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The purpose of this policy is to identify the procedures for the intake of clients at any Location.

The goal of this policy is to properly and thoroughly document, assess, and orient all new clients to a location and provide them with the necessary clothing and toiletry articles.

Policy
All clients new to a Location shall undergo a thorough screening and assessment during admission to the location and receive a thorough orientation in the location’s procedures, rules, programs, and services.

Location Managers shall ensure that all personnel are trained in intake procedures.

Location personnel shall notify the Location Manager as soon as possible if abuse or mistreatment of a client being admitted for intake is apparent or suspected.

All new clients shall receive a health and dental screening within seven days of their arrival at a Location.

All clients new to the Location shall receive a program tour after intake procedures are completed. 

Procedures
A.     Admission
         1.    
Location personnel shall review authorizing documents for name, age, adjudication, and offense prior to accepting clients for admission.  Location personnel shall not allow the transporting personnel to leave until all about authorizing documents are resolved.

         2.     
Location personnel shall complete an admissions record for all new clients including the following:

a. 
name, alias, age, sex, race, and date of birth;
b.  
height, weight, and hair and eye color;
c.  
place of birth;
d.
telephone number if applicable;
e. 
school and grade level;
f. 
parent’s/guardian’s names, address, home and work numbers;
g.  
any medical and mental health problems;
h.  
documentation of screening for suicide ideation;
i.  
all identifying marks, scars, and tattoos; and
j.  
2 photographs taken during admission (see photograph policy).
         3.     
Location personnel shall record the following offense information:

a. 
admission date and time;
b.  
client’s number;
c.  
juvenile court of placement;
d.  
name of admitting personnel; and
e. 
summary of offenses including charges on police records, petitions, court orders, and bench warrant.    

B.     Orientation
         1.  
Location personnel shall explain each step of the admissions procedure in a pleasant and courteous manner.

         2.     
Location personnel of the same sex as the client shall complete the following showering procedures with the client:

a. ask the client to disrobe and label and record all personal clothing and property, its condition, and the presence of any contraband. (See personal funds and property policy)

b.
look for and record any disorientation problems, substance inclusion, cuts, bruises, tattoos, and any other remarkable physical characteristics.

c.  
arrange any medical treatment if it appears necessary.

d.
ensure that clients thoroughly wash themselves.

         3.
Location personnel shall provide the following toiletry articles:

                 a.     wash cloth

                 b.     bar of soap

                 c.     clean towel

                 d.     comb

                 e.     toothbrush and toothpaste

         4.     
Location personnel shall provide the following if clients do not wish to wear their own clothing:

                 a.     shirt or blouse and pants or shorts

                 b.     underwear and socks

                 c.     pajamas and robe

                 d.     sweatshirt

                 e.     sneakers or boots

5. Location personnel shall record all articles provided to the client in the client’s admission file.

6. Location personnel shall provide written orientation materials and/or translations into the client’s native language. Location personnel shall assist clients in understanding the orientation manual. Completion of this orientation process is documented by a statement signed and dated by the client.

7.     Location personnel shall assist clients in contacting parents/guardians when intake procedures are completed.

8. Location personnel shall provide a program tour to all clients after clients have contacted their parents/guardians.

C.     Records
         1.  
Locations shall maintain a case file on all clients including the following:

a.
case number;
b.
admissions records;
c. 
personal, medical, and legal information and history;
d.
medical or mental health evaluations;
e. 
list of approved visitors; and
f.  
2 photographs taken during admission.
         2.  
Locations shall adhere to Department policy concerning client records.

OUTCOME MEASURES/PERFORMANCE INDICATORS
(  
Client intake and admissions records are maintained at all locations, including medical and suicide risk assessment and screening.

(  
Toiletry and clothing articles required by clients are provided and documented.

( 
All clients receive a program manual, a program tour, and orientation.






