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I. Policy
A. To disseminate policies, procedures and standards of care, a Handbook will be developed.  This Handbook titled Juvenile Justice Services Handbook (JJSH), will be general enough to address overall operations and systemic goals, and specific enough to assist the administrative staff and contract agencies to perform their responsibilities.  The Handbook will provide policy for covered services, which are the full responsibility of the JAC and CMO’s.

II. Definitions 

None

III. Procedures
A. The JJSH shall be written by the Juvenile Services Division administrative staff, reviewed and commented upon by all staff and contract agencies and approved by the Department Director.  Copies shall be given to each staff member and contract agencies.  The JJSH shall be revised as necessary to reflect the policies and operations of the Department.  Further, it shall be used as a training manual for all new staff during the orientation period. 

B. Issuance of new policy or modification, amendment, or deletion of existing policy is subject to the approval of the Department Director.  Policy drafts and proposals must first be reviewed by the Division Manager, for submittal to the Department Director.

C.
The JJSH provides the basis for communicating formal departmental policies to contract agencies:
1.
The Department Director may issue interim policy by way of letter or memorandum, pending the completion and release of a formal policy statement.
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D.
It is expected that CAFS staff and contract agencies keep their manual current by placing additions and revisions in the appropriate numerical sequence.

1.
The JJSH may be subject to audit, as part of the CAFS quality assurance process.

IV. Exhibits
None

V. References
None

