile, may be 

considered in determining reasonable suspicion. 

 Involves the use of all your senses 

 

 

 

 

Section Three 

 

Individualize Reasonable Suspicion 

 Suspicion is focused on the person to be searched 

 The juvenile’s demeanor (this includes physical presentation, body language, i.e., 

does the juvenile try to move away from you or avoid the pat down search, and verbal 

and non-verbal communication) 

 The juvenile’s past record 

 The nature of the current charges against the juvenile 

If two or more juveniles come into the Center at the same time, reasonable suspicion 

to search one of these juveniles does not necessarily mean you have reasonable 

suspicion to search both or all of them. 

 

Other Thoughts to Consider: 

 There must be a specific fact, combined with the reasonable inferences that can be 

drawn from the fact in the light of experience, for reasonable suspicion to exist 

 Remember if is the Center’s burden to show there was reasonable suspicion to justify 

the search.  If you are challenged in court and have no way of demonstrating 

reasonable suspicion existed at the time of the search (through documentation) it 

could be concluded that reasonable suspicion did not exist 

 

Dangerous Contraband 

 Firearms (simulated firearms- starter pistols 

 Ammunition 

 Knives (other than a pocket knife) 

 Explosives (including fireworks) 

 Pornographic Material 

 Drugs/ Pills 

 Drug paraphernalia (papers, pipers, hypodermic needles, etc.) 
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 Prescription Medication (not in original prescription container) 

 Inhalants (Whiteout, spray paint, glue, anything aerosol, etc.) 

 Any item one is prohibited from possessing by law 

 

When describing the circumstance(s), under which you have decided to conduct a strip 

search, you must be able to articulate why something is believed to be contraband and the 

danger it may pose to safety and security of the facility and/or staff and other residents.  It 

must be clearly articulated on the report on the next page. 

 

 

 

 

 

                        

 

 

 

 

 

 

 

Section Three 

 
X. -M   Shift Leader’s List Status Guidelines 

 
Residents of the Allen County Juvenile Center who violate Level “C” rule infractions or become 

habitual offenders may have the Shift leader Status imposed upon them. Level “C” rule 

infractions, according to the resident rules and regulations pamphlet, are major violations which 

disrupts the general operations of the facility.  The protocol for any resident placed upon “Shift 

Leader’s Status” will be as follows: 

 

1. Resident will be locked down 24 hours a day with review by a shift leader every 24 hours.  

Resident will be allowed to letter write with supervision of the shift leader/ administrator 

during this period.  Separated from the population, the resident shall shower once per day by 

himself/herself.  Upon completion of one week; a weekly review will be held by an 

administrator to upgrade the resident’s status, if the resident’s behavior permits. 

 

2. During the second week, the resident shall be up 1 hour only per day isolated from the 

general population.  At this point, the resident will be reinstated his/her visitation privileges 

and books will be allowed back into the room.  On specified days, the resident will be 

allowed time to write letters under the supervision of the shift leader.  Again, the resident 

shall shower once per day while being isolated from the general population.  A 24 hour 

review will still be conducted by a shift leader and an upgrade or downgrade will be given by 

an administrator upon completion of the second week. 

 

3. During the third week, the resident will be allowed in population 2 hours per day.  In 

addition to his/her visitation and books, the resident will have his/her phone privileges 
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reinstated.  Resident shall be allowed to letter write with the general population.  The 

resident shall shower once per day with the general population.  A 24 hour review will be 

done by shift leader and an upgrade or downgrade will be given by an administrator upon the 

completion of the third week. 

 

4. During the fourth week, the resident will be allowed in population 3 hours per day.  The 

resident shall have visitation, books, phone calls, and specified letter writing time during this 

stage.  Resident shall also be allowed to attend regular school session as required.  Again, the 

resident shall shower once per day with the general population.  A 24 hour review will be 

done by shift leader and an upgrade or downgrade will be given by an administrator upon the 

completion of the fourth week.   

 

5. Upon the completion of the fourth week, if the resident has behaved well, the resident will be 

placed back into regular population.  All privileges (off unit activities, etc.) will be 

reinstated. 

 

Note:  All upgrades or downgrades are given according to resident’s behavior.   

 Upgrades = moving the resident to the next level or stage 

 Downgrades = moving the resident back a level/stage or keeping the status the same 
 

 

 

 

 

 

Section Three 
 

X. -N   Transportation  
 

At times, the Juvenile Center finds itself in control of juveniles that need to be 

transported to and from doctor, hospital, and other special appointments for various 

reasons.  In such cases, the Center has staff members on hand that are trained to escort 

these juveniles from the facility.  The following is the protocol for transporting a juvenile 

from the Juvenile Center: 

 

 Vehicle is checked out through the Admissions and a visual inspection done on 

interior and exterior of the vehicle 

 Transportation officers must leave at least twenty minutes prior to all appointments to 

ensure being on time 

  A transportation radio is to be signed out in case of emergencies 

a. radios are located in Admissions (it should be on “Juv. Prob.” 

Channel) 

b. remember the radio number as this will be your assigned number (6 

or 17) while out transporting 

c. you are required to call in your mileage before leaving for an 

appointment, arriving at the appointment, leaving from said 

appointment, and arriving back at the Center from appointments 

d. never say a resident’s name over this radio 
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e. use only resident’s initials to identify the resident over radio 

 

In cases of emergency:  Utilize the radio to call into center to give current 

location, what’s the emergency, and assistance if needed.  The Center shall 

dispatch appropriate assistance. 

    

 All vehicles are brought into the sally port prior to transporting juvenile 

 Mileage is written down prior to leaving as well as called into Admissions  

 Juvenile is told all rules are still in effect as in the facility before you leave  

 Juvenile is placed in handcuffs and shackles 

a. key holes on handcuffs facing towards them 

b. key holes on shackles facing down towards the ground 

 Handcuffs and shackles must not be removed from juvenile outside the facility 

a. you may remove handcuffs if needed but shackles must remain on (vice versa)  

b. try to handcuff hand/ leg to rail or bed if possible if needed to remove restraints 

c. never will both handcuffs and shackles be removed at the same time  

 

note: If special situations require removal of all restraints (i.e. MRI), staff must get 

Administrators approval  

 Transportation officer must remain with juvenile at all times while outside the facility 

a. staff shall remain between any outside door and the juvenile 

b. staff shall remain within a reaching distance of juvenile 

 Public most not have any conversation with juveniles unless its physician, parent or 

legal guardian 

 Parents or legal guardians shall be the only ones attending outside appointments 

a. other relatives are not permitted to attend appointments 

b. at anytime staff shall feel uncomfortable with others showing up to appointments, 

notify Admissions via radio and approval to leave said appointment maybe given 

by supervisor 

 No food or drink is to be given to the juvenile outside the facility unless given to 

them by a physician 

 No use of phones, cell phones, game boys, or any other electronic devices may be 

used by the juvenile   

 If no parent is available, Transportation Officer will sign for all paperwork with 

“ACJC” behind their name 

 Transportation officers must be aware of their surroundings and for safety issues 

 Upon return to the facility, push button on speaker box outside garage to notify 

Central to enter the garage  

Note: juveniles are not to exit vehicle until the garage door is securely shut  
 

Special Note:  Most vehicles are equipped with 2% tinted glass for concealment purposes of 

the juvenile; all rear windows must remain up to ensure confidentiality   
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Section Three 

 

X. -O    Snacks   
Snacks for all units start at 8:30pm.  Staff shall no pass or distribute any food, candy, or 

any other materials without the said consent of the supervisor.  Passing of these items are 

prohibited.  

 

X. -P   Pants Exchange    
Each unit will exchange pants two times a week.  A staff member is to pass out all 

clothing to residents during shower time.    

 

Monday and Thursday- A, W, and F units will exchange.    

Tuesday and Friday- B and L units will exchange. 

Wednesday- I unit (if needed)   

 

X. -Q   Church Services  
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Church programs are not mandatory for residents to attend but are mandatory for the 

staff to send these residents who wish to attend service. Residents, who are on lock down 

for disciplinary reasons, may not attend for safety and security reasons of the facility.  A 

staff member must remain with their unit during these services. 

 

X. -R    The Allen County Juvenile Center Volunteer Schedule 

 

Monday 

 Youth for Christ     6:30 p.m. – 7:30 p.m. (V) 

Alcoholics Anonymous Meeting   6:30 p.m. – 7:30 p.m. (C) 
 

Tuesday 

 Bible Study (Come 2 Go Ministry)   6:30 p.m. – 7:30 p.m. (V) 

 Bible Study (The Chapel)    6:30 p.m. – 7:30 p.m. (C) 
 

Wednesday 

Community Speakers     6:30 p.m. – 7:30 p.m. (V) 

Narcotics Anonymous Meeting   6:30 p.m. – 7:30 p.m. (C)  
 

Thursday 

 Project Impact (every other week)    6:30 p.m. – 7:30 p.m. (V) 

Hair-cuts (Barber Roderick Custard)   6:00 p.m. – 7:00 p.m. (H) 

Carl Kallsen (Trinity Church)    6:30 p.m. – 7:30 p.m. (C) 
 

Friday 

 Alcoholics Anonymous Meeting   6:30 p.m. – 7:30 p.m. (C) 

 New Heights Baptist Church    6:30 p.m. – 7:30 p.m. (V) 
 

Saturday 

 Abundant Life Ministries    6:30 p.m. – 7:30 p.m. (V) 
  

Sunday 

 Church Services (Broadway Christian)  7:45 a.m. – 8:45 a.m. (V) 
 

(V) = Visitation 

(C) = Cafeteria 
(H)= Hallway 

 

Section Three 

 

X. -S   Resident Guidelines 
 

Posture 

  

 Having hands clasped together with fingers interlaced behind their back 

 Feet are together with heel to heel and toe to toe touching 

 Head is down looking at the front tip of their shoes 

 

Dress 
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 Pants up to residents waist with no underwear showing 

 Bottom of the pants should be 3 inches from floor onto the shoe- no bunching of 

pants 

 Pants legs should always have at least one cuff in them (more if needed) 

 Shoes will be tied with laces on outside of the tongue 

 ABSOLUTELY NO SAGGING OF PANTS! 
 

