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DEPARTMENT OF JUVENILE JUSTICE L. Gale Buckner / Commissioner



3408 Covington Highway, Decatur, Georgia 30032 404-508-6500 FAX: 404-508-7340



September 15, 2012 TRANSMITTAL #12-15 TO:



DJJ Staff



FROM: L. Gale Buckner Commissioner RE:



DJJ 3.26, Employee Assistance Program DJJ 9.1, Food Service Management DJJ 9.2, Menu Planning and Meal Service DJJ 9.3, Safety and Sanitation of Food Service DJJ 10.4, Dress Code for Uniformed Transportation Staff DJJ 11.1, Medical Intake Screening DJJ 11.2, Nurse Health Assessment and Physical Examination DJJ 12.8, Clinical Supervision DJJ 20.5, Medicaid Targeted Case Management DJJ 20.8, Community Fatality and High Profile Incident Review



DJJ 3.26, Employee Assistance Program, states that the Department of Juvenile Justice shall utilize an employee assistance program to enhance employee and workplace effectiveness through prevention, identification, and resolution of personal and productivity issues. This policy replaces the existing DJJ 3.26, Employee Assistance Program. This policy does not require local operating procedures. The following changes were made: A definition for “critical incident” was added. Following a traumatic event that physically or emotionally affects an employee but does not greatly affect the work location, the DJJ manager will discuss the availability of EAP services with the employee and provide him/her with written material about the program. If the employee agrees to participate, the DJJ manager will coordinate the first appointment for the employee by making contact with the EAP to arrange an appointment immediately following the incident. (See Section III.C.3.) A new section on critical incident response was added. (See Section III.D.) Critical incident response group counseling held during an employee’s regular work schedule is considered work time. Those sessions held after an employee’s regularly scheduled work hours are not considered work time. (See Section III.E.4.) DJJ 9.1, Food Service Management, states that the Department of Juvenile Justice Nutrition Program Administrator shall oversee Department food service operations, including ensuring compliance with Dietary Reference Intakes (DRIs) for youth. This policy replaces the existing DJJ 9.1, Food Service Management. This policy does not require local operating procedures. The following changes were made: AN EQUAL OPPORTUNITY EMPLOYER



Three new definitions were added. There are new requirements for designated food service staff to become Servsafe certified within 90 days of being designated to the position. Food Service employee training will be documented in TRIS. The Office of Nutrition will maintain documentation of all Servsafe employee certifications. (See Section III.A.) Accurate daily meal counts must be recorded on the Daily Meal Count Form (Attachment B). (See Section III.B.5.) The Nutrition Program Administrator or designee will conduct monthly edit checks on all facilities to ensure accurate daily meal counts prior to the submission of claims for reimbursement. If a discrepancy is noted, the Office of Nutrition and Food Service will follow up with the Food Service Manager for corrections prior to submission of claims for reimbursement. (See Section III.B.9.) The Food Service Manager or security Shift Supervisor shall provide the Food Service Manager or designee with the Meal Application Roster from the Juvenile Tracking System (JTS) no later than 1 hour prior to the first scheduled meal each day. The Meal Application Roster will be used to determine the number of meals to prepare. (See Section III.C.) Food service personnel will use a clicker to count the number of meals served and will verify the number of meals served by conducting a head count. (See Section III.C.) A food service worker must accompany the JCO who takes a meal to a youth in confinement to count accurately the meal using the clicker for breakfast and lunch and to ensure the child receives the meal. (See Section III.C.) Youth in confinement do not participate in the afterschool (enrichment or tutorial) program; therefore, the snack will not be counted or claimed as a reimbursable snack. (See Section III.C.) Meal Production Records shall accurately reflect all food actually served, without regard to menu requirements. (See Section III.C.) Food services personnel will use the Purchased Food Inventory Form (Attachment C) to document monthly purchases of dry goods, staples, can items, etc. to validate claims for reimbursement. Accurate and complete monthly purchased food inventories will be recorded on the Meal and Inventory Monthly Report Form (located on the DJJ Q:Drive) and submitted to the Office of Nutrition and Food Services by the 5th business day of each month. (See Section III.D.2.) Accurate and complete commodity food inventories will be sent to the Office of Nutrition and Food Services by the 5th working day of each month. (See Section III.E.2.) The Food Service Manager must complete the Meal & Inventory Monthly Report (located on the DJJ Q:Drive) and submit to Office of Nutrition and Food Services by the 5th business day of each month. (See Section III.E.3.) All employees must pay for any meal received from facility food service staff according to the meal rate provided on the Daily Meal Ticket Reconciliation Report. (See Section III.F.) DJJ 9.2, Menu Planning and Meal Service, states the Department of Juvenile Justice secure facilities shall provide youth with 3 meals per day, 2 of which are hot, nutritionally adequate, properly prepared, and served in pleasant surroundings. This policy replaces the existing DJJ 9.2, Menu Planning and Meal Service. This policy does not require local operating procedures. The following changes were made: Substitutions of food items may be made due to the temporary or unforeseen unavailability of a menu item upon written approval of the Nutrition Program Administrator. (See Section III.B.1.) Sack meals other than those used during off-site transportations, will only be provided as authorized on a case-by-case bases, in writing, by the Nutrition Program Administrator. (See Section III.B.3.) Transmittal #12-15 Page 2 of 6



