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	This policy shall apply to DYS state employees and contracted providers.  



Policy

It is the policy of the Department of Youth Services (DYS) to conduct security checks and inspections within all residential locations to preserve the safety and security of all locations, employees, youth and the public.  
All residential locations shall have a unit condition report (UCR) to be completed by each work shift to inspect for potential weapons, contraband, damage, health concerns, fire hazards, threats to security, and cleanliness in accordance with these procedures.  Such checklist shall, at a minimum, account for interior and exterior location inspections, inspections of all security devices and equipment, inspections of unoccupied areas, and that the required documentation of such inspections is completed.  
Manager and supervisor employees shall conduct announced and unannounced inspections and rounds.  Such inspections shall be documented in the UCR and operations log in accordance with these procedures.  Employees shall not alert other employees when unannounced inspections will occur or as they are occurring.  
As part of the UCR, employees who are the opposite gender of the youth of that location shall announce their presence to the youth and staff when they arrive within the housing area of the location.   Individuals who will not enter the housing area, such as regional administrative and education staff, do not need to announce their presence unless they will be in the line of sight of the housing area.  Managers and supervisors conducting inspections shall announce their presence to youth only if they need to enter or will be in the line of sight where residents are likely to be showering, performing bodily functions or changing clothing during the inspection or round.  
Youth shall be able to shower, perform bodily functions, and change clothing without nonmedical staff of the opposite gender viewing them, except in exigent circumstances or when such viewing is incidental to routine checks.  Supervisors shall including in the UCR that staff document in the log any incidents where staff of the opposite gender did view the youth in these circumstances.  

Procedure
A. Definitions
1. The following definitions shall have the meanings assigned to them in this policy for purposes of interpreting this policy.

Exterior Location: The area outside the main security door of a residential location which leads to the outdoors and is under the control of DYS and/or contracted provider programs which may include but is not limited to entranceways, sidewalks, patios, parking lots, and grounds. 
Full Unit Check:  Inspection of all elements in the unit condition report.
Housing Area: Part of the residential location where residents are likely to be showering, performing bodily functions or changing clothing including, but not limited to, health services office, bathrooms and bedrooms.  
Interior Location: The area inside the building of each residential program.  

2. Terms that are defined Policy 01.01.04, “Policy Definitions” shall have the meanings assigned to them in that policy, unless a contrary meaning is clearly set forth.

3. Terms not defined in Policy 01.01.04 or in this policy shall have the meanings assigned to them by reasonably accepted standard dictionary definitions of American English.

B. Interior Checks and Inspections
1. Program Directors and/or Assistant Program Directors shall:  

a. Create a UCR per shift for use in the interior of the program.  Such report shall include at a minimum that the following are inspected, counted (if applicable) and working properly:

i. security devices and equipment, including but not limited to audio communications equipment, keys, j hooks, mechanical restraints, writing utensils, and electrical cords; 
ii. locks, security screens, doors, and windows;  
iii. alarms, video equipment and metal detectors; and

iv. furniture, lights, and other location equipment.  

b. Conduct an unannounced full unit check, at minimum of once per month of all shifts, one of which shall include a weekend shift, and document that such inspection occurred in the operations log.  The completed UCR from this full unit check shall be kept in a binder on the program for one year. 
c. Take steps required such as filing a request for maintenance in CAMIS/FAMIS (Capital Asset Management Information System/Facility Asset Management Information System) to correct any deficiencies found in any inspection or as reported by employees;

d. Conduct an unannounced video tape review of 30 minutes of camera footage per shift per week where such equipment is required and document such review.  Documentation shall be kept in a video review binder by each Program Director. 
e. Review and sign off on the completed UCR’s submitted by each shift.
2. A daily walkthrough of all rooms and areas of the program shall be included on the UCR including unoccupied areas such as maintenance areas, boiler rooms and rooms not regularly used.  Such walkthrough including who conducted the walkthrough shall be documented on the UCR and operations log. 

a. For stand- alone locations, the Program Director or designee shall conduct a walkthrough. 

b. For co-located programs, the Facility Administrator or designee shall conduct the walkthrough.  
c. Walkthroughs may be completed by an Institutional Security Officer where available.  
3. The standard UCR form for each program shall be approved annually or as modifications occur by the Facility Administrator in co-located sites and by the Regional Director of Residential Services for stand-alone and co-located sites.  
4. Shift supervisors or designees shall complete the following:
a. Complete the program’s UCR ensuring that areas are inspected before youth are allowed to enter that area and the full UCR is completed no later than the end of the shift. 
b. Document in the operations log if an individual of the opposite gender of the youth of that location is required to announce their presence to the youth when they arrive in accordance with this policy.  Documentation shall include the name of the individual and time of announcement.  
c. Report any deficiencies found in the UCR to Program Director prior to the end of the shift. 
d. Where programs have kitchen areas, ensure the kitchen areas are inspected by kitchen staff daily including silverware counts, cleanliness, and the condition of tables, chairs, and equipment.  Kitchens may have their own inspection report to submit to the shift supervisor.  Shift supervisor should document in the UCR that this inspection was completed; and
e. Submit the completed UCR to the Program Director at the end of the shift.  
C.     Exterior Checks and Inspections
4. Regional Directors of Operations shall assign an Institutional Security Officer where available or designee to conduct inspections of exterior locations for damage, tampering and security hazards on a regular basis. 
5. Shift supervisors or their designees shall assign staff to complete inspections of outdoor recreation areas and conduct property line and/or fence-line sweeps for contraband, security equipment tampering, and safety hazards prior to each time the youth will be in the area and document such inspections in the UCR and operations log.
6. Staff conducting such inspections shall remain in contact with program staff by hand-held radio.
D.     Documentation
7. All UCR’s shall include time, date, staff performing inspection, any discovered damage, tampering, contraband, health, safety, and security hazards.
8. Employees completing the UCR shall note in the operation log that the UCR was completed that shift and any additional steps needed as found in the inspection. 
9. All UCR’s shall be turned in to Program Directors within 24 hours of being completed and kept on file by the Program Director on the program in a check and inspection binder for one year. 

10. After a year, UCR’s may be boxed and stored in accordance with the DYS Record’s Retention Schedule.  
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