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	Applicability:


	This policy shall apply to DYS and provider staff who work with youth committed to the Department of Youth Services (“DYS”).  


Policy

It is the policy of the Department of Youth Services that a pass is required any time a client leaves residential placement unless being supervised by staff in accordance with the Transportation Policy.   Group, individual, and community partner passes used with committed clients support a graduated reentry to the community using the client’s treatment plan, allow increasing levels of self-management by the client and aid in successful transition to the community.   DYS will use passes when a committed client is pass eligible and transitioning from residential to community placements, according to these procedures.    Passes are not available to youth held on bail in secure detention or facing a revocation hearing.  Passes are not needed for clients in community placement such as foster care or independent living unless the pass is to go out of state for at least one overnight. 
Procedures

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

Client:  Individual whom the Court has sentenced to a DYS commitment.  

Community Partner:  One or more approved individuals who assume responsibility for a client during a pass, as outlined in a Community Partner Agreement.  These individuals include parents and guardians but are not DYS or provider employees.  

Community Partner Agreement: Written agreement regarding specific responsibilities for Community Partners which shall be reviewed and signed by the Community Partner prior to acceptance of responsibility for the DYS client on a Community Partner Pass.  Community Partners are required to sign the Community Partner Agreement confirming they understand requirements of the Community Partner Pass.
Community Partner Pass – A written approval for one client to leave residential placement under the supervision of a Community Partner.  Formerly called an unsupervised pass, these passes may include a one time specific event or recurring events, such as work, AA meetings, and regularly scheduled activities.  

Community Placement:  A program or location including but not limited to:   a Program contracting with DYS as a “Track 2”, Independent Living Support Program, Independent Living, Foster Care, home, and Job Corps.  


Dual Status:  An individual whom the Court has committed to DYS and also sent to DYS on a bail mittimus.  

Grounds Pass:  A written approval for a client to leave residential hardware secure placement under the supervision of DYS or contracted provider staff to access the immediate grounds of the program.  

Group Pass: A written approval for a group of two or more clients to leave residential placement under the supervision of DYS or contracted provider staff.   

Individual Pass: A written approval for a client to leave residential placement under the supervision of DYS or contracted provider staff.
 

JJEMS:  The DYS client case management system known as the Juvenile Justice Enterprise Management System.  


Long Term Track Clients:  A residential treatment placement recommendation for committed clients of six (6) or more months.  

Pass Request Form:  The statewide standardized form for a Group, Individual or Community Partner Pass required to request a pass after a client is pass eligible and submitted to the Pass Review Team. 
Pass Review Team (PRT) –A regional team of the client’s region of origin comprised of the Clinical Director*, Program Director*, Caseworker, District Manager, Director of Community Services, or designees, with the Regional Director of Operations or designee giving final approval of the pass request. *When a client is located in a placement region, these two titles will be from the placement region and not the region of origin.  
Placement Region:  Region other than the region of origin where the client is currently located. 


Region of Origin:  Region where the client resided when committed to DYS. 
Regional Review Team (RRT):  A regional team comprised of the Director of Operations, Director of Residential Services, Director of Community Services, and Regional Clinical Coordinator who are responsible for making all placement decisions for clients and shall also determine if a client is pass eligible.
Residential Placement:  Hardware secure program, staff secure program and the immediate grounds of that staff secure program, or any other residential location where youth are not allowed to leave without approval. 

Short Term Track Clients:  A residential treatment placement recommendation of less than six (6) months.
Treatment Team:  A regional team comprised of the Program Clinician, Clinical Director, Teaching Coordinator, Health Services, Program Administration, Caseworker, client and client’s family who attend treatment meetings prior to community release.
2. Terms defined in Policy #01.01.04, “Policy Definitions” shall have the meanings assigned to them in that policy, unless a contrary meaning is clearly intended.

3. Terms not defined in Policy #01.01.04 or in this policy shall have the meanings assigned to them by reasonably accepted standard dictionary definitions of American English.