Youth being transported off-site will be transported with a reimbursable sack meal if the transport occurs during mealtime. The food service counter with clicker will determine if the sack meal is reimbursable and include the count with the in-house count for reimbursement. Youth transferred to another facility shall receive meals as coordinated by the Food Service Managers or designees of the sending and receiving facilities. (See Section III.B.4.) The suspension of youth’s being allowed to talk during meal periods must be clearly documented. (See Section III.H.) The Office of Nutrition and Food Services staff will monitor a percentage of the school breakfast programs, all school lunch programs and the first afterschool program (the afterschool program begins at the end of the regular school day) review prior to February 1 of each school year. (See Section III.J.1.) The Office of Nutrition and Food Services staff will complete the second afterschool program review in conjunction with compliance reviews of policies, budgets and operational procedures by the end of the school year (based on the approved DJJ school calendar). (See Section III.J.2.) At a minimum, the Nutrition Program Administrator or designee will issue a report of the findings to the facility Director, Medical Director, Regional Administrator, Assistant Deputy Commissioner and Deputy Commissioner of Programs and Education Services. (See Section III.J.3.) DJJ 9.3, Safety and Sanitation of Food Service, states that the Department of Juvenile Justice shall provide a food service program that ensures the highest possible level of food safety and sanitation practices. This policy replaces the existing DJJ 9.3, Safety and Sanitation of Food Service. This policy does not require local operating procedures. The following changes were made: The DJJ Office of Nutrition and Food Services will monitor each food service program annually for compliance with school breakfast and lunch requirements. In addition, the Office of Nutrition/Food Services will conduct unannounced visits to determine compliance of policies, budgets and operations procedures. The Nutrition Program Administrator or designee will monitor each facility 2 times each year to ensure Afterschool Supplement Programs comply with federal guidelines. At a minimum, the Nutrition Program Administrator or designee will issue a report of the findings to the facility Director, Medical Director, Regional Administrator, Assistant Deputy Commissioner and Deputy Commissioner of Programs and Education Services. (See Section III.A.) When an outside agency or facility provides food services, the facility Director and Office of Nutrition Services shall maintain written documentation that the food service management company complies with applicable federal requirements, United States Department of Agriculture (USDA) Food and Nutrition Services Instructions, Department policies and local requirements regarding food service operations. (See Section III.C.) There are new requirements for designated food service staff to become Servsafe certified within 90 days of being designated to the position. Food Service employee training will be documented in TRIS. The Office of Nutrition will maintain documentation of all Servsafe employee certifications. (See Section III.D-F.) The sample tray will be held in the refrigerator at or below 38°F, at the back of the refrigerator, and will never be frozen. The sample meal tray will be held for 7 days and then discarded. (See Section III.G.) Refrigerator temperatures will be maintained at 38ºF or below. (See Section III.G.3.) Dishes will be washed at 150ºF and rinsed at 180ºF, at minimum. If the minimum wash and rinse temperatures are not met, then disposable plates and cups must be used. (See Section III.I.4.)
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If the meal plans do not require usage of the leftover within 4 days, it must be frozen no later than 4 hours from the end of the meal. (See Section III.J.1.) Dry storage goods will be maintained at 50º to 70ºF, refrigerated foods at 38ºF or below and frozen foods at 0ºF or below. The Daily Temperature Log (Attachment A) will be used to document the dry storage temperatures. (See Section III.J.2.) Food stocks will be dated upon receipt. Food stocks will be rotated to ensure that the oldest foods are used first using the first-in, first-out method. (See Section III.J.3.) Security staff and food services staff will account for eating utensils (sporks) with each meal using the Culinary Equipment Tracking Form (DJJ 7.30, Tool Control, Attachment E). (See Section III.L.) Log sheets will now be used to account for all sharps. (See Section III.M.) The Food Services Manager will maintain a copy of the weekly Safety and Sanitation checklists. (See Section III.N.) The Food Service Manager will maintain the Food Service Area Health and Safety Clearance Form. (See Section III.N.) DJJ 10.4, Dress Code for Uniformed Transportation Staff, states the Department of Juvenile Justice uniformed employees shall present a professional, business-like image and maintain the highest level of personal grooming and hygiene at all times. This policy replaces the existing DJJ 10.4, Dress Code for Uniformed Transportation Staff. This policy does not require local operating procedures. The following changes were made: Supervisors may wear a black leather belt when conducting administrative duties and not supervising youth. (See Section III.A.5.) DJJ identification badges and will be in the employee’s possession at all times. (See Section III.A.9.) Major changes to the male and female hairstyles were incorporated and include that dreadlocks are prohibited. (See Section III.B.) Handlebar mustaches, goatees, and beards are not authorized. (See Section III.B.) Under no circumstances will staff have tattoos visible that contain gang signs, gang symbols/language or foul, derogatory, or offensive language or images. (See Section III.B.) DJJ 11.1, Medical Intake Screening, states that all youth shall be screened for the presence of health problems upon admission to a Department of Juvenile Justice secure facility. This policy replaces the existing DJJ 11.1, Medical Intake Screening. This policy requires local operating procedures. The following changes were made: The list of youth who exhibit certain behaviors or symptoms and must receive medical clearance from a physician, hospital emergency room or emergency medical service (EMS) prior to admission has been updated. (See Section III.B.) At the time of a youth's admission to a secure facility, including transfers between secure facilities, the admitting staff member or certified screener will initiate the Medical Intake Screening in the Juvenile Tracking System (JTS) as soon as possible, but no later than 2 hours from the time of admission. The admitting staff member or certified screener will only use the paper intake screening form (Attachment A) in the event that JTS is off-line; however, the screening must be entered into JTS as soon as the system is back on-line. (See Section III.C.) The Medical Intake Screening has been separated into two sections and the process has been modified. (See Sections III.D. and III.E.) The medical services staff on duty or on call will order medical isolation and/or will provide further medical instruction until the youth with a Medical Intake Screening “Caution” is Transmittal #12-15 Page 4 of 6