Movement 

 

 Residents will always walk to the right side of the hallway.  

 Residents will walk with their heads up 

 Hands will be clasped with fingers interlaced behind their backs 

 While walking in line, no large open spaces between residents (1 to 2 feet in space) 

 Residents will square all corners and turns 

 Residents will unlock hands while holding onto the rail going up and down stairs 

 No talking of any kind 

 

Stationary Movement 

 

When residents are stopped in the hallway or waiting for a door to be opened the 

following actions will take place:    

 

 Residents will stop and turn having their backs to the wall  

 No leaning on the wall at anytime 

 Hands remain clasped at all times 

 Looking at tips of their shoes 

 Remaining quiet- no talking 

 

 

 

 

 

 

 

 

Section Three 

 

Other Rules 

While in the dining area, the procedures should be as follows: 

 Residents will come through door #D100 and stop in line next to door #XP106 

 Give a count (example: one sir/ma’am, two sir/ma’am, ten sir/ma’am--- ten is your 

final count for B-unit sir/ma’am) 

 Staff will order residents to move to the serving window   

 Resident will remain with their heads down until they get their trays 

 Residents will receive trays from the serving window and say, “Thank you sir or 

ma’am” depending on who serving 



30 

 

 Residents then proceed to get their own napkins and milks 

 Residents will proceeded to their table and place their tray down.  Staff will then hand 

plastic ware out to each resident as residents place their tray down. 

 Residents will remain standing behind their chair at their table in the posture position 

until everyone has been through the line 

 Staff will order residents to be seated and advise residents to have a moment of 

silence for those who want to pray (No residents will be eating during this time).  

Staff will then advise residents to eat after about ten seconds. 

 When meal is completed, residents will leave tray in front of them, clasp hands 

together on their lap, and look down at the table right in front of them.  

 Staff will collect eating utensils at each table with a tray.  Residents will be asked 

to take up their own trays a table at a time when called by staff. 

 Residents will then line up next to door #D101 with their heads down waiting to 

leave.  

 Residents will line up by tables with shortest resident in the front to tallest resident in 

the rear 

 1. to ensure this, the first resident that sat down shall circle around the table with 

other residents following in the same order as they were seated 

 Residents line up in straight line  

 Count will be given as before 

 Staff then say cadence (shoes, pants, etc.)   

 Staff  and residents will leave dining area through door #D101 

 

While leaving a location, lining up we be as follows: 

 Residents will line up shortest to tallest  

 All residents will face forward 

 They will be in the posture position 

 A count will be given (example- one sir/ma’am, two sir/ma’am, three sir/ma’am --

three is your final count for B-unit sir/ma’am)   

Note: As the number and sir/ma’am is given the residents’ heads looks up to speak 

and when finished it goes back down looking at the tips of their shoes. 

 A clothing check will then be done with residents answering in unison 

  

 

Section Three 

 

The order of clothing count should be as follows: 

Example: 

Staff-            “Shoes” 

Residents-    “Tied sir/ma’am” 

Staff-    “Pants” 

Residents-    “Up and cuffed sir/ma’am” 

Staff-    “Shirts” 

Residents-    “Nice and neat sir/ma’am” 

Staff-    “Hands” 

Residents-    “Locked sir/ma’am” 
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Staff-    “Unit” 

Residents-     “A, B, L, I, W or F unit sir/ma’am” 

 

When fighting between residents or with staff occurs, the procedure will be as follows for 

residents: 

 All residents immediately run and face the nearest wall  

 Hands should be placed on wall in a vertical position 

 Heads facing the wall, eyes looking at either the wall or tips of their shoes  

 

Special Points 
 

 Always keep a straight line 

 Never have residents count with backs to the wall 

 Use commands- “Right face”, “Left face”, “About face”(turn around), “Stop”, and 

“Move out” (to walk) 

 Make sure residents grab onto the rail when going up and down the stairs 

 Always line residents up shortest to tallest 

 When you command residents to turn left, right, or about face;  all residents are to 

move in unison (not one at a time) 

 When speaking to the whole group of residents, all residents will answer in unison 

If residents have questions, they will raise their hands to alert staff at all times 

(Note: Residents never speak unless they are spoken too.) 

 All residents are in uniformity; if t-shirts are given, everyone has to have one if so 

choose.  Sleeves are made to have arms in them and residents will keep them there. 

(note: there shall be no additions or deletions to these rules) 
 

 

  

  

 

 

 

 

 

 

 

 

 

 

 

Section Three 

 

 

X.-T  Room Damages  

 

 

A “Room Damage Log Sheet” is now to be used along with the resident’s current 

“Room Checklist Sheet” when checking rooms for damage.  The “Room Damage 
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Log” is to remain in the staff office and updated as damages occur. (note: these sheets 

in the “Room Damage Log” will never be replace)  This is to better help you when 

you check a juvenile in his/her room.  You can use the log to double check and make 

sure that all marks are logged on resident’s “Room Checklist Sheet” when assigning a 

room.  If new damages occur, you log the marks and location exactly as to where the 

damage is on the diagram of the “Room Damage Log” sheet.  Example:   

 

 

 

 

  

 

             2.“I hate           1.“ACJC  

                staff”                      sucks”- ws 

      -ws    

 

 

 

 

 

    Notes: _1. “ACJC sucks” written on the end of the bed- ws__ 

     _2._”I hate staff” upper right hand side of the door- ws 

     ____________________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section Four 

 

XI. Other Staff Procedures 

This section covers other necessary procedures for staff to properly conduct themselves. 
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XI. -A   Staff Appearance 
All members of the Allen County Juvenile Center staff are to dress in appropriate 

clothing anytime they are on duty, in the center or representing the center elsewhere.  

Appropriate clothing while on duty at the center consists of the following:  

 

 uniform shirts or uniform shirts with uniform jackets 

 neat and clean slacks (Khaki in color) 

 gym shoes and boots may be worn but no open toed or heelless shoes shall be 

worn 

 staff shall maintain good personal hygiene  

 

note: It is the responsibility of the employee to keep shirts, jackets, and pants clean. Hats 

are not to be worn while on duty and shoes must be worn at all times.  No hats worn in 

the building past XP101. 

 

XI. -B   Jewelry 

All jewelry worn by staff is prohibited because of the possibility of injuring a juvenile 

during a restraint or loosing said material.  No earrings, necklaces, rings, bracelets, or 

other piercing with jewelry that protrude are to be worn while on duty.  Exceptions are 

watches and wedding bands (no cluster bands).                          

 

XI. -C   Smoking 
The center is a smoke free facility and staff is only to smoke outside in areas designated 

for smoking.  Local ordinance states no smoking within 20 feet from any outside door.                  

 

XI.-D   Telephone Calls 
1. A telephone is located in the Admissions area for the Allen County Juvenile Center 

staff to make necessary personal outgoing calls. Those located in other areas are for 

use only by the individuals assigned to that office area. 

 

2. Long distance calls placed from the Center must be for official Allen County 

Juvenile Center business only.  Personal long distance calls for staff must be collect. 

 

3. Personal calls must be made only during designated break times.  Messages will be 

taken on all incoming personal calls unless deemed as an emergency.  In these 

emergency cases, staff will be relieved from duty to attend to such call.                    

 

XI. -E   KEYS 

Different workstations have keys assigned to that area and must remain there in case of 

emergencies.  

 

Keys are not taken from the building except with the express consent of the 

superintendent.  Some keys are used to open specified doors and must be returned to their 

original area once you have finished using them.    
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Section Four 

 

Only the superintendent authorizes an addition/deletion of any key to any set of keys.  

Broken or defective keys are to be returned to the Director of Security for replacement.   

Under no circumstances are juveniles permitted to have in their possession any keys 

belonging to the Allen County Juvenile Center.                     

 

XI. -F   Hand Held Radios 
Employees have radios that are specifically assigned to each location or unit.  The radios 

must remain in these areas at the end of your shift.  Radios should never be handled by 

their antennas, as this will cause damage to them.  Make sure you are professional at all 

times and keep communication to a minimum.  At no time are the juveniles are to handle 

the Allen County Juvenile Center radios.                     

 

XI. -G   Employee Safety 
All employees are responsible for their own safety and are expected to follow safe 

working procedures.  Employees are expected to take an active part in safety efforts for 

themselves, their co-workers, and court or county property.  In addition, employees are 

expected to observe all safety rules as well as instructions relating to the efficient 

performance of the work. 

 

Employees Must 

 

 Comply with instructions of supervisors 

 Report all accidents and injuries immediately. 

 Detect and report hazardous conditions, practices, and behavior at the work 

site. 

 

XI. -H   Incident Reports 
Incident reports must be written whenever any incident of major significance occurs.  

Such as but not limited to: security violations, incidents involving physical contact 

between staff and residents, contraband, extreme disciplinary problems, or anything else 

involving the well being of the staff or residents, and for a violation resulting in 

recommended room confinement.   

 

Reports should answer the who, what, when, where, how (if known), and why (if known).  

If not, the report will be returned to be rewritten or disapproved. 

 

XI. -I   Breaks 
Each staff is allowed (2) fifteen-minute breaks during an eight-hour shift. 

 

1.  Breaks are not to be taken in one thirty (30) minute session. 

 

2.   Fifteen-minute breaks are not to be broken up into small mini sessions. 

 

3.   Staff will take breaks only during the times designated. 
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Section Four 

 

4.   Third shift youth care workers will be given breaks by a third shift designated 

person or supervisor.                 

              

XI. -J   Writing Materials 
Black ink pens will be the only colored writing utensils used by staff.  Red, blue, pencils, 

etc., are not to be used on any official Allen County Juvenile Center forms; such as log 

books, incident reports, intake packets, etc. 

