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The purpose of this policy is to provide photographs of all DYS clients.

The goal of this policy is to be able to identify all DYS clients for departmental and law-enforcement personnel through photographs.

Policy
Department intake personnel shall photograph all new detained and committed clients for the purpose of identification. These photographs shall be for Department and law-enforcement use only.
Photographing clients for purposes other than Department use shall be covered under the media policy.

Misuse of client photographs for purposes other than Department business shall result in disciplinary action up to and including termination.

Procedures
A.     Intake
         1. 
Intake personnel shall photograph all new clients as part of the intake procedures.

         2. 
Intake personnel shall notify clients as to the reason for photographing them and that the photographs are for Department and law-enforcement use only.

B.     Distribution
         1.
Intake personnel shall distribute client photographs to the following:

                 a. 
the Area Office/caseworker.

                 b. 
client’s placement location (2 copies)

                 c. 
client’s official file in the Central Office

OUTCOME MEASURES/PERFORMANCE INDICATORS
(  
All clients are photographed at all new placement locations upon intake.

(   
Client’s photographs are maintained at the Location, Area Office, and Central Office.

(  
Client photographs are made available in a timely manner when requested or required by law-enforcement authorities.






