	                                          MASSACHUSETTS                                               

	                       DEPARTMENT OF YOUTH SERVICES


	    Section:   Security, Safety, and Emergency Procedures


	Policy#:   03.02.01(b)

Repeals#:   policy dated January 20, 1997



	    Subject:   Logs

    Origin:   Security Team
	Effective Date:   January 1, 1999

Page   1   of   5
Authority/References:

	    Approved: Robert P. Gittens, Commissioner, 1/1/99, signature on file

	     ACA:   3-JTS-3A-09         

     MGL:   c. 4  s. 7

                      

	
	     


The purpose of this policy is to establish the required documentation that shall be maintained at all Locations.

The goal of this policy is to ensure consistency in logs through proper documentation for the security and safety of staff and clients.

Policy
All residential facilities shall maintain, at a minimum, the following logs:

          Operations Log

          Intake/Discharge Log

          Telephone Log

          Visitors Log

          Fire Safety Log

Operations and intake/discharge logs shall be hardcover books with numbered pages.

No log entry shall be deleted, by white-out or erasing, nor shall any pages be removed from log books.

Locations shall follow the same format in logs for all shifts.

All information maintained in logs shall be confidential.  Logs may, however, be subject to discovery in any valid legal process.
Locations shall never dispose of logbooks.

Logs shall be stored in safe, secure, and dry locations in chronological order.

All Locations that engage in water activities maintain a water activities log.

Procedures
A.     Organization of Operations Logs
1. The front page of operations logs shall contain the following emergency numbers:

a. fire department

b. police department

c. poison control center

d. hospital/on-call doctor, if applicable

e. ambulance service

f. DYS on-call ( (508)-896-3312, (617)-727-3641, (508)-727-9315)

g. DSS hotline ( (800)-792-5200 )

2. The front page of the operations log shall also contain on-call schedules, pager numbers, and the names of Location Managers.

3. At the beginning of each shift the Shift Supervisor shall review operations logs back to their last shift and initial each page.

4. Operations logs shall be mobile and may be moved with the general population under the supervision of the Shift Supervisor.

B.     Documentation in Operations Logs
5. Operations logs shall document all equipment transfers, changes in client population, staff count, shift summaries, and shift changes.

6. At a minimum, the following information shall be entered into the operations log at the start of all shifts:

h. date, day, shift, time of entry;
i. fire duty staff assignment for each shift;      

j. identification of all staff on duty;
k. client population- name, room number; and
l. equipment transfer (keys, mechanical restraints, radios, phones, flashlights, etc.).
7. Staff duties shall be clearly documented for all shifts.

8. Staff shall enter behavior summaries for each client at the end of the first and second shifts.

9. Staff shall document the following significant operations and information:

m. clients on medication/medical issues (highlighted);
n. clients on restriction;
o. client behavior issues/hunger strikes;
p. use of mechanical and physical restraints;
q. clients on suicide watch (highlighted);
r. room checks;
s. unit searches, outside area searches, and shakedowns;
t. fire drills, including type of evacuation;
u. client counts; and
v. observations of visits.
C.     Organization of Intake/Discharge Logs
10. The first page of the intake/discharge log shall list the phone numbers for the DYS Area offices.

11. The DYS intake policy shall be in the front of the intake/discharge log.

D.     Documentation in Intake/Discharge Logs
12. Staff shall document the following for all intakes/discharges:

w. name of client;
x. date and time;
y. placement Area;
z. home address;


aa. date of birth;
ab. race;
ac. court remand;
ad. charges;
ae. bail;
af. prior placement, for intakes only;
ag. staff performing intake/discharge;
ah. transporter;
ai. destination, for discharges only;
aj. initials of staff intaking/discharging client;
ak. detainers; 
al. medication/medical issues; and
am. victim notification requests.
E.     Organization of Telephone Logs
13. The front of the telephone log shall contain the DYS telephone policy.

14. A list of emergency numbers shall be in the front of the log.

F.     Documentation in Telephone Logs
15. Staff shall document the following information in telephone logs:

an. name of client;
ao. number calling;
ap. relationship between client and person calling;
aq. name(s) of staff approving call and monitoring call; and
ar. length of call.
16. Both parties shall be told when staff are monitoring a call.

G.     Organization of Visitors Logs
17. The front of visitors logs shall contain the DYS Visiting policy and the program specific procedures for visitation.

H.     Documentation in Visitors Logs
18. Staff shall document the following in visitors logs:

as. Date;
at. name of visitor(s) and client visiting/relationship to client;
au. time in and out;
av. purpose of visit;
aw. admitting staff;
ax. where visit took place;
ay. name of staff supervising visit; and
az. name of staff who searched client after visit.
I.     Organization of Fire Safety Logs
19. The front page of fire safety logs shall list emergency numbers. The local fire department’s number shall be highlighted.

20. The front of fire safety logs shall contain the DYS Fire Prevention Policy, Location specific fire plans, all floor plans, evacuation procedures, and the name of the fire safety officer.

J.     Documentation in Fire Logs
21. Fire safety officers shall document all fire safety inspections in Location fire logs.

22. All monthly fire drills shall be documented in the log, including date, time, and type of evacuation, and if clients participated.

23. Fire safety officers shall document all meetings and contacts with local fire department officials, including the reason for the meeting and the outcome.

K.     Storage of Logs
24. All logs shall be stored in safe, secure, and dry locations.

25. All logs shall be labeled with the name of the log and the dates of use on the binder.

26. Logs shall be stored in chronological order for easy reference.
27. It is recommended that Areas provide an archives storage space for the operations logs a year or older of all Locations within an Area.

OUTCOME MEASURES/PERFORMANCE INDICATORS
(  
All residential facilities maintain all required logs.

(  
Logs are organized and documented according to this policy.

(   
Locations use a consistent format for all logs for all shifts.
(  
Log entries are never deleted and pages are never torn out.

(  
Information in logs remains confidential.

(  
Logs are never disposed of and are stored in safe, secure, and dry locations in chronological order.