 

XI. -K   ACJC Equipment 
 

The misuse of any Allen County Juvenile Center equipment may result in immediate 

termination or suspension of your job status.  This is not limited to but includes the use of 

televisions, Integrator, Integrator monitors, computers, etc.  These items, as well as any 

other equipment, is only to be used in its proper manner and only for Allen County 

Juvenile Center purposes.  Misuse of any equipment in your area needs to be reported 

immediately to the shift supervisor or administrator.  Failure to report any misuse in your 

area on your shift will result in disciplinary actions.  The sole purpose of ACJC 

equipment is to serve ACJC and not your personal use. 

 

XI. -L   Code of Conduct 
 

All Allen County Juvenile Center employees are required to follow necessary code of 

conduct outlined in the Allen County Superior Employee Handbook. (see Allen County 

Employee Handbook 1.02)  
 

Other Rules 

 

 Beverage Items: All beverages must remain in your assigned work areas and 

not carried throughout the hallways of the Detention side.  No glass, 

porcelain, steel, or aluminum cans or cups are allowed on the detention side of 

the building.  Only Styrofoam or plastic bottles, cups, mugs, or containers are 

allowed on the Detention side of the building. 

 No food cans or aluminum pull tab food cans are allowed on the detention 

side of the building.  All food items must be placed in an appropriate plastic 

container before entering the Detention side of the building.   
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Section Four 
 

XI. -M   Use of Force Policy 
 

Philosophy  

 
To prevent the possibility of serious injury to staff and juveniles, only the minimal amount of 

force necessary shall be used to control a juvenile or special situation within or outside the 

Center.  The use of force may be used only in instances of self-defense, protection of others, 

protection of property, protection of themselves, the prevention of escapes, and in accordance 

with appropriate statutory authority; using it only as a last resort. 

 

All incidents are properly documented and reported in writing with staff signature, date, time, 

and facts of the incident.  The reports become a part of the resident’s/probationer’s case record 

and the Chief of Probation and/or facility’s Superintendent or their Administrator designee 

reviews such reports.  If needed, the parenting agency may be contacted. 

 

General Policy 

 
The most desirable method for Probation Officers to make an apprehension or detention staff to 

resolve a situation is where the juvenile complies with the simple directions given by these 

employees.  When these employees are confronted with a situation where control is required to 

affect an apprehension, removal of a resistant resident, or to protect the public safety; employees 

should attempt to achieve control through advice, warnings, and persuasion.  Where such verbal 

persuasion has not been effective, not feasible, or would appear to be ineffective, an employee 

may use force that is reasonably necessary. 

 

This may require at times an employee must exercise control of a violent assault, or resistant 

individual to make an apprehension, or protect the employee, other employees, or members of 

the general public from risk of imminent danger or harm.  In such situations, employees should 

use only an amount of force that is reasonably necessary to effectively bring the incident under 

control, while protecting the lives of employees and others. 

 

Procedures 

 
When physical force is used, it must be used to the extent that it will bring the immediate 

problem under control.  The physical force must not be excessive or continue once the problem 

has been resolved.  The use of force shall be documented in an incident report submitting it to 

the immediate supervisor then forwarded to the Administration Department.  If Administration is 
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not present within the building, then the on-call Administrator will be notified immediately after 

said incident.  All reports are reviewed by the Chief of Probation and/or Superintendent or their 

designated Administrator and if needed; the reports are forwarded to a parenting agency. 

 

Section Four 

 

When mechanical restraints are used, it shall only be applied as a last resort and then not to any 

greater extent or for more time than is absolutely necessary.  If a crisis situation demands the 

immediate use of mechanical restraints, they may be used before seeking authorization.  The 

immediate supervisor, along with administration, must be notified immediately afterwards.  The 

incident report must clearly justify the demand for the use of restraints. 

 

 

 

The procedure is as follows: 

1. Try to defuse situation with dialect 

2. Notification of supervisor 

3. If needed, use of force (follow force continuum) 

4. Report written and turned in to supervisor 

5. Supervisor reviews and forwards to Administration 

6. Chief of Probation and/or Superintendent or designated administrator  

      reviews   

7. Administrative Review Form is completed and attached to incident report 

8. If needed, the parenting agency contacted 

9. Report made part of the resident’s case file 

 

Note: 

When transporting juveniles to and from building, it is not necessary to report the use of 

mechanical restraints as it is a necessity for the safety and security of the public at large and the 

juvenile which maybe within the probation officer’s/detention staff’s custody. 

 

Training  
 

The Director of Training, as the designee, will coordinate and review all use of force policy and 

training to ensure quality, consistency, and compliance with applicable law.  The Director of 

Training shall: 

 

A. Ensure the quality of all use of force training 

B. Develop and implement use of for training curricula 

C. Select and train ACJC trainers 

D. Develop, implement, approve and oversee all in-service training with 

approval of the Chief of Probation or Superintendent 

E. Establish procedures for evaluating all training curriculum and procedures 

F. Conduct regular needs assessments to ensure that use of force training is 

responsive to the knowledge, skills, and abilities of the officers/staff being 

trained 
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Section Four 

 

Employees are trained in “Handled with Care Behavior Management System” which is dedicated 

to the reduction of violence through 

 

1. Tension reduction 

2. Staff use of preventative actions that result in a decrease in the need for the use of 

physical force 

3. The prompt, skillful, appropriate intervention when physical force is necessary in 

order to minimize injuries to staff and youth 

4. Creating a general perception of psychological and physical safety in the environment 

 

Employees are also trained in “Shuri Ru” advanced techniques which are set aside for highly 

volatile individuals who present imminent danger to the employee. 

 

Things to Think About 

 
Resident/Probationer Factors 

1. What is the nature of the violation? 

2. What is their size, age, and weight? 

3. What is their apparent physical ability and yours? 

4. Is the resident/probationer submitting peacefully or resisting? 

5. Is the resident/probationer armed with a object or weapon? 

6. Does the resident/probationer have a history of showing a pattern of violence? 

 

Staff/Probation Officers 

1. Remember every situation is unique 

2. Project a clear strong ethical presence 

3. Check you assumptions-don’t assume anything 

4. Employ the equality principle-treat everyone alike 

5.   Remember the “Golden Rule”-treat others as you would in a likewise situation 
6.   Be professional 

 
 

Firearms Training 
 

Probation Officers who carry firearms must be trained in a 40 hour training class with a 

designated Police/Sheriff department training course.  This training shall be authorized and set 

up by the Chief of Probation or their designee.  Each officer must acquire his/her own handgun 
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carrying permit prior to being allowed to train, issued, or carrying a departmental firearm.  Each 

Probation Officer must qualify with their departmental firearm quarterly or at the designated 

time set aside by the outside Police/Sheriff agency.  A decree from the sitting Judge must state 

that you are required to carry a departmental weapon in the commission of your duties before 

you are permitted to carry that firearm. 

 
 

 

 

 

 

 

Section Four 

 

Non-Deadly Force 

 
Employees are authorized to use agency-approved non-deadly force techniques and agency-

issued equipment where reasonable and necessary to resolve incidents:  to protect themselves or 

another from physical harm; to restrain or subdue a resistant individual; or to bring an unlawful 

situation safely and effectively under control.  Where non-deadly force is authorized, employees 

shall assess the incident to determine which non-deadly technique or equipment will best de-

escalate the incident and bring it under control in a safe manner. 

 

Deadly Force 

 
Probation Officers are authorized to use deadly force only when it is reasonable and necessary to 

protect the officer or officers from an imminent danger of death or serious physical injury to the 

officer or officers.  If, non-deadly force reasonably appears to be sufficient to accomplish an 

apprehension or otherwise accomplish the purpose; deadly force is not necessary. 

 

Chemical Agent 

 
Probation Officers/ or trained Detention staff may deploy chemical agent only in those cases in 

which such force is necessary to protect the officer/staff or another person from physical harm, 

or is necessary to affect the apprehension of an actively resisting probationer.  In such cases, a 

verbal warning to the subject that a chemical spray will be used must be issued prior to use and 

that, where feasible, the officer/staff will defer using the chemical spray giving reasonable time 

to allow the probationer/resident to comply with the warning.  In doing so, the officers/staff are 

required to aim chemical spray at the probationer’s/resident’s face and upper torso while making 

a small “X” shape. 

 

Continuum of Force 

 
When the use of force is reasonable and necessary, employees should, to the extent possible, use 

an escalating scale of options and not employ more forceful means unless it is determined that a 
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lower level of force would not be, or had not been, adequate.  Each situation is unique and differs 

from the others. 

 

Good judgment and the circumstances of each situation will dictate the level on the continuum of 

force at which an employee will start.  Depending on the circumstances, employees may find it 

necessary to escalate or de-escalate the use of force by progressing up or down the force 

continuum.  It is not the intent of this policy to require the employee to try each of the options 

before moving to the next, as long as the level of force used is reasonable under the 

circumstances. 
 

 

 
 

 

 

 

Section Four 

 

Force Continuum 

 Presence 

 Non-defensive stance 

 Solid Object 
 

Conversation and Dialogue 

 Supportive 

 Listen 

 Persuasion 

 Advise/Advice 
 

Limit Setting 

 Giving boundaries 

 Warnings (clear, consistent, enforceable) 

 Ask, Tell, Tell 
 

Open Hand Control 

 PRT 

 One or two man escort position 

 One or two man take-down 

Shuri Ru 

 Advance Techniques 
Hapkido 

 Advance Techniques (Probation/ Security only) 
 

Mechanical Restraints 
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 Handcuffs 

 Shield 

 Restraint Chair 
 

**(Probation Staff Only Below this Point)** 

Weapon of Impact 

 Verbal Warning 

 CS/OC Spray 

Firearms 

 Verbal Warning 

 Hand on Firearm 

 Draw Firearm 

 Point Firearm 

 Shoot Firearm 

 

 

 

Section Four 

 

Special Note: 

In reference to the “Force Continuum”, all employees must be trained in a previous 

technique before they can proceed to the next step of the force continuum process.  