further evaluated. The youth will remain under constant observation until further instructions are received from medical services staff. (See Section III.F.2.) The admitting staff will provide the youth with the Youth Medical Services Orientation Form during the intake process (see Attachment B) and will explain the contents to the youth. Only one signed orientation form is required per youth, regardless of the number of facility admissions or admissions to different facilities. (See Section III.H.) DJJ 11.2, Nurse Health Assessment and Physical Examination, states that all youth admitted to a Department of Juvenile Justice secure facility shall receive a comprehensive physical assessment performed by a physician, osteopathic physician, or mid-level provider. This policy replaces the existing DJJ 11.2, Nurse Health Assessment and Physical Examination. This policy requires local operating procedures. The following changes were made: A medical chaperone will be routinely provided during a physical examination of genitalia, buttocks and breasts conducted by medical services staff of the opposite sex. (See Section III.B.2.) Pelvic examinations will be performed as clinically indicated. (See Section III.B.8.) Youth in need of other medical adaptive devices will be accommodated, always with security considerations. Medical staff will notify education staff when the youth has special medical needs that may be a part of his/her Individual Education Program (IEP). (See Section III.C.8.) Youth in need of other medical adaptive devices will always be accommodated, within security considerations. Medical staff will notify education staff when the youth has special medical needs that may be a part of his/her Individual Education Program (IEP). (See Section III.D.) The medical services staff will complete the Medical Screening Form for Education (Attachment F) in coordination with the DJJ Wellness Program for all youth, including youth who transfer between secure facilities, to inform the education staff of the overall physical and nutritional status of the youth. (See Section III.E.) Cholesterol screening has been added to the list of laboratory test completed during the physical examination. (See Section III.F.) The physician or mid-level provider will review the current physical examination in JTS or in the health record and will document this review in a JTS progress note. (See Section III.H.) Documentation of all chronic care assessments must conform to professional standards and be suitable for the development of a problem list and treatment plan. (See Section III.J.) DJJ 12.8, Clinical Supervision, states that the Department of Juvenile Justice shall assure that clinical supervision is provided by a qualified clinical supervisor to staff that provide mental health assessment and treatment services to youth. This policy replaces the existing DJJ 12.8, Clinical Supervision. This policy requires local operating procedures. The following changes were made: In situations where the work schedules of the supervisor and supervisee(s) are not conducive to face-to-face meetings, supervision may occur via telephone contact or video conference. (See Section III.B.4.) If the qualified clinical supervisor has significant concerns about the supervisee’s performance of clinical duties, the supervisee’s immediate supervisor and the RHBSA will be notified immediately. Performance issues will be addressed in accordance with DJJ 3.80, Employee Accountability and Discipline. (See Section III.E.) DJJ 20.5, Medicaid Targeted Case Management states, that the Department of Juvenile Justice shall provide Targeted Case Management for Youth at Risk of Incarceration. This policy replaces the existing DJJ 20.5, Medicaid Targeted Case Management. This policy does not require local operating procedures. Substantial changes have been made to this policy so please read in its entirety. Transmittal #12-15 Page 5 of 6



