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The purpose of this policy is to establish appropriate safety and security guidelines for all DYS employees involved in the transportation of clients.

The goal of this policy is to ensure that all clients are transported in a manner that provides maximum safety and security for all DYS staff, clients, and the public.

Policy

Department personnel shall never conduct a transportation in which the staff to client ratio exceeds two clients to one staff.

Department personnel shall use the appropriate staff to client ratios for the client being transported, as defined in sections A, B, C, and D below.

Department personnel shall adhere to the appropriate mechanical restraint guidelines, as defined in sections A, B, C, and D below.

Department personnel transporting more than one client shall use the level of security appropriate for the client going to the most secure program for all clients involved in the transportation.

Clients attending program interviews shall be accompanied by their caseworker. The caseworker shall determine whether mechanical restraints are appropriate.

Department personnel shall be in possession of a Mittimus for each client being transported, and/or a Habeas Corpus for clients being transported to court.

Department personnel picking up a client from or returning a client to a residential program shall sign a log, accepting or releasing custody of the client.

Department personnel transporting clients for medical purposes shall be in possession of the client’s existing medical information.

Department personnel transporting clients from one DYS program to another shall be in possession of the appropriate documentation.

Department personnel shall not transport a client of the opposite sex alone without receiving the approval of the Detention Coordinator or Casework Manager, unless the person doing the transporting is the client’s caseworker or Casework Manager.
Procedures

A.     Definitions

1.
Hardware Secure Facility - is a facility characterized by physically restrictive construction and procedures that are intended to prevent a client from departing without the approval of the Department.

2. 
Staff Secure Facility - is a facility characterized by a system of staff deployment and behavior control procedures designed to prevent a client from departing without the approval of the Department.

3. Community Based Program - is a program designed to provide services to clients in different levels of transition between DYS and the community, and  shall be considered any of the following:

a. 
foster care placements

b. 
day reporting centers

c.  
forestry camp

B.     Hardware Secure Transportation

1. Clients transported to a hardware secure facility shall be in mechanical restraints (a minimum of handcuffs and shackles).

         2.
Clients attending program interviews shall be accompanied by their caseworker. The caseworker shall determine whether mechanical restraints are appropriate.

         3. 
Department Personnel shall remove client’s mechanical restraints only after Location staff accept written custody of the client.   

4. Department personnel shall adhere to the following staff to client ratios:

                 a.     Two staff for every one to three clients.

 
     b.     Three staff for every four to five clients.

C.     Staff Secure Transportation
1. 
Clients transported to a staff secure facility shall be in mechanical restraints.

2.
Clients attending program interviews shall be accompanied by their caseworker. The caseworker shall determine whether mechanical restraints are appropriate.

3. Department personnel shall remove client’s mechanical restraints after Location staff accept written custody of the client.

4.  
Department personnel shall adhere to the following staff to client ratios:

a.  
Two staff for every one to three clients.

b. 
Three staff for every four to five clients.

5. Area Directors may allow a particular staff secure program to lower the established staff to client ratios and mechanical restraint guidelines.

6. 
The specific program must obtain a written waiver of the established guidelines by submitting an explanation as to why the security guidelines are higher than is necessary.

D.     Community Transportation 

1. 
Community transportation does not require the use of mechanical restraints.

2. 
Department personnel transporting clients to community placements may use mechanical restraints at their own discretion.

3.
Department personnel shall adhere to the following staff to client ratios:


a.
One staff for every one to two clients.

b. Two staff for every three to five clients.

D.     Medical Transportation

1. Medical transportation shall be considered any situation in which a client is transported for emergency medical purposes, or for a scheduled medical appointment.

2. Department personnel transporting clients from a staff secure or hardware secure facility for medical purposes shall adhere to the previously established staff to client ratios, unless there is an emergency that makes adherence to the required ratios unreasonably difficult.

3. Clients transported to or from a hardware secure or staff secure facility for medical purposes shall be in handcuffs and leg shackles, unless the client’s medical condition prohibits the use of one or the other.

4. A decision not to use handcuffs or leg shackles for hardware secure or staff secure transportation for medical reasons shall be cleared through the location manager.

5. Department personnel shall adhere to the following staff to client ratios when transporting clients to or from a community program for medical purposes:


    a.     One staff to one client.


    b.     Two staff for every two to three clients.


    c.     Three staff for every four to five clients.

6. The transportation of clients to or from a community program does not require the use of mechanical restraints.

E.     Documentation

1.
Department personnel picking up a client from, or returning a client to a residential program shall sign a log, accepting or releasing custody of the client.

2. 
Department personnel shall be in possession of a Mittimus for each client being transported. A copy of the Mittimus shall suffice.

3.   
Department personnel transporting clients to court shall be in possession of the client’s Mittimus or a Writ of Habeas Corpus issued by a court.

4. Department personnel transporting clients for medical purposes shall be in possession of the client’s medical file, unless the transportation is part of an emergency.

5. Department personnel transporting clients from one DYS program to another shall be in possession of the following documentation:

                 a.     Intake and medical file.


     b.     Record of court appearances.


     c.     Personal Belongings Inventory and record of cash held.

F.     Special Circumstances
        1.  
A special circumstance shall include but is not limited to the following situations:


     a.     police escort for a high profile client.


     b.     Department personnel accompanying a client to a wake/funeral.  

2. The Area Director/designee shall establish specific procedures related to special circumstances.

OUTCOME MEASURES/PERFORMANCE INDICATORS

· Department personnel transport all youths according to established staff to client ratios, and mechanical restraint guidelines. 

· Department personnel are in possession of the appropriate documentation for youths going to all locations. 

· Department personnel transporting clients are always in possession of a Mittimus for each client being transported.
· Department personnel only transport clients of the opposite sex alone after receiving the Casework Manager’s or Detention Coordinator’s approval.                                                                                                                   

· The Area Director/designee establishes procedures related to a special circumstance.

· Department personnel transporting a client to a staff secure or hardware secure facility remove a client’s mechanical restraints only after Location staff accept written custody of the client.
· All decisions not to use handcuffs or leg shackles for medical reasons for a hardware secure or staff secure transportation are cleared through the Location Manager.

· All clients attending program interviews are accompanied by a caseworker. 

· All Department personnel receive training in proper transportation procedures.

· Any Staff Secure Program lowering its staff to client ratios or mechanical restraint guidelines receives a written waiver from the Area Director.