Each staff member shall recertify each additional year to maintain accurate 

technique and updated information/or safety precautions.   

 

Benefits 

A. Fewer formal/informal complaints 

B. Fewer investigations 

C. Fewer disciplinary actions 

D. Greater employee efficiency and effectiveness 

E. Better public image of our agency overall 

F. Reduction of tension outside or within the facility 
 

XI. – N   Radio Codes 

 

 Codes 

# 10 Fight 

# 20 Assistance Call 

# 30 Medical Emergency 

# 40 Resident Refusing to Obey 

  Command 
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# 50 Situation Resolved 

# 60 Fire 

# 70 Resident with a Weapon 

# 90  Escape 

 

Signals 

# 104  Radio Check 

# 105  Are You Ok? 

  # 106  I’m Ok 

# 107  Meet 

# 108  Urgent 

# 120  Your location 

 

TX:  Phone Call 

Clear:  End of Transmission  

 
 

Section Five 

 
XII.  Admissions  

 

 XII- A.  Accepting the Shift 

 

1. Dialog with previous shift (logbook, intakes, probation staff out in field, etc. 

2. Check to make sure you have all equipment (keys, handcuffs, etc.). 

3. Count boards (check quest to cross-reference)  

 

XII- B.  Radio Communication with Probation Staff 

 

In recent events, there has been a need to change our procedures in communicating with 

Probation Officers while they are completing their rounds.  Information called across the 

radio should be repeated so information can be logged correctly.  These changes shall 

take effect immediately:   

 

1. When Probation Officers call into Admissions over the radio and say for example, 

“27 to base”, your reply should be, “Go ahead 27”. 

 

2. Probation Officers will then give a street address for example, “4507 McMillen 

Park Drive”.  Your reply should be, “4507 McMillen Park Drive”.   

Note:  If you are unsure of how to spell the address, please ask the Probation Officer 

while they are calling the address into you.  Make sure you repeat the entire spelling 

back to that officer to ensure accurate information. 

 

3. You should continue your five minute checks with that Probation Officer unless 

otherwise advised by that officer. 
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4. When the Probation Officer calls back into the center stating, “27 to base show 

me clear”, your response should be, “Copy – 27 clear”. 

 

Admissions Job Duties: 

 

Beginning of Shift: 

 
1. Obtain overlap from previous shift to update yourself on any pertinent information 

that you might need. 

2. Check to make sure you have all equipment (keys, handcuffs, etc.). 

3. Log into the Quest computer: 

-Read any messages. 

-Log-in for shift in log book. 

-Pull up the counts for each unit and match the Quest number to the unit board 

count. 

4.   Log into the “Spillman” computer. 

 

 

 

 

 

Section Five 

 

Throughout Shift: 

 
 Surveillance Radio: 

 

1. Monitor the surveillance radio for our probation department. This would 

mainly be the DAP/EM officers. 

 

2. These officers will perform home checks and conduct transports of probation 

juveniles to and from ACJC, as well as to YSC. 

 

3. Admissions staff are to record the addresses, times, and mileages that may be 

called in by the probation officers. 

 

4. Juveniles who leave messages when probation officers are not in building; such 

messages shall be documented on the round sheet. 

 

5. Make sure that DAP/EM lists are updated every other day. 

 -these can be found under Detention Lists in Quest. 

 -write the date on the top so you know when the list was printed    
 

***4-5 minute checks are required to be given to these officers while they are 

conducting a home visit. THIS IS YOUR TOP PRIORITY!!!!  
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 Telephones: 

 
-Telephones in admissions are the main phone lines coming into the facility. Calls 

are to be answered throughout the day. Accurate information is to be provided as 

well as transferring calls to numerous locations. 

 

 
-If the call is for any staff: 

 -take a message, unless it’s an emergency 

 -transfer call to the secretary for administration, judges, or probation 

officers 

  

Aid: 
 -Aid I-unit with intake processes, setting watch tours, opening doors, etc. (when 

needed) 

 

 

 

 
 

 

 

 

 

Section Five 

 

End of Shift: 
  
If able, finish up the work you are doing, otherwise be prepared to pass on what needs to be 

finished in the overlap for the next shift. Make sure any “shift specific tasks” are completed. 

Tidy up work area. Give sufficient overlap to staff that are coming on for the next shift.  

 

Shift Specific Duties: 
 

 First Shift:   
  -Responsible for making sure supplies, paper, etc. are stocked. 

  -Responsible for managing and releasing juveniles’ property. 

   1. Proper storage and clearing out old property. 

   2. Release of property to juvenile or parent/guardian only. 

   3. Released Monday-Friday, 9am-2:00pm. 
 

 Second Shift: 
  -Responsible for updating the Day Sheet/Special Visit Board. 



45 

 

   1. Update date. 

   2. Update releases for the day. 

   3. Update Special Visits. 

  -Responsible for making copies of the Visitation Lists. 

1. Parents names are to be looked up for active warrants in Spillman. If 

any warrant is found, a copy of the warrant and the parent’s picture are 

to be added to the visitation list for security. 

2. Visitation Lists are to be compiled on Saturday evenings. 

3. Make three (3) packets of all the units visit times. 

    (Shiftleader, Security, Central Control) 

4. Make a packet of each unit’s visitation lists. 

 

 Third Shift: 
  -Responsible for getting paperwork ready for the next day 

   (Ex: detention lists, hearing lists, school lists, etc.) 

-Responsible for typing up any disciplinary reports that were filed that day 

-Responsible for combining all dead files and storing them in the present files 

box.  
-Responsible for Month End Unit Lists. 

1. On the last day of each month, create new unit board sheets for each 

unit with current names of each juvenile held in our custody. 

 

 

 

 

 
 

 

 

Section Five 

 

Intakes: 

 

Paper work needed for full and half packets from officer(s):  

 (Out of County Holds and Parole Holds see procedure below) 

 
1. Juvenile Detention Form 

2. Miscellaneous (simple statement of what happened) 

-Theft Report can serve as a misc. report for a criminal conversion (shoplifting) 

charge.  

 -must have price of item(s) and a total price of item(s) stolen. 

      3.   Probable Cause Affidavit 

  -Friday, Saturday, and Sunday. 

  -Any day followed by a court closing. 

  -Any felony charges, regardless of the day 
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  -For all charges, including Leaving Home 

   ***with the exception of a warrant. 

        -For all direct waiver offenses if the child is 16 or 17 years of age. 
  - All Felony Cases 

 

Half Packet (ex: Leaving Home): 

 
1. Place the juvenile’s name and information on the unit board and hearing board. 

2. Fill out a Property Sheet. 

3. Fill out a Property Bag, if necessary. 

4. Inform specialists that paperwork is ready. 

5. Collect appropriate paper work from officer(s) as stated above: 

* make three (3) copies:  

 -1 packet of Originals, if any, go to DAP. 

 -1 packet of copies to DAP (for YSC). 

 -1 packet of copies for Central. 

   6.   Update information in Spillman and take a new picture. 

-print three (3) copies of the picture; placing one in each of the packets as stated 

above.  

   7.   Log intake into Quest log book. 

   8.   Update information in Quest. 

   9.   Telephone parent and Parole Officer, if any, and notify of court information. 

  -log contact on Hearing Board, Quest’s Contacts, and Quest’s Log book. 

  -if the parent doesn’t speak English let DAP know so they can get an interpreter  

 10.   If there are any medical issues, contact nurse or shift leader.  

  -log any issues and the correct date in the notes section of Quest’s Person  

  Detail page. 

 

***Note: Any child under 12 years of age will automatically become a half packet 

and be transported to YSC, unless otherwise stated by Probation and/or the Judge. 

 
 

 

Section Five 

 

Full Packet: 
 

1. Place the juvenile’s name and information on the unit board and hearing board. 

2. Get out a File Packet and an empty file: 

-give the juvenile the DDOE, Rules Handbook, and HIV handouts. 

-fill out top portion of property sheet, with file number at top (use Spillman 

number if there is no file number). 

-label a property bag if needed. 

-label the tab of both files with the juveniles name, file number (if they have one), 

and any other information (NRM, etc. in red ink)  

   3.    Inform Specialists that the paperwork is ready. 
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4.    Collect appropriate paper work from officer(s) as stated above: 

-make two (2) copies:  

 -1 packet of Originals, if any, for DAP. 

 -1 packet of copies for Central, to be placed in empty file. 

   6.   Update information in Spillman and take a new picture. 

-print three (3) copies of the picture placing one in each of the packets as stated 

above, as well as the medical file. 

   7.   Log intake into Quest log book. 

   8.   Update information in Quest. 

   9.   Telephone parent and Parole Officer, if any, and notify of court information. 

  -log contact on Hearing Board, Quest’s Contacts, and Quest’s Log book. 

  -if the parent doesn’t speak English let DAP know so they can get an interpreter 

 10.   If there are any medical issues, contact nurse or shift leader.  

  -log any issues and the correct date in the notes section of Quest’s Person  

  Detail page. 

****Out of State Runaways should be treated as a full packet*****-enter this in as a JM not a JS 

and the referral agency is Interstate Compact 

 

Out of County Holds:  
Bed availability should be confirmed by an on-call administrator prior to the juvenile being 

detained at this facility. During this confirmation process, if the county already has their bed 

filled, approval must be obtained by an administrator. 

 

    1.  Confirmation Process: 
 a. make sure that the county requesting the hold has an open bed. 

 b. if bed is filled, get approval from an administrator if there are other open beds. 

 c. get juvenile’s name, sex, age, charge 

 ***make sure that the offense is an offense that they can be held on 

 d. find out when the juvenile’s arrival and their expected court date 

 

    

 

 

 
 

 

 

Section Five 

  

2.  Intake Process: 
 -follow guidelines for a full packet. 

 

**Exceptions: 

  A. collected paperwork will be: 

   1. medical consent form 

   2. out of county fact sheet 
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  B. NO personal property is accepted. 

