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Policy

The Idaho Department of Juvenile Corrections (IDJC) encourages and supports the use of volunteers, interns, and contracted service providers or “contractors,” as integral components in the delivery of services to juvenile offenders in the custody of the IDJC.

Juvenile Supervision (608) policy/procedure will be followed in regards to supervision of juveniles by any volunteer, intern, and contracted service provider (VIC).

The IDJC will not allow VICs to have contact with juveniles in IDJC custody until they have successfully completed required training, orientation, and clearance and VICs will adhere to all requirements of this policy.  

Operating Procedure

I. General VIC Requirements

A. Eligibility

1. Must be a US citizen or provide proof of legal authorization to be in the country.  

2. VICs shall meet the minimum criminal history background check requirements as stated in the Criminal History Background Checks (340) policy/procedure.

3. Current IDJC employees must be approved by IDJC Human Resources before serving in a VIC role.  

4. Former employees may serve as VICs with the Superintendent’s approval.  

5. An individual cannot be both an approved visitor (for a committed juvenile) and VIC without approval from the Superintendent.

6. VICs must adhere to all IDJC policies and procedures.

B. Attire and Appearance

All VICs will adhere to the IDJC Personal Appearance Standards (362) policy/procedure.

C. Training

1. All VICs must attend a new VIC training prior to performing any VIC activities and must attend annual refresher training.  The Superintendent or designee, must approve all training schedules, locations, trainers, and curriculums.

2. Orientation and training will be documented on the Volunteer/Intern/Contractor Orientation Checklist (DJC-213) form.  The DJC-213 form will be signed by staff presenting the orientation session as well as the VIC.  The completed DJC-213 form will be given to the site supervisor.

3. VICs will attend orientation and training for specific area assignment.

D. Files

1. The VIC site supervisor(s) in each facility/office is responsible for maintaining a working file on each current VIC.  This will include, but is not limited to, VIC application, dates of training, signed forms, academic agreement from educational institution (internships), and all information regarding the program in which they will participate.  The site supervisor will provide necessary documentation for the PREA file.

2. The Regional Quality Improvement Specialist, who serves as the PREA Compliance Manager, will maintain all files required per the PREA Standards.  These include but are not limited to documentation of criminal background check clearance, Department of Health and Welfare Child Protection registry check, sex offender registry check, PREA training (including any specialized PREA training, if applicable), Criminal History Check Authorization and Self-Declaration form (DJC-058), and VIC Orientation Checklist form (DJC-213).

3. Once the VIC assignment is completed, the site supervisor will submit the working file to the Regional Quality Improvement Specialist.  The site supervisor will not maintain any copies of documents.  The Regional Quality Improvement Specialist saves the contents of the working file submitted at the end of the VIC assignment in the electronic VIC file and destroys hard copies.

4. The entire VIC file will be deleted or destroyed by the Regional Quality Improvement Specialist according to established retention.

E. Prohibited Activities

All VICs are expected to follow all requirements outlined in Ethics and Standards of Conduct (324) policy/procedure as expected of an IDJC employee.

F. Completion and/or Termination of Activities
1. The site supervisors must notify the Regional QI Specialist and Information Technology (IT) personnel when a VIC assignment ends.

2. A VIC’s service with the IDJC and the individual facility will end without prejudice for any of the following:

a. When the VIC has not provided services during the past twelve (12) months (this does not include one-time/periodic volunteers).
b. When the VIC requests it.
c. When the assigned task has been completed or the position is no longer needed.

3. A VIC’s services can be terminated at the discretion of the IDJC.  This includes when it is suspected that the VIC has done any of the following:
a. Violated IDJC policy, procedure, or IDAPA rule.
b. Been arrested or charged with a criminal act.
c. Acted in a manner that endangers the safe and orderly operation of a facility.
d. Acted in a manner that threatens the IDJC’s rehabilitative process.

II. Volunteers

A. Volunteer Plans

1. Facility programs that regularly utilize volunteers shall have a written plan that includes stipulations for their use and training.

2. Volunteer plans shall be consistent with IDAPA Rule 05.01.01, Section 215 (Subcontractors, Volunteers, and Interns).

B. Volunteer Programs

1. The volunteer program will have a well-defined, understandable purpose and established goals that relate to the IDJC mission and goals.

2. Volunteers may be representatives of religious groups, special interest groups, youth and community programs, and other areas that may be beneficial to the juveniles in IDJC custody.

3. Facility programs should consider soliciting the involvement of volunteers to enhance and expand their services.  Volunteers recruited to supplement and enrich a program may not be a substitute for activities and functions of facility staff.

C. Volunteer Services 

All volunteer services delivered in IDJC facilities, not part of the program, must be approved by the Superintendent or designee.

D. Faith-Based Activities and Volunteers
1. Faith-based and religious activities and volunteer recruitment will be developed in accordance with IDJC Religious Services (678) policy/procedure.

