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I.
Policy
A.
A social security number is required for each eligible juvenile assigned to the JAC or CMO.  The Juvenile Assessment Center (JAC) Intake Specialist is to determine whether the assigned juvenile has a social security card. 

II. Definitions
None

III. Procedures
A.
When a Juvenile Already Has a Social Security Number: The social security number is to be recorded on the Face Sheet by the JAC Intake Specialist and a copy of the social security card placed into the Assessment Packet. 

B.
When a Child Does Not Have a Social Security Number: A Social Security Application, Form SS-5, (Exhibit 700.19-A), is to be completed and signed by the JAC Intake Specialist.  A copy of the application shall be placed into the juvenile’s Assessment Packet.

C. Social security cards will be mailed to the JAC office.  Upon arrival, the Intake Specialist will record the number on the juvenile’s face sheet, copy the card to place into the juvenile’s case record, and forward the card to the CMO/CM. For juvenile’s 15 and older, the original card should be given to the child for availability of job applications. The duplicate card shall be maintained in the case record in case the original is lost.

D. 
The Social Security number must be recorded on the Intake Record on the Juvenile Agency Information System by the JAC, if it is known at the time of commitment, or otherwise by the CMO.

IV. Exhibits
700.19-A
Social Security Application Form (SS-5)

V. Reference - None