  C. the charge on the property sheet and unit boards should be listed as: 

   Ex: LaGrange Co. / Burglary 

  D. the incident in Quest should be listed as: 

   Custody~ under the incident type 

   Referring County~ under the referring agency 

  E. the facility stay in Quest should be listed as: 

   Out of County Hold~ under the classification type 

    1. under reasons: 

     Hold for another agency~ under reason 

     Referring County~ under referring agency 

  F. the entry on the unit board should be underlined in red. 

 

Minor Consumption/ Possession of Alcohol: 
1. Give juvenile an Alco sensor Test upon entering admissions. 

-if the count is 0.150 or higher, the juvenile is immediately sent to the ER. 

-if count is under 0.150, start the juvenile on Alco sensor Test Form. An Alco 

sensor test must be conducted every half (1/2) hour for three (3) tests to make sure 

that the positive count is coming down. Fill out Alco sensor Form, updating each 

test. 

    2.    Do the intake as a Half Packet. 

  ***Do not put in a facility stay. 

3.    Probation will determine if the juvenile will go home to parents, or to YSC. 

 

Continuity Sheet  -used when you confiscate anything from a resident upon intake. 
(EX: weapons, tools, drugs, drug paraphernalia, pornographic material, etc.) 

 

1. Label a property bag with residents name and date, and place confiscated items inside. 

2. Fill out a Continuity Sheet. Make sure all persons that handle the items, signs the sheet. 

3. Fill out a Disciplinary Report; giving those at court an understanding of what took place 

and how the items were found. 

4. Make copies of both 

-one (1) copy is either placed within the property bag or stapled to it. 

-one (1) copy is given to Central for the juvenile’s file. 

    5.    Seal the bag and turn it over to probation to be added to court paperwork.  

    6. If the confiscated item(s) are things such as a gun, drugs, etc., inform a shiftleader 

 

 

 

 

 

 

Section Five 

 

Urine Sample Sheet- used when a juvenile cannot provide a sample upon intake. 
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1. juvenile has up to 3 attempts/ 1 hour to provide a sample before sheet is marked as a refusal 

and signed. 

 

Alco sensor Test Form- filled out when a child blows anything over .000. 
1. juvenile is given a breath sample every half hour for three attempts to make 

sure that the percentage is coming down. 

2. if level continues to rise, juvenile might need to be transported to an ER. 

Inform a shiftleader. 

 

Releases: 

 

Full Release: 

 
    1.   A Full Release form must be filled out. 

    2.   Juvenile needs to be taken off of the unit board. 

 -if the child has not gone to court yet, they need to be written out in RED ink 

  (Ex: going to YSC, Pre-DAP to parent(s)) 

 -also, there location on the Hearing Board must be labeled in RED ink. 

    3.   Make a log in the Quest Log Book stating: 

 -juvenile’s name. 

 -to whom the juvenile was released. 

 -whomever did the transport, if any. 

    4.   Update the Facility Stay in Quest if: 

 -the child is released to parent/guardian 

  *if the child is released to parent, but is on Cerfew Checks: 

   -Cerfew Checks~ under Privilege Level. 

    5.   Add juvenile’s name to the released section of the Day Sheet. 

    6.   Dead files are to be placed into the release tray. 

 

Temp-Release: 

 **This is usually to out of county court, appointments, or ER. 

 

    1.   A Temp-Release form must be filled out. 

    2.   Write TR in pencil on the unit board next to the child’s name. 

    3.   Update the Facility Stay in Quest by changing the juvenile’s location: 

 -time and Temporary Release~ under the location. 

    4.   Make a log in the Quest Log Books stating: 

 -the juvenile’s name and that they are a temporary release. 

 -where the juvenile is being transported to. 

 -whoever is doing the transportation. 
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Section Five 

 

 Return to the building: 

 1.  Update the Facility Stay in Quest by changing the juvenile’s location: 

  -time and unit~ under the location. 

 2.  Make a log in the Quest Log Books stating: 

 -juvenile’s name and that the are back in the building on their specific 

unit 

 3.  Erase the TR in pencil on the unit board next to the child’s name. 

 4.  Put time back in on Temp-Release form 

 -place completed form in the central tray to be filed with the 

juvenile’s file 

 

  Out of County released from court: 

 

 1.  On the bottom of the Temp-Release Form write: 

   juvenile released from court 

   time notified of the release 

   your name 

   date   

 2.  Proceed with the rest of the Full release process. 

       3.  Inform the juvenile’s unit that they have been released from court. 

 

Other Duties: 
 

Contacting Parents/Guardians: 

 Any juvenile that is detained at the facility pending the next court date, must 

have their parent(s)/guardian notified. 

  -inform of charge 

  -court date and time 

  -location and directions 

  -must supply: 

   Juvenile’s SSN and birth certificate 

   Parent(s)/guardian ID and proof of household income 

    (2 most recent pays stubs or last W2) 

 Log your contact in: 

  Quest Log Book 

  Person Detail page>Supervision>Contacts 

  Initial and Time on Hearing Board 
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Section Five 

 

Scheduling Visitation: 

-Signing up for visitation can be done Monday morning thru 24 hours in 

advance on Saturday. Any time the rest of the day on Saturday or Sunday is 

not allowed. 

-Visitation is for parent(s)/guardians, any one else must be 21 years of age 

and they have to be approved on a Special Visitation Form prior to them 

visiting (this takes 2-3 business days). 

-The juvenile is eligible for visitation after they have completed the DDOE 

program. 

  

 Setting Visitation: 

1. Check resident list to verify what unit the child is on. 

2. Check ALL visitation times to verify there is only ONE time scheduled. 

3. List all visitors on separate lines with correct name spellings. 

4. Repeat time and visitor names to the caller and remind them to bring a 

photo ID. 

  ** If there is a Special Visit already set, verify with the Day Sheet board. 

 

-When a Special Visitation sheet is brought to the front office, you are to 

phone whom ever it was initiating the request and let them know the status 

of their special visit. This special visit will then be placed on the Day Sheet. 

 

Visitors and Volunteers: 

Upon arrival, the individual(s) must show ID and/or Certification, sign in, 

and pick up a visitor badge 

-if the visitor calls ahead of time, the call should be transferred to the 

Director of Security to set up the visit. 

-all visitors here to see a single resident, such as clergy, must sign a 

Confidentiality Sheet (a one time thing). 

  

Medication and Required Property: 

Occasionally, you will have to accept medication or other required property, 

such as glasses, contacts, etc.   
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Medication must have a current prescription label with juvenile’s correct 

name. Any other medication that is not a prescription like soap, shampoo, 

lotion, etc., must have a doctor’s note attached. 
 

 

 

 

 

 

 

Section Five 

 

  -fill out the receipt book and give white copy to parent. 

  -turn meds over to the nurse.  

  -if the nurse is not in, drop the meds into the front office med safe. 

  -make an entry in Quest’s Log Book. 

 

Handcuff Checklist: 

Handcuffs should be checked every half hour and marked off on the 

Checklist. 

 

 **If any are missing call Dispatch of the corresponding agency who were 

here and ask if the officer that was here has an extra set of handcuffs. 
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Section Five 
 

ADDING A NEW CASE: 
 

 

From the MENU, Case, Add Case: 

 

 

 

 

 

 

 

 

 

From the PERSON detail 

screen:  Click on Add. 

 

 

 

 

 

 

 

 

 

 

Case type: 

Add 
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o (JC) Juvenile Chins – case where a child is alleged to be a child in need of 

services. 

o (JD) Juvenile Delinquency – Cases where a child is alleged to be delinquent. 

o (JM) Juvenile Miscellaneous – This is for cases that will be handled 

administratively, such as Curfew Violators, Truancy, etc.  Also Traffic and 

Misdemeanor cases are assigned JM cause numbers. 

o (JP) Juvenile Paternity – Paternity actions filed by any party, including the 

prosecutor. 

o (JS) Juvenile Status – Cases where a child is charged with committing an act 

that would not be a crime if committed by an adult, such as Leaving Home, 

Minor Consuming, etc. 

o (JT) Termination of Parental Rights -  Cases where a petition to terminate the 

relationship between the child and the parent has been filed. 

o (DR) Domestic Relations – Petitions for dissolution of marriage, legal 

separation, and petitions to establish child support. 

 

 

Section Five 

 

o (RS) Reciprocal Support – Establishment, Enforcement, or Modification of 

child support or Establishment of Paternity when one of the parties lives outside 

of Allen County.  Pursuant to the Uniform Child Custody Jurisdiction Act. 

 Sealed:  A case gets sealed by a Court Order, so when we are adding a case, 

this would ALWAYS be No. 

 Expunged:  A case gets expunged by a Court Order, so when we are adding a 

case, this would ALWAYS be No. 

 Assigned/Home Court:  Since there may be multiple courts using Quest, this 

gives the ability to assign a specific court.  For example, in Allen County both 

Circuit and Superior Court file JP cases in Quest. 

 Name:  If you ADD from the Person Detail, the name will be shown here.  If 

you add from the yellow menu, you will have to click on GET NAME and do a 

name search for the person. 

 Role:  The Role of the party in this case.  For Delinquency cases (JD, JS, JM) 

the child is the only party to the case and their role is DEFENDANT.  In Family 

cases (DR, JP, RS) we have Petitioner, Respondent, and Child.  In CHINS cases 

(JC, JT) we have a Child and Respondents. 
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 Referring Agency:  The agency that arrested or referred the child or the agency 

that filed the Petition to open a case.  If the Petition was filed Pro Se (by the 

party without an attorney), the referring agency should be the Court. 

 Start Date:   

o This date should be the date of arrest or the filing of the Petition. 

o For Paper Referrals, it should be TODAY’S date. 

o This is the date that is used when the system assigns a cause number. 

 

The system automatically assigns a cause number based on the choices made above.  For 

example, if the case type is a Juvenile Status and the start date is 10/5/03, the cause 

number assigned will be 02D07-0310-JS-xxx, whatever the next number in sequence is 

for JS cases. 

