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Policy

It is the policy of the Department of Youth Services (“DYS”) that employees shall report events as defined by this policy immediately to the DYS Communication Information Center (“CIC”.)  Immediate reporting assists DYS in making the appropriate response including rapid communication, preservation of evidence, and swift investigation.
Serious incidents shall be reported for events as defined by this policy that take place or involve youth or employees in alternative lock up programs, detention or assessment programs, hardware or staff secure residential programs, community placement or under an assent of ward agreement unless indicated otherwise.
Procedures

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

Central Office On-Call Administrator: Senior manager from the DYS Central Office who is on-call for after-hours and weekend notifications.
Communication Information Center (CIC): DYS Central Office Unit staffed twenty-four hours per day, seven days per week to receive reports of serious incidents, coordinate the issuance of warrants, make notifications to senior managers, and perform other emergency-related tasks.
Nightly Situation Report:  Daily report from CIC notifying identified DYS employees of the previous night’s agency-wide serious incidents and/or ongoing situations.
Regional On-Call Administrator: Senior manager from one of the DYS regions who is on-call for after-hours and weekend notifications.
Serious Incident includes any of the following:
a. Death of an employee or a youth;
b. Injury or illness of a youth requiring transport to a hospital from a DYS or contracted provider location, or community placement, excluding follow up medical or routine visits;
c. Injury or illness of a state or contracted provider employee that occurred at a work location and requires medical attention on or off site; 

d. Call to emergency psychiatric screening team regarding a youth suicide attempt, suicide gesture or suicide ideation; 

e. Call to emergency psychiatric screening team for a non-suicide related issue; 
f. Psychiatric hospitalization of a youth or a youth awaiting psychiatric hospitalization including those resulting from an  emergency screening;

g.
Medication loss which is suspicious or unexplained;

h.
Medication occurrence resulting in medical treatment, illness, or death;

i.
Room Confinement for 12 or more consecutive hours as defined by DYS Policy; 

j.
Physical or mechanical restraint requiring medical treatment other than precautionary measures;
k. 
Assault of a DYS youth by another DYS youth;

l.
Assault of a DYS or contracted provider employee by a DYS youth; 

m.
Major disturbance within any DYS owned, leased or funded location including those of contracted provider locations such as hostage situation, riot, natural disaster, bomb threat, or emergency evacuation;

n.
Police response to or unscheduled presence at any DYS owned, leased or funded location including district or satellite offices; 
o.
Escape by a youth from a hardware or staff secure program (track 1 programs only), while on a pass, or in transport to or from a hardware or staff secure residential program 
p.
Arrest of a DYS committed youth for a Grid Level 4, 5, or 6 offense or a high profile offense;

q.
Arrest of a state or contracted provider employee on any offense;

r.
All work-related traffic accidents;

s.
Abuse or neglect of a youth alleged to have occurred in which a 51A report is filed with DCF while the youth is in a DYS or contracted provider program, including an incident that occurs while a youth is on a pass, and/or an incident that involves a DYS or contracted provider employee in residential or community placement; 
t.
Discovery of any prohibited item or contraband for that residential location including but not limited to cell phones, personal electronic devices, lighters, tobacco;
u. 
Discovery of illegal items in any location including drugs, weapons; 

v.
Theft that occurs at a DYS or contracted provider location;

w. 
Missing program keys;

x.
Alleged incident of Workplace Violence or Domestic Violence in the workplace as defined by DYS Policy;

y.
Alleged incident of sexual boundary violation, sexual abuse, sexual harassment and/or retaliation by a youth or employee against a youth as defined by DYS Policy; 

z.
Alleged incident of discrimination, harassment, or retaliation by a youth or an employee against a youth as defined by DYS policy;  

aa.
Alleged incident of discrimination, harassment, sexual harassment or retaliation by an employee against an employee defined by DYS Policy. 
Serious Incident Report form:  a standardized form that is submitted electronically to CIC with information regarding a serious incident.
2. Terms that are defined in Policy No. 01.01.04, “Policy Definitions” shall have the meanings assigned in that policy, unless a contrary meaning is clearly intended.

3. Terms not defined in Policy No. 01.01.04 or in this policy shall have the meanings assigned by accepted dictionary definitions of American English.
B. Serious Incident Notification

1.
Location Manager or designee shall:

a)
When a Serious Incident occurs, notify the DYS Central Office CIC by telephone as soon as possible;

b)
As soon thereafter as possible, but no later than the end of the next business day, complete an electronic version of the Serious Incident Report form.  The Location Manager or designee shall send the form electronically to the Central Office CIC by the end of the shift, close of business day, or as soon thereafter as possible; and
c)
Provide CIC with updated information for unresolved incidents every shift until the issue is resolved (for example, the youth returns to the program or power is restored).
d)
A Location Manager or designee may report to the DYS Director of Investigations, any incident which is not listed in the Serious Incident definition section of this policy.
e)
The Location Manager upon notifying the DYS Central Office CIC may request that the report be confidential.  Upon this request, CIC will notify the Director of HR and Investigations prior to reporting the incident in the Nightly Situation Report for further determination.  
2.
DYS Central Office CIC:

a)
After receiving the telephone notice as referred to above in section B 1 (a), CIC personnel shall immediately notify the Central Office On-Call Administrator and the Regional On-Call Administrator, if between 5 pm - 9 am Monday through Friday or on the weekend.  On Monday – Friday between 9 am - 5 pm, CIC shall notify the Regional Director;

b)
After the Serious Incident Report form is received, as referred to above in section B 1 (b), CIC personnel shall enter the information into the Serious Incident database and  the Nightly Situation Report; and
c)
If CIC receives any updated information, the CIC staff will update the appropriate Regional and Central Office on-call Administrator and enter the information into the Nightly Situation Report.
3.
The Central Office On-Call Administrator shall make a decision as to whether CIC personnel shall notify the Deputy Commissioner and other senior managers in accordance with the Central Office On–Call Procedures.
4.
If applicable the Deputy Commissioner shall determine whether a notification to the Commissioner is necessary, and shall notify the Commissioner.
5.
The Regional On-Call Administrator shall make a decision as to whether to notify the Regional Director.
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