STANDARD OPERATING PROCEDURES FOR ADMISSIONS

(CERTIFICATE OF PLACEMENT PROCESS)
GOAL: To ensure that youth are placed in the least restrictive environment consistent with their particular needs and the risk that they present to public safety.

This protocol establishes the Placement Review Unit.  The Placement Administrator oversees and monitors the processes of the Placement Review Unit.  Resource Coordinators and their staff located in each Area and reporting directly to Area Directors, manage placement activities on the local level.
I.
IDENTIFICATION OF YOUTH AT RISK FOR REMOVAL FROM HOME AND/OR COMMUNITY

A.
Early Identification of At Risk Youth

1. The Department will identify youth in need of services or at risk of removal from home and the community through a process of screening, assessment, evaluation and staffings.

2. Screening

a.
Intake will conduct a broad based screening for risk and need that involves:

1 a review of the presenting offense and the youth’s alleged involvement,

2)
an assessment of risk to public safety,

1 communication with victims to determine victim impact and need for restitution, and

1 an interview with the youth and parent/guardian/custodian which shall include an initial needs screening in these areas:

· somatic health
· mental health
· substance abuse
· educational status
· individual and family functioning

b.
When the results of a screening indicate further attention is warranted, the Intake/Admission Officer shall refer the youth and family for an assessment and/or other services.

3.
Assessment and Evaluation
a. An Assessment will be conducted on all youth for whom a disposition is scheduled and all youth held in detention for more than 3 days (process is in implementation stage). 

b. When the results of an assessment indicate further attention is warranted, the Institutional Case Manager and/or Community Justice Case Manager shall ensure that the youth and family are referred for an assessment and/or other services as appropriate.

c. The results of the assessment will determine the need for evaluation.  An evaluation, such as a full scale psychological, psychiatric, or educational evaluation, may be necessary to assist in identifying interventions necessary to meet the identified needs.  

4.
Treatment Services Plan (TSP)

a. The results of this screening/assessment/evaluation will be provided to both the Institutional Case Manager and/or the Community Justice Case Manager for use in developing the Treatment Services Plan (Secretary’s Directive SD E-02-03, Treatment Service Plan (TSP) Policy) and making recommendations to the court at disposition.

b. Community Justice Case Managers and Supervisors regularly review youth’s progress and revise the youth’s TSP every 90 days or as needed.

B. Criteria or Triggers for Staffing

1. 
Mandatory Criteria: staffings must be held under the following conditions:

a. When youth’s behavior is not progressing or is deteriorating, or the youth is not meeting the goals as articulated in the TSP,

b. Within 7 days of admission to a detention facility or after the Assessment has been completed

c. Within 7 days of admission to shelter care,

d. When an Assessment or an Evaluation determines that a youth is at risk of removal from home,

e. Within 7 days of a commitment made against the recommendations of DJJ, 

f. When a youth is in need of enhanced non-residential services provided by controlled access contracts (such as SRI family preservation,  return/diversion, and day treatment), 

g. When a youth considered for waiver to the Criminal Court or Transfer to the Juvenile Court to determine amenability to treatment and availability of  appropriate services,

h. When a  youth is considered for violation of probation or violation of commitment for placement, 

i. Prior to the Department’s recommendation at disposition that a youth be removed from their home, 

j. When a youth is at risk for premature discharge from placement within 7 days of notice of discharge. or

k. For any other reason agreed upon by the Case Manager and the Case Manager supervisor. 

II.
DECISION MAKING
A. Staffing Function

1. The Department will staff all youth for service provision in the lease restrictive environment, consistent with public safety.

1. Participants shall include the Community Justice Case Manager Supervisor who chairs the meeting, the assigned Case Manager and Resource Coordinator.  Parents and representatives from collateral agencies may also attend, as appropriate. 

1. Staffings will review available screening, assessment, evaluation and other material and identify appropriate resources to be provided in the least restrictive normative environment, that are cost effective and are consistent with the needs of the youth and public safety.