 

Cause numbers CAN NOT be wasted.  If you accidentally created a cause number you 

don’t want, you must call the Systems Administrator so that number can be assigned 

appropriately. 

 

Click on Update or press Alt U to save your changes. 

 

Section Five 

 

 

 

TO ADD A CONTACT NUMBER:  

 

You can add all contact information where this person can be reached.   This includes 

cell, home, work, fax, e-mails, etc.   Click on ADD. 
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You will notice that you can add a phone number for everyone who this person “lives 

with”.  If you are adding a number that does not apply to everyone in the household, you 

will need to unclick their name. 

 

 Number type: 

 Select the type of number your are listing (fax, home, work, cell) 

 

Section Five 

 Number: 

 type the phone number number or e-mail address. ALWAYS USE AREA 

CODE 

 Click on the update button or press ALT U to save your changes. 

 Click on ADD to add another contact number. 

 

 

 

 

 

If you have multiple home phone numbers, list them all on the same line. 
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TO EDIT A CONTACT NUMBER:  

 

To change the contact or phone number, click on the name. 

 

 

 

 

Make whatever changes are necessary.  Remember, that you are making these changes to 

everyone in the household unless you unclick their name. 

 

ADDING VISITORS 

 

This area allows you to add and view those relatives or other people authorized to visit a 

child while in detention. 

 

From the 

YELLOW 

MENU, 

DETENTION, 

Visitors: 

 

 

 

 

 

 

Section Five 

 

TO ADD A NEW VISITOR: 

 

 Click on Get Visitor 

Name. 

 

 This will take you to the 

NAME SEARCH 

screen.  If the person 

wanting to visit is not in 

Add 

Add 
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the system you must add them.  See Adding a Name 

 

 Visitor type:  Select the appropriate type of person.  Clergy, School, Counselor, 

Probation Officer, etc. 

 

 Authorized to visit:  this will default to yes.  If at some point they are no 

longer authorized, you can click no. 

 

 Notes:  If there is something you want everyone to know about this visitor, type 

it in the notes here.  It will display on the other screens. 

 

 Click on UDPATE to save your changes. 
 

 

 

Return to DETENTION menu     Return to TRAINING 

MANUAL menu 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section Five 

 

ADDING A NEW CASE/ SCANNING DOCUMENT: 

 

 

From the PERSON 

DETAIL SCEEN, on 

the CASES bar, click 

Add Case: 

Add 

../../mlmuaa/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/adding.pdf
../../mlmuaa/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/TM%20HTM/DETENTION.htm
../../mlmuaa/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/index.html
../../mlmuaa/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/index.html
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 Case type: 

o (JD) Juvenile Delinquency – Cases where a child has criminal charges. 

o (JS) Juvenile Status – Cases where a child is charged with committing 

an act that would not be a crime if committed by an adult, such as 

Leaving Home, Minor Consuming, etc. 

o (JM) Juvenile Miscellaneous –Cases that are Miscellaneous, such as 

failure to appear warrants,  

o (CU) Custody Only – Where the child will not be appearing in front of 

our Judges, such as Parole Warrants, Out of County Holds. 

 

 Sealed:  ALWAYS  No. 

 Expunged:  ALWAYS  No. 

 Assigned/home Court:  Always Superior 

 Name:  If you ADD from the Person Detail, the name will be shown here. 

 Role:  DEFENDANT.   

 Referring Agency: 

o The agency that arrested or referred the child.  Same as the incident 

referring agency. 

Section Five 

 Start Date:  Today’s Date. 

 Case Caption:  left empty 
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Click on Update or press Alt U to save your changes. 

 

ADDING A SCANNED DOCUMENT: 

 

Scan the police report or the paperwork for the reason we are holding the child. 

 

1. Insert document to be scanned face down with the top feeding into the scanner. 

2. Press the SCAN button. 

 

Once inside the CASE DETAIL screen, scroll to the bottom of the page, and click 

ADD DOCUMENT. 

 

 

 

List templates 

containing:  Type in the 

word scan, hit the tab 

button.   

 

Scanned Incident Report 

will automatically 

appear.  Put a 

description of the 

scanned document 

AFTER the word Report, for example,  

 

 the police report 

number  08F108127 

for arrests 

 

 

 

 Out of County 

Admission Form 

 

 

 Parole Warrant 

 

Section Five 
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Make sure the only case that is selected is the top case.   

 

 

Click Update to move into the document. 

 

 Click on Browse. 

 Select the document to be added from Scanned Images (it should be the 

only document in the list).         

 Click Open. 

 Click Update. 

 Click Finish. 

 Open the Scanned Documents folder on the Desktop. 

 Click on the document that was just entered into Quest. 

 Hold Shift + Delete keys to delete the document from the folder. 
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Section Five 

 

Emergencies: 
 

Escape:  

1. Inform Central Control and Administration. 

2. Notify, if prompted, FWPD and ACPD 

-give a description of the individual(s). 

Back-up Calls: 

1. Everyone responds unless you are in admissions alone. 

2. If back-up is needed on I-unit 

-make the call clearly heard  

-advise which side of the unit that back-up is needed  

Fire: 

1. Admissions staff must stay in admissions, unless told otherwise. 

2. Aid Central Control with directing staff, unit counts, etc. 

 

Weather: 

1. Pay attention to the weather radio and the regular radio. 

2. Inform Central and DAP officers if any bad weather is in the area. 

Bomb: 

1. Ask as many questions as possible (refer to handout) 

-Where is the bomb? What does it look like? Etc. 

-Old, young, male, female, any background noises, etc. 

 2.  Have someone call Central and Shiftleader. 
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Section Five 

 

Central Control/ Admissions 

 

Every quarter, there is a fire drill with the Fort Wayne Fire Department to be in 

compliance with State Regulations.  The procedure for a quarterly fire drill, you 

must follow these steps: 

 

1. Call Fort Wayne Dispatch at 260-399-6308 stating, “We will be having a 

fire drill in five minutes” 

2. Call 911 stating, “We have an alarm going off” – (give your name, 

location, etc.) 

3. When completed, call Dispatch again stating,  “Our fire drill has ended” 

– they should give you a reference number 

 

The Training Director will let you know prior if we are following these guidelines 

otherwise on a normal drill we will follow these procedures: 

 

1. Call over the radio stating twice to all staff, “We are having a fire drill” 

2. Staff will call back to Central giving population, location of residents on 

& off unit, and staff count 

3. You will double check unit count with the count unit has given 

4. Once all counts are in and correct then clear everyone over the radio 

5. Call 260-422-0123 to get the outside temperature 

6. Log in Central Control all counts such as: 

 

A- 23 on unit, 2 at school, 1 with counselor = 26 + 3 staff 

B- 25 on unit, 5 at school = 30 + 4 staff 

F- 26 on unit = 26 + 2 staff 

L- 10 on unit, 3 in court = 13 + 2 staff 

I- 10 on unit, 6 in court = 16 + 3 staff 

W- 5 on unit, 5 in court = 10 + 1 staff 

Total = 121 residents + 15 staff = 136 

Time started = 10:00 a.m. 

Time ended = 10:04 a.m. 

Temperature = 71’F 

Note: this same entry will be used even on quarterly fire drills 



64 

 

 

 

 

 

 

 

 

Section Six 

 

Emergency Plans 

 

In case of an emergency it is important that each member of our staff know their 

responsibility. 

 

 STAY CALM 

 DON’T PANIC 

 KNOW WHAT TO DO 

 KEEP CENTRAL CONTROL INFORMED 

 

 

FIRE 
 

In case of smoke or fire the fire alarms will automatically sound.  This alerts all 

persons within the building of a possible emergency. 

 

1. Assist in lining up general population if applicable, however, do not 

evacuate the building unless ordered to do so by a Shift Leader or 

Administrator. 

2. If evacuation is necessary, assist in evacuating the building via posted 

routes. 

3. Keep Central Control notified of any problems you observe. 

 

 

TORNADO 

 

In the event of a tornado, Central Control will instruct you to take shelter. The 

building should be under a “lock-down” status and all residents shall be confined 

to their cells.  Youth Care Staff shall take shelter within the staff office and/or 

closet areas away from the windows.  
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Section Six 

 

Evacuation Plan 

 

Authorization must be approved by Administration or Shiftleader.  Central Control 

will contact the Allen County Jail and Youth Services Center to assist with 

transport duties of the Allen County Juvenile Center’s population. 

 

Central Control will radio to all units to prepare for evacuation. 

 

Once evacuation is announced staff will have authorization to use emergency M 

keys. 

 

Group hold opens will be performed by Central Control once each unit transmits a 

radio request to unlock all doors. 

 

Both unit sally port doors 101 and 102 need to be propped with doorstops (Except 

I-unit.) 103 and 100 doors shall remain locked.  

 

Residents will be dressed, moved into the sally-port, and lined up on their 

respective side of the wall.  Juveniles are then handcuffed two by two.  Where 

there is one resident remaining, three juveniles shall be handcuffed together.  Once 

all juveniles are cuffed and lined up in the sally port a headcount will be taken and 

movement must be granted by central control. When authorization has been 

granted for movement, the unit 100 doors may be keyed with the emergency M 

key. 

 

A and B units will evacuate thru R111; F and L units will evacuate thru R112. 

 

I-unit will evacuate through XP112 and X112 through the indoor recreation R102 

and outdoor recreation R112.   
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W-unit will remain on their unit lined up in the sally port area prepared for 

evacuation through XP104A and X104. 

 

If residents are not on the unit at the time evacuation is ordered, staff will escort 

the residents they are supervising to the outdoor recreation area.  

 

Each unit will move orderly to their staging area located in the outdoor recreation 

area.  All units will be in a single file line, cuffed and awaiting evacuation. A final 

head count will be taken place prior to departure from the Allen County Juvenile 

Center. 

 

Admissions staff will be responsible preparing the vans for evacuation after I-unit 

residents and staff have cleared the unit.  