2. Religious volunteers must disclose their affiliation with faith, religion, tradition, self-help group, organization, etc., associated with the volunteer service they will provide.

3. Religious volunteers will deliver only those services that the Faith-based Resource Developer (FRD) or designee has approved.

E. Volunteer Categories

1. One-Time/Periodic Volunteer – Donates time or services to the IDJC, annually or for a single special event.  These volunteers require staff escort and constant staff supervision while at an IDJC facility.  Volunteers who are one-time or annual visitors to a facility do not need to complete VIC training or background checks.  They will review applicable policies and sign required forms.

2. Regular Volunteer – Approved volunteer that donates time or services to the IDJC on a routine basis and is regularly scheduled for on-going services.  A regular volunteer does not require escort or constant supervision by staff while at an IDJC facility but will not have lone supervision of juveniles.

3. Juvenile Corrections Former Juvenile/Resident – Requires staff escort and constant staff supervision while at an IDJC facility.  Former juvenile visits or participation as an approved volunteer must be pre-approved by the facility Superintendent or designee and follow IDJC Correspondence and Communication: Mail, Telephone, and Visitation (674) policy/procedure requirements.

III. Interns

A. The internship experience is a collaborative undertaking by the student, the college/university advisor, and the IDJC facility site supervisor. The intern, internship advisor, and site supervisor should all be involved in designing, monitoring, and evaluating the experience.

B. Internships may take place in a variety of settings. The IDJC has the right to accept or reject any applicant for an internship at any of its facilities or offices. 

C. The intern, college/university advisor, and the site supervisor will develop procedures and expectations to establish accountability for the internship.  Internships will have a well-defined, understandable purpose, established goals, and a detailed reporting procedure.

D. Interns will provide a copy of their learning agreement with the referring college/university.

E. Interns must keep all information gained about juveniles confidential and may not discuss or remove any information pertaining to specific juveniles from the facility or office.  They may discuss activities and knowledge gained in general terms without identifying juveniles.

F. Interns may check out a key when there is a need to have access to an office as approved by the Superintendent or designee. 

G. Interns may check out a radio; however, staff accessibility to radios has priority over interns.

H. Interns who will require access to juvenile case management files must also review the Control, Maintenance, and Movement of Case Management Files (663) policy/procedure. 

I. An intern does not require escort or constant supervision by staff while at an IDJC facility and will not have lone supervision of juveniles.

J. Interns will complete the Internship Protocol and Agreement (DJC-214) form.

IV. Contracted Service Providers

A. When the need for a contracted service provider (contractor) is identified, the staff requesting the contractor will receive approval from their Division Administrator.

B. The staff who requested the contractor will locate the service provider who will meet the identified need and submit the information to the Division Administrator and IDJC Purchasing Agent.

C. The Purchasing Agent will review the request with the Administrative Services Administrator. 

D. Once both parties have signed the contract, the contractor will schedule an appointment to complete necessary orientation, training, and documentation as required by the requesting division and this policy as outlined on the DJC-213 form.

V. Computer Access

A. Volunteers, interns, and contracted service providers may be granted limited access to IJOS, the IDJC network, and e-mail system at the request of the site supervisor after completing orientation which includes review of related information technology policies and procedures, training, and completing required forms as indicated on the DJC-213 form.

B. The site supervisor will submit the Non-Employee Computer Access Request (DJC-290) form to IT personnel once orientation has been completed and forms signed. 
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Local Operating Procedure

None


Reference:		Glossary of Terms and Acronyms (VIC)
IDAPA 05.01.01, “Rules for Residential Treatment Providers,” Section 215 (Subcontractors, Volunteers, and Interns)

Desk Manual(s):	None

Related Policies:	Confidentiality/Privacy (328)
			Control, Maintenance, and Movement of Case Management Files (663)
Correspondence and Communication: Mail, Telephone, and Visitation (674)
Criminal History Background Checks (340)
Ethics and Standards of Conduct (324)
Identification Badges (106)
Signing In and Out (107)
Juvenile Supervision (608)
Personal Appearance Standards (362)
Religious Services (678)
Safety and Loss Control (376)
Staff and Visitor Meals (662)
Use of Information Technology (230)

Related Forms:	Background Check Policy Receipt Form (DJC-079)
Criminal History Check Authorization and Self-Declaration Form (DJC-058)
Emergency/Disaster Preparedness Information (DJC-011)
General Statement of Departmental Confidentiality & Disclosure (DJC-093)
			Internship Protocol and Agreement (DJC-214) 
			Non-Employee Computer Access Request (DJC-290) 
			Use of Information Technology Employee Acknowledgement (DJC-055)
			Volunteer/Intern/Contractor Orientation Checklist (DJC-213)
	Volunteer/Intern/Contractor Pre-utilization Screening (DJC-289)
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