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	State of Tennessee

Department of Children’s Services 

	Administrative Policies and Procedures: 27.9   Draft


	Subject:
	Fixed Post Assignments and Post Orders for Youth Development Center Employees

	Authority:
	TCA 37-5-105 (3); 37-5-106

	Standards:
	ACA: 4-JCF-6D-10; DCS Practice Model Standard: 8-306; PREA: 115.367, 115.366, 115.313; COA: PA JJR 12, PA JJR 14, PA JJR 15

	Application:
	To Department of Children’s Services All Youth Development Center Superintendents and Personnel YDC employees assigned to fixed posts.

	Policy Statement:

	The Superintendent of each Youth Development Center (YDC) ensures that post orders are developed and reviewed annually for each established security post. 

The safety of the YDC is the primary consideration in the assignment and reassignment of personnel.  Fixed post assignments and re-assignments in Youth Development Centers (YDC’s) comply with all rules, policies and regulations of the Tennessee Department of Human Resources and the Department of Children’s Services (DCS).

	Purpose:

	To provide guidelines for each security post at the YDC that details the requirements and procedures at each specific post and to provide guidelines and procedures to ensure fixed posts have continuous security coverage in place for optimal safety for all youth and employees.

	Procedures:

	A.
Determining assignment needs

	1. The Superintendent, or designee, identifies each post location assignment and ensures a staff member is assigned for regular duty. Facility safety takes precedence when assigning duty stations. 
2.  Job assignments or shift determinations will not be considered an appropriate matter for employee mediation.  
3.  The Superintendent monitors and provides adequate relief personnel for staffing the YDC post assignments. 

	B. Post Orders
	1. Post orders list specific instructions for the operation of each post in the following format:

a) Name of YDC;

b) Include the Location of the post and outlined duties per post per shift; 
c) Have  Detailed emergency instructions including a contact list per DCS Policy 29.5, Contingency Plans for Youth Development Centers; 

d) Dates the orders were reviewed and by whom; and 
e) Superintendent signature approving the order. of the Superintendent.

2. Supervisors make post orders available to the employee in charge of the post.  Unauthorized persons will not have access to post orders.  

3. Each employee assigned to a post reads the post orders and sign form CS-0184, Signature Legend, daily to acknowledge that he or she knows and understands the orders prior to assuming responsibility for the post. Employees put a note into the log book that states “I have read and understand the responsibilities for this post” and signs the statement in the log book.   

	C.
Responsibilities regarding shift rosters


	1. The Superintendent/designee designates a supervisory level employee with the responsibility for development and maintenance of the Youth Development Center Shift Roster (Form CS-0242).  The Security manager has final authority for planning assignments and annual review on behalf of the Superintendent; subject to his/her approval.

1. The Security Manager prepares a master roster prepared by the Security Manager is submitted  and submits it to the Superintendent for approval and signature each fiscal year.  The roster must include the following:

a) Each shift/post covered (1st, 2nd, 3rd ) and
b) Number of assigned staff for each shift/post.
2.  Any changes to this master roster during the fiscal year must have written approval of the Superintendent prior to implementation. 
The Superintendent will submit the master roster to the Director of Residential Operations in the central office.

3.  For each shift, the supervisor completes DCS form CS-0242, Youth Development Center Shift Roster. When it becomes necessary for a shift leader to make temporary variations due to because of illness, emergency situations, etc., the changes are added posted to the roster to show both the planned and the actual assignment of employees.

4.  Form CS-0242 Youth Development Center Shift Roster and vacation schedules are maintained on file for three (3) years.

	D.
Post audits


	1. The Deputy Commissioner of Juvenile Justice, or designee, may conduct post audits as needed to ensure protocol/policy is followed.   
An actual post assignment audit may be accomplished by security specialists designated by the Deputy Commissioner of Juvenile Justice as needed. Discrepancies will be presented to Deputy Commissioner for his/her approval or further action after consultation with the YDC Superintendent.
2. The Superintendent maintains at least two (2) sets of all current post orders electronically and hard copies.  One set is kept in a secure location and another copy is kept at the appropriate actual post location.

	E.
Regular day off relief


	1. Regular scheduled days off may be no less than forty-eight (48) consecutive hours.

2. Relief scheduling meets facility needs and is distributed as evenly as possible throughout the week.

3. Regular days off are assigned by to a post, not by to an employee.  The re-assignment of an employee to a post with different days off may require that person to change his/her regular schedule of days off.  day off schedule.
4.  No employee works more than sixteen (16)  hours in a row without an eight (8) hour break before his or her next shift.
Every reasonable effort will be made to avoid split reliefs in establishing and revising shift rosters.  When a split relief schedule is unavoidable in order to make the best reasonable use of the positions available, the employee can work two 8 hour shifts in a row but cannot work three shifts in a row without an 8 hour break.  


	Forms:
	CS-0242, Youth Development Center Shift Roster


CS-0184, Signature Legend



	Collateral documents:
	DCS Policy 29.5, Contingency Plans for Youth Development Centers;
YDC Local Procedures


	Glossary:
	

	Term
	Definition

	Fixed Post:
	A security post is considered a fixed posted when it requires continuous coverage throughout a specific period of time, such as, when an employee leaves the post for any reason he/she must be replaced with another employee.  
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