 

Section Six 

 

An Administrator/Shiftleader will be responsible for surveying and checking all 

units for persons left behind and overseeing that all persons are moved consistent 

with Central Controls directives.     

 

All other personnel shall report to the outdoor recreation area to assist with crowd 

control. (secure detention side only) 

 

Central control managers shall remain in the building until all persons have cleared 

or it becomes unsafe. 

  

 

Central Control Duties: 

 

During the evacuation process the following procedures shall be performed by 

central control managers: 

 

Phone calls shall be placed to the Allen County Jail and Youth Services Center to 

assist with transportation of the Allen County Juvenile Center’s population. 

 

Left commander operator will be responsible for holding open the following doors: 

 

B101 and 102 cell doors L101 and 102 cell doors, R111 and R112 doors. 
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Right commander operator will be responsible for holding open the following 

doors: 

A101 and 102 Cell doors F101 and 102 cell doors, R101 and R102. 

 

  

Admissions Personnel Duties: 

 

It is the responsibility of the Admissions staff to hold open/unlock 101 and 102 cell 

doors for I-unit when requested by radio.   

 

Admissions staff will be responsible for obtaining all keys for the 3 vans and 

making sure they are ready for transport to the jail if relocation is needed. 

 

 

 

 

Youth Care Duties: 

 

Once evacuation is ordered, staff will be permitted to use the emergency M key to 

violate doors for movement.   

 

 

Section Six 

 

101 and 102 doors should be violated and a door stops should be used to ensure the 

door remains open.(I-unit excluded) The 100 and 103 door must remain locked 

 

Unit staff should radio Central Control to group hold open 101 and 102 side when 

ready. Unit staff should get all kids up and dressed for evacuation.  Residents 

should be lined up single file on their respective sides and cuffed in pairs (2).  

When all residents have been cuffed they may be moved to the sally port area and 

prepped for movement to the outdoor staging area. 

 

Once permission is granted from Central Control unit staff may move their unit to 

the outdoor recreation staging area in assigned spot.   

 

A and B units will enter through R111; L and F units will enter through R112 and 

line up in their assigned staging areas.  

 

I-unit will travel through (indoor recreation area) XP112, X112 and R102 and 

R112 (outdoor recreation) and line up in assigned staging area.    
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W-unit will stage all residents in their sally port once they are dressed and cuffed. 

 

When transportation arrives to the staging area A,B,L,F,I units will be moved from 

the outdoor recreation area through XP104B and X104, residents will be loaded in 

secure transportation vehicles and moved to a secure location……(Allen County 

Jail.) 

 

W-unit will move from their sally port through XP104A and X104 and loaded in a 

secure transportation vehicle. 

 

 

 

 

 

 

 

 

 

Section Six 

 

YOUTH CARE STAFF 

REMAIN CALM 

KNOW WHAT TO DO 

 

FIRE EMERGENCY 

 

1. If alarm has not yet sounded, pull the nearest fire alarm. 

2. If the fire is in your immediate area and can be handled, use an 

extinguisher. 

3. Know where all of the residents on your unit are at all times. 

4. If ordered to evacuate the building by a Shift Leader or Administrator, 

move your residents orderly, quickly and quietly out of the building 

using assigned route.  (see evacuation plan) 

 

TORNADO 

 

1.  Upon notification by Central Control of a tornado warning in effect, they will 

instruct you to move your residents back to your unit and stand by for further 

instructions. 
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2.  Upon notification by Central Control move your unit orderly, quickly and 

quietly to the following areas: 

 

A-UNIT    F-UNIT 

 

B-UNIT   L-UNIT 

 

W-UNIT   I-UNIT 

 

3.  All residents shall be confined to their cells.  Instruct residents to sit and 

     face their back wall, opposite of their room door.    

 

4.  Report head count to Central Control via radio. 

 

CENTRAL CONTROL MANAGERS 

 

REMAIN CALM 

DON’T PANIC 

KNOW YOUR RESPONSIBILITIES 

 

 

 

Section Six 

 

FIRE EMERGENCY 

 

1. Unless fire is in your immediate area, remain at your station until building is 

evacuated. 

2. Instruct Admissions to call: 

a.  Ft. Wayne Fire Dept. (911) 

b.  Administrator on call 

c. Maintenance Supervisor 

3. Observe progress of evacuation on the video monitors. 

4. Observe electric door panel to be ready to open for exit. 

5. Verify head count quickly.  Maintain radio communications with Administrator 

or Shift Leader in area of fire. 

6. Allow no one back into the building until the Fire Department or the 

Administrator on duty gives the all clear. 

7. Assist the Fort Wayne Fire Department in any way necessary. 
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TORNADO 
 

The Weather Alert Radio is located in Admissions Office.  When the Weather 

Alert Radio sounds, instruct all Youth Care Staff to take their residents back to 

their units and stand by for instructions.  Admissions Office will carefully monitor 

the Weather Alert instructions and will keep Central Control informed.  If directed 

to take shelter then:  

 

1.  Notify ALL personnel as follows with instructions to move to the following 

areas  

     of the building. 

 A Unit 

 Waiver Unit 

 I Unit 

 F Unit 

 L Unit 

 B Unit 

2.  Monitor building via cameras and radio. 

3.  Get head count 

4.  Wait for the all clear to return residents and staff to normal routine. 

 

 

 

 

 

 

Section Six 

 

ADMISSIONS OFFICE 

REMAIN CALM 

DON’T PANIC 

KNOW YOUR RESPONSIBILITIES 

 

FIRE 

 

1. Upon notification by Central Control Manager: 

Call Fort Wayne Fire Department 911 

Give exact location and description of fire/smoke, and any additional 

information requested/received. 

2. Notify: 
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a. Superintendent, Assistant Superintendent, Director of Training and 

Director of Security. 

b. Maintenance Supervisor 

3. Have detention key ready for Fort Wayne Fire Department. 

 

TORNADO 

 

1.  Make sure Central Control Manager is aware of all current weather   

     bulletins. 

2. Secure all loose objects on windowsills, desks, counter, files and 

tables. 

3. Stand by to assist at the instruction of the Central Control Manager. 

4. During times of imminent danger, sit on the floor, under desk area, 

away from glass.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section Six 

 

ALL OTHER PERSONNEL 

 

REMAIN CALM 

DON’T PANIC  

KNOW YOUR RESPONSIBILITIES 

 

FIRE 
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A.  Superintendent, Assistant Superintendent, Director of Training and 

Director of Security 

1. Assist Ft. Wayne Fire Department in any way needed 

2. Assign staff as needed. 

B.  Maintenance Personnel   

1. Make sure all fan/air handling equipment is shut off as 

required or when instructed by Ft. Wayne Fire Department. 

C.  All other Staff 

1. Kitchen, Laundry, Clerical, Nurse – If available report to  

assigned assembly area to assist in any way requested. 

 

TORNADO 

 

In the event of a tornado, Central Control will instruct you to report to your 

designated area.  Any surplus staff should go to the closest of units or offices. 

 

FIRE EXTINGUISHERS 

It is not our primary purpose to fight a fire; however, it is important that if the need 

arises you are familiar with fire extinguishers and how to use them. 

 

Know your fire extinguishers. 

Know where they are located. 

Know when and how to use them. 

 

We only have one type of extinguisher as Allen County Juvenile Center, a dry 

chemical type that is designed to extinguish A, B and C fires. 

 Class A Type – paper, wood, cloth, rubbish, and mattresses 

 Class B Type – burning liquid (i.e. gasoline, oil, paints, grease) 

 Class C Type – electrical equipment (i.e. motors, switches, etc.) 

 

To Operate   

1. Pull ring locking pin 

2. Aim nozzle at base of fire 

3. Squeeze lever 

Section Six 

 

MEDICAL EMERGENCIES 

 

1. Notify the Nurse or Central Control Manager as soon as possible. 

2. Administer First Aid or CPR as needed until otherwise directed by Nurse, 

Central Control Manager or other medical personnel. 



73 

 

3. If assessment so indicates, the Nurse or Central Control Manager will 

contact EMS or take other appropriate action. 

4. Notify Administrator on call. 

 

BOMB THREATS 

 

If you receive a bomb threat please remember that Admissions and Central Control 

phones are equipped with caller I.D.  Immediately write down the number that the 

caller is calling from and try to keep the party talking as long as possible.  Make 

notes of what the caller says.  While on the phone, try to determine any 

background noises, and if the party is male or female, young or elderly, or has an 

accent.  Ask as many questions as possible, such as “Where is the bomb?” “What 

time will it go off?” “Why are you doing this?” “Do you realize the building is 

occupied with kids and many of them could get hurt?”   

As soon as possible contact: 

 

1. Central Control Manager (while caller is on the line if possible) 

2. Administrator in building or on call (Call the cell phone number first) 

3. Allen County Police Dispatcher (449-7661) 

4. Ft. Wayne Police Department Dispatcher (427-1213) 

 

Todd Stubbs Shane Armstrong  Jamie Mann 

Cell 418-1154 Cell 615-9012  Cell 437-4278 

Home 447-4650      

 

Upon notification of a bomb threat, each Supervisor will supervise the primary 

search of their department and floor by their employees for suspicious or unknown 

packages.  The Shift Leader on duty, all Administrators and the Head of 

Maintenance, will conduct an entire building search.   

 

CENTRAL CONTROL AND MAINTENANCE 

 

Upon notification of a bomb threat, Central Control shall terminate all two-way 

radio traffic or cellular telephone conversations from within Allen County Juvenile 

Center. 

 

 

Section Six 

 

All available personnel shall report to Central Control for further instructions.  

Maintenance personnel will assist in the search of: 
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 Hallways, trashcans, water fountains, fire extinguishers, and/or hose 

cabinets. 

 Stairways 

 Main lobby and public restroom. 

 All areas of the building, which are not open to the public. 

 

BOMB THREAT INFORMATION CHECK LIST 

 

Caller’s phone number:  ____________________ 

 

Exact time of call: ________ a.m./p.m. 