B. Pass Eligibility 
1.
The Regional Review Team (RRT) of the client’s region of origin shall determine if each client is eligible for any pass within the time frames described below by considering the recommendation of the Treatment Team, information in the classification folder of JJEMS and verbal presentation of the client’s caseworker.  A client shall not be allowed on any pass until determined by the RRT to be pass eligible. 
2. The Treatment Team shall recommend to the RRT that a client be considered or not considered pass eligible at the following times.  The RRT shall note the pass eligibility decision with the decision date in the classification folder of JJEMS.
a)
Group and Grounds Passes:  any time at or after the RRT has made the client’s initial placement decision;

b)
Individual and Community Partner Passes for Short Term Track Clients: at the 60 day treatment meeting; and
c)
Individual and Community  Partner Passes for Long Term Track Clients: at the 90 day treatment meeting.  

3. The RRT may review and may withdraw a client’s pass eligibility if he/she subsequently is arrested on a new charge or has an open court matter.

4. Out of State Passes  
a) Clients in residential placement may seek out of state passes according to the same pass eligibility and approval procedures in this policy.  
b) Clients in community placement seeking to go out of state are required to obtain a pass in accordance with the approval procedures in this policy.  
5. Clients shall not be eligible for passes during the mandatory six month or twelve month facility time period for a firearm offense as required by DYS Policy 01.03.03(b).  
C. Pass Application and Approval
1. Group and Grounds Passes:  For a group or grounds pass, the Program Director or designee shall:

a. Complete a Group or Grounds Pass Request Form; 

b. Forward the Pass Request Form to the Pass Review Team (PRT) at least 7 calendar days prior to the date of the requested pass.
2. Individual and Community Partner Passes:  For an individual or community partner pass, the Caseworker or designee shall:

a. Complete the Pass Request Form with the client;  
b. Complete the Community Partner Agreement, if requesting a Community Partner Pass, with the Community Partner;

c. Forward the above documents to the Pass Review Team (PRT) at least 7 calendar days prior to the date of the requested pass;

d. For a Community Partner Pass, prior to the pass date, forward a copy of the approved pass application to the Community Partner.  
3. A client’s or community partner’s failure to agree to the terms of the pass agreement(s) shall be an automatic denial of the pass request.
4.
PRT Approval:  

a.
Members of the PRT shall review the pass request preferable in the order listed in the PRT definition, sign and forward to the next team member.  
b.
All members of the PRT shall complete their review and sign at least 3 calendar days prior to the date of the requested pass.  

c.
For a group and grounds passes only, the Caseworker(s) or District Manager(s) of each client shall not be approving members of the PRT but shall receive notification of the approved pass at least 24 hours prior to the pass date. 

d.
Where the client is in a placement region, the Clinical Director and Program Director of the placement region shall review the pass request as the members of the PRT.  
5.
The PRT shall consider provisions of an active 209A Restraining Order, 258E Harassment Order, no contact or stay away order from a court as part of the pass request review process.
6.
The PRT’s decision to approve the pass must be unanimous.  If a member of the PRT modifies the application prior to its final approval, the review process will start again to ensure all parties, including the client and community partner(s), are aware of and agree to the modified terms.
7.
A staff’s failure to submit the pass request in a timely manner or to fully complete the pass application may be grounds to deny the pass. 
8.
For out of state group and individual passes for any length of time and community partner passes for one night or longer, the Director of Operations shall forward all Out of State pass requests to the Deputy Compact Administrator (DCA) after approval by the Regional Director of Operations or designee and 7 days prior to the date of the pass. The DCA shall review and may approve or deny the pass request to ensure compliance with the Interstate Compact on Juveniles (ICJ).   
9.
Prior to the client’s release on the pass, the Director of Operations or designee of the region of origin shall notify the Director of Operations of the placement region, if different, if a pass is granted.
10.
Only one pass request form is required for recurring events as long as the information on the request remains the same.  Only one community partner agreement is required for a pass request form for recurring events. 
11.
If any information changes on an approved pass including the date of the pass, clients attending the pass, contact phone numbers, conditions of the pass, or location of the pass, then the pass may follow the modification procedures in Section E or a new pass request form shall be created in accordance with these procedures.  
12.
The PRT shall not approve overnight passes prior to the 30 days preceding community release or passes that exceed 72 hours in length at any time.