DJJ 20.8, Community Fatality and High Profile Incident Review, states that the Department of Juvenile Justice shall thoroughly review the cases of all youth who become deceased or are involved in a high profile incident while under the care and/or supervision of the Department. This is a new policy. This policy does not require local operating procedures.



INSTRUCTIONS: DJJ Policy Manual



Remove the following policies from the policy manual DJJ 3.26, Employee Assistance Program DJJ 9.1, Food Service Management DJJ 9.2, Menu Planning and Meal Service DJJ 9.3, Safety and Sanitation of Food Service DJJ 10.4, Dress Code for Uniformed Transportation Staff DJJ 11.1, Medical Intake Screening DJJ 11.2, Nurse Health Assessment and Physical Examination DJJ 12.8, Clinical Supervision DJJ 20.5, Medicaid Targeted Case Management Place the following policies in the policy manual DJJ 3.26, Employee Assistance Program DJJ 9.1, Food Service Management DJJ 9.2, Menu Planning and Meal Service DJJ 9.3, Safety and Sanitation of Food Service DJJ 10.4, Dress Code for Uniformed Transportation Staff DJJ 11.1, Medical Intake Screening DJJ 11.2, Nurse Health Assessment and Physical Examination DJJ 12.8, Clinical Supervision DJJ 20.5, Medicaid Targeted Case Management DJJ 20.8, Community Fatality and High Profile Incident Review Make the proper notations.
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