 

Exact words of caller: 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

 

QUESTIONS TO ASK 

 

1.  When is the bomb going to explode? __________________________________ 

 

2.  Where is the bomb? _______________________________________________ 

 

3.  What does the bomb look like? ______________________________________ 

 

4.  What kind of bomb is it?  ___________________________________________ 

 

5.   What will cause it to explode?  ______________________________________ 

 

6.  Did you place the bomb? ________________________________________ 

 

7.  Why?  __________________________________________________________ 

 

8.  Where are you calling from?  ________________________________________ 

 

9.  What is your address?  _____________________________________________ 

 

10. What is your name?  ______________________________________________   
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Section Six 

 

CALLER’S VOICE (circle) 

 

Calm  Disguised Nasal  Angry  Broken 

Stutter Slow  Sincere Lisp  Rapid 

Giggling Deep  Crying Squeaky Excited 

Stressed Accent Loud  Slurred Normal 

 

If voice is familiar, whom did it sound like?_______________________________ 

Were there any background noises? _____________________________________ 

Person who received the call:  __________________________________________ 

Telephone number call received at? _____________________________________ 

Telephone number of caller: ___________________________________________ 

Report called immediately to: __________________________________________ 

Date: _____________ 

 

HOSTAGE SITUATION 

 

In a hostage situation involving Allen County Juvenile Center employee(s) or 

resident(s) the following procedures need done immediately: 

 

1. Contact the Shift Leader, all Administrators and Central Control 

Managers 

2. Lock down the building 

3. Evacuate the area 

4. Evacuate all civilian(s), visitors, guests, teachers 

5. Assess the situation and select back-up personnel (this will be handled by 

Administrator or Shift Leader). 

6. No demands are to be met 

7. No doors are to be opened  

8. When opportunity presents itself, subdue the resident(s) using the amount 

of force needed to restrain the individual(s) 

 

In a hostage situation involving civilians as soon as possible: 

 

1. Contact the Shift Leader, all Administrators and Central Control 

Managers 

2. Call 911 

3. Lock down the building 

4. Wait for authorities to assess the situation 
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5. Subdue the juvenile(s) using least amount of force as possible 

6. No demands are to be met 

 

Section Six 

 

7. No doors are to be opened 

8. Work with outside authorities in defusing the situation 

9. All employees within Allen County Juvenile Center are to be made aware 

at the time of their employment that they are working within a secured 

environment.  The juvenile(s) incarcerated in the Allen County Juvenile 

Center are capable and prone to violent behavior. 

10. All employees of Allen County Juvenile Center are trained in self-

defense and how to restrain a volatile resident   
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Section Seven 

 

XIV. Other Policies 

 

Movies/ Televisions 

No movies or televisions shall be played for staff while on duty.  Third shift staff 

shall be allowed to watch movies during the night shift but this does not extend to 

Central Control nor Admissions staff as they will not be allowed to watch movies.    

 

Cell Phones: 

 not to be in detention whatsoever 

 turned on silent/off and placed in cell phone lockers   

 

Newspapers 

 shall remain in the staff office at all times 

 not allowed in the school area, dayrooms, etc. where residents have 

access 

 Admissions staff shall not read or have a newspaper on their desk when 

residents/ intakes are present anywhere in the admissions area period  

 
Note: Electronic handheld game devices such as “Gameboys”, etc. or video game 

systems are not allowed at any time.  

 

Ordering Resident Trays 

The process for ordering trays shall be as follows: 

 Trays shall be ordered by the unit staff through the “Unit Tray” icon 

located on you computer screen 

 Double click “Unit Tray” icon, then select your unit’s (A, B, F, etc.) icon 

and double click it 
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 Put in your tray count as the example below and change the date for that 

meal only---do not put in other meal counts ahead of time as this will 

throw off the tray counts for the next meal. 

 

Date: 8/13/08 

10 regular trays 

2 finger foods 

1 no pork 

2 staff trays 

Total = 15 

  

 

 

 

 

Section Seven 

 

 Once you have entered your tray count, click the save icon and exit this 

file 

Note: if you do not exit this file, others (kitchen & unit staff) will not be 

able to read it 

 The kitchen staff shall read all entries by the assigned order times 

 

The unit trays must be ordered by the following times without fail: 

 

 Breakfast 

 6:10 a.m. 

 Lunch 

 10:30 a.m. 

 Dinner 
 3:30 p.m.  

 

Note: If you have additional trays after the set time please notify Central 

Control via radio as before asking for example: one or two additional trays to 

your count. 
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Section Eight 

 

XV.  Central Control 

 

1. Accept the shift by obtaining overlap from the previous shift 

2. Log into quest the staff assigned to the shift 

Example: R.Boyd and S.Williams in for first shift. 11 keys, 1 fob 

present. 

3. Make sure daily work record is up to date (i.e. sick, personal, 

vacation) 

4. Answer intercoms/ radio/ phone as required 

 

Professionalism 

 Always be professional in answering the phone, intercom, or radio 

  * Never argue or be condescending to people 

  * You never know who is listening or trying to get through the door 

 

Daily Work Record 

 Staff from time to time will request benefit days off and it is your duty to 

record such request 

2. Sick or Personal time; you are to log into quest under Central 

Control’s logbook the staff’s name, time staff called, and what type of 



81 

 

day.  You are also required to inform the Shiftleader verbally of this 

individual’s intent. You are to place a single “red” ink line through the 

staff member’s name for the corresponding day and place a letter “S” 

or “P” next to their name for whichever day is taken.  This will also be 

done in the blue book monthly master calendar as well.   (see sick and 

personal time) 
3. Vacation request; when given a vacation request you are to check to 

see if the request has been signed by both staff and Shiftleader.  No 

request will be accepted without a Shiftleader’s approval.  You are to 

place a single “red” ink line through the staff member’s name for the 

corresponding day and place a letter “V” next to their name.  This will 

also be done in the blue book monthly master calendar as well. (see 

vacation time)  
4. Absenteeism; when employees fail to report to work the protocol will 

be as follows:   

a. make a log entry into quest after one minute of employee’s 

absence from work 

b. notify shiftleader of employee’s absence 

c. after fifteen minutes make an additional log entry into quest 

that employee is now a “no call/ no show” 

d. shiftleader is now also made aware the “no call/ no show” 

     

Section Eight 

  

4. Trades; when given a trade request both staff members must have 

signed and additionally, the Shiftleader signature must accompanied it 

for approval.  Note: all trade request must be within the same week--- 

Saturday through Friday.  You are to place a single “red” ink line 

through the staff member’s name for the corresponding day and place 

a letter “T” next to their name.  The employee’s name, who is trading, 

will now be written in red ink and placed above the persons name 

drawn through with red ink.  This will also be done in the blue book 

monthly master calendar as well. (see trades) 

5. Training, Off Days, Military Leave, Medical Leave, Funeral 

Leave; these days are usually given by memo and it is your 

responsibility to put these days on the daily work record as well as in 

the blue monthly master calendar.  

6. Fill; when ordered by a supervisor to fill the position, you are 

required to fill the position according to seniority.  You may find this 

out by looking in the blue book labeled “Allen County Juvenile 
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Center Call List”.  You are to fill spots according to individuals 

trained in that area unless otherwise informed.  

 

Note: It is the responsibility of the Center Control Manager who receives 

the memo, request, or call to make the necessary entries as required.  This 

is not to be passed off to fellow co-workers as this will ensure accuracy.   
 

Daily Work Record Key 

  

 P: Personal Leave 

 S: Sick Leave 

 V: Vacation Leave 

 T: Trade 

 Tr: Training 

 Fun: Funeral Leave 

 Med: Medical Leave 

 Mil: Military Leave 

 Off: Off work for training, etc. 

 Fill: Fill the position  

 

Phone Calls 

-You are to refrain from personal phone calls until necessary break times or 

emergencies 

 

 

 

Section Eight 

 

Other agencies from time to time will call you to see juveniles held within 

the facility and it is your responsibility to set up times for these 

appointments.  You should obtain: 

 

1. Persons name 

2. Agency 

3. Residents name 

4. Time of appointment 

5. Location (our facility or agency’s) 

Note: usually outside agency locations are set up by the 

Mental Health Department, Nursing Department, or the 

Security Director 
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 There is a small calendar located in Central Control where you set up these 

appointments.  Your entries should have the above information as well as 

your initials as to who set the appointment up: 

 

  9:00 a.m. John Michael 

    Dr. Muntaz 

    2329 Carew Street, Suite 2  

260- 424- 8900 (ws) 

 

  10:00 a.m. Tom Jones  

    (Park Center) 

    to see Mike Flowers (ws) 

 

 Court papers  

 Central Control Managers from time to time will get court papers that will 

need to be placed on the court calendar.  In such cases, you will need to take 

information from the document and place it on the court calendar as typed in 

above.  These items are then placed into the file tray for 3
rd

 shift to file 

away.  Third shift employees will then create a folder for these items to be 

placed inside. (see Juvenile Files) 

 

 Juvenile Files 

 These files are place in alphabetical order behind each lettered tab inside the 

black file cabinet located in Central Control.  This is a 3
rd

 shift 

responsibility.   

 

  

 

 

Section Eight 

 

All papers are to be placed underneath paper fasteners and situated in the 

following fashion: 

 

Right Side: 

- Juvenile pictures 

- 30-day property sheets 

- Incident Reports 

- Medical Consent Forms 

- All other pertinent information from Detention  
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Left Side: 

- Police Reports 

- Yellow half slips from court  

- Copies of tickets 

- Court Orders 

- Warrants 

- Other pertinent information from the Court  

 

Quest Log Entries 

1. Log major incidents 

2. Log staff contact with Central Control  

(i.e. calling off shifts, running late, benefit leave, etc.) 

3. Room inspections from units (started, ended) 

4. Volunteers (residents/ unit(s) seen, arrival, and departure)      

5. Outside agencies (residents/ unit(s) seen, arrival, and departure)  

 

   

 