13.
The PRT shall not approve group passes to any venue that serves alcohol including but not limited to sporting events, theatres, shopping malls or amusement parks unless all of the following occurs.  This provision may not be modified without the approval of the DYS Assistant Commissioner of Operations.

a)
An M3 manager at a minimum or provider equivalent attends the event the entire time;

b)
All clients on the pass have successfully completed 2-4 prior passes;

c)
All clients on the pass will have completed the 90 day meeting; and

d)
There is a 1:2 ratio of staff, including the manager, to clients.

D.
Specific Requirements for Community Partner Passes 
1.  The parent or legal guardian shall be notified of the client going on the pass with the community partner and sign on the agreement that they have been notified.  If the parent does not agree to pass, the caseworker/designee shall note that the parent/legal guardian was notified and the reason that the parent/legal guardian will not consent.  The pass may still be approved after the PRT considers the reasons given by the parent/legal guardian. 

2.  A CORI check shall be completed on an individual community partner other than a parent or legal guardian who will be supervising the client.  Such CORI shall be completed prior to the pass form being submitted for approval. If the community partner is from a community type group that may already conduct CORI checks, the caseworker/designee may inquire with the organization if there is a completed CORI check or not on this individual.  If yes, another CORI does not need to be completed.  

3. The failure of any of the Community Partner(s) listed on the pass agreement to follow the pass agreement may result in the suspension or denial of that individual or group to supervise clients.  
4. If a client fails to answer or make the phone calls as required by the pass, the Program Director or designee shall contact the Community Partner.  

5. If the Community Partner fails to answer the phone calls as required, the Program Director or designee shall consult with the regional on call manager for direction.
E.
Requests for Modification 

1.
Pass Eligibility:  The RRT shall consider requests by the Treatment Team to modify pass eligibility on a case by case basis and document in the client’s treatment plan why the request was approved or denied.  Required notification to the DYS Victim Services Unit must be considered with this request, see Section F.  
2.
Before Approval by Director of Operations:  Unless otherwise provided for in this policy and procedure, modifications to the pass policy, may be considered on a case by case basis.  The PRT shall follow the same procedures as outlined in Section C.  The Director of Operations or designee shall take into account the request to modify based on the information on pass request form when deciding whether or not to approve the pass.  
3.
After Approval by Director of Operations:  If a modification is requested after a pass is approved but prior to the pass date, the Director of Operations shall approve or deny the modification with notice going to all other members of the PRT, the client and the Community Partner, if a Community Partner Pass, prior to release on the pass.  
F.
Notifications upon Pass Eligibility and Release
1.
For any client with a confidential VSU Notification status, the RRT or designee shall send a Change in Status or Placement form to the Victim Services Unit (VSU) within 48 hours upon the RRT determining that a client is pass eligible.  No passes shall occur within the 14 days after the RRT determines pass eligibility.    

2. There shall be no notation on the pass request form that client has a confidential VSU notification status.
G.
Documentation

1.  All pass applications, both those approved or not approved, shall be maintained in the client’s individual paper file. 
2.  The Caseworker shall document the status of any pass request including whether or not such passes were approved or denied in the monthly progress notes of JJEMS.

3.
For all approved passes, except an Out of State pass for a client on community placement, the Program Director or designee from the program where the client is leaving from or designee shall maintain a hard copy of the approved pass application at the program, complete the temporary location file of JJEMS and document that the specifics of the pass were confirmed upon the client leaving and returning on the pass.  Those specifics include:
a) 
The time the client leaves from and returns to the program;

b)
That only the community partner(s) listed on the approved pass request form picks up and returns the client, showing photo id both times; and

c) 
Scheduled and random phone calls were completed, to the client and supervising community partner(s) as required by the approved pass.
H.
Monitoring and Training
1.
DYS Monitors shall review passes to ensure compliance by state and provider locations and document this review and any corrective action plans.
2.
Caseworkers shall review the pass request form with the Community Partner(s) and obtain a completed Community Partner Agreement prior to submitting the Community Partner Pass Request Form to the PRT.  
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