B. Staffing Scheduling

1.
The Area Director will establish a local procedure governing the scheduling of staffings.

2. Scheduling must ensure compliance with the criteria noted in section I.B. Criteria or Triggers for Staffing.

3. At a minimum staffings must be held within 7 days of request where timelines are not provided in I.B.

C. Information Required for Staffing

The Case Manager Supervisor shall ensure that a packet of the following information is available at the time of  the staffing:

a. Results from risk screening, assessment and classification;

b. Charges for which the case is being staffed;

c. Findings from needs screenings, assessments and evaluations with DSM diagnosis, findings and recommendations e.g., educational, psychological, psychiatric, psychosocial, substance abuse, somatic health;

d. Current social history or pre-disposition report to include family dynamics, previous service outcomes, nature of charges and circumstances;

e. Current Treatment Service Plan (TSP);

f. Print-outs of relevant information from ASSIST;

g. Education information to include current grade, educational progress, IEP and special education status, if applicable;

h. Social Security number, immunization record and MA number if applicable;

i. Information regarding suicidal concerns, fire setting, sexual offenses/behaviors, emotional problems, runaways, and medication issues;

j. Past efforts and services, discharge summaries from previous placements and hospitalizations;

k. Current accurate information regarding the parents income and health insurance coverage for youth (including Medicaid or insurance policy number); and

l. Interagency involvement.

D. Staffing Procedure

1 The Community Justice Case Manager shall present the pertinent details of the case including the current Treatment Service Plan for review.

1 The participants shall identify a variety of information about the youth and family in order to match services with needs.   A summary of identifying information would include:

2. Youth and family strengths,

2. Behavioral issues presenting a challenge to placement,

2. Mental health, medical and substance abuse needs for which a provider will have to arrange or provide treatment,

2. Educational needs,

2. Developmental skill needs and related services,

2. Important people in the youth’s life and contacts that need to be maintained,

2. The long term goal for the youth, and

2. What the youth wants.

1 Appropriate services and placement options shall be discussed based on the above summary of needs and information in conjunction with the current Risk Assessment score and the Classification/Placement Matrix.  The following service continuum shall be considered to match a youth’s needs with program criteria along a hierarchy of services from least restrictive to most secure.   The Department’s Central Repository will be utilized to match the youth and family’s needs to specific service providers.

1 Service Continuum:

Step 1  B  Home with Community Services                    

Step 2  B  In Home Services with Enhanced Community (“Wrap Around”)                 Services

Step 3  B  Foster Care 

Step 4  B  Foster Care with Enhanced Community (“Wrap Around”) Services

Step 5  B  Residential Care

Appropriate State Owned and Operated Program

Appropriate Contractual Program

Least Cost

With Specialized/Enhanced Services, as needed

Step 6  B  Residential Treatment Center

Appropriate Program Funded by Medical Assistance

Appropriate Contractual

Least Cost

Secure Capability

With Specialized/Enhanced Services, as needed

Step 7  B  Secure Facility

Appropriate Program with Secure Capability

With Specialized/Enhanced Services, as needed

E. Staffing Recommendation  

1 Non-residential:  If the staffing recommends that the youth should remain in his/her home and receive additional services beyond the standard probation services or that evaluation services or non-residential wrap around services are needed, then appropriate programs are identified from the DJJ Central Repository for Services to which referrals are made.  Referrals can be made to community services programs, programs acquired through purchase orders, fully contracted DJJ contractual programs or DJJ operated programs.  More than one referral may be made to appropriate programs depending on the needs of the youth.

1 Residential:  If the staffing recommends that an out-of-home residential placement is appropriate, then appropriate programs are identified from the DJJ Central Repository of Services to which referrals are made.  Referrals can be made only to per diem programs, which appear on the contract list maintained by the Chief Procurement Officer, DJJ contractual programs, DJJ operated programs,  residential treatment programs or programs accessed through the participation of other departments and agencies.  

1 Referrals may not be made to programs on which the Department has placed a moratorium.

1 The Resource Coordinator shall certify that any selected program meets the following requirements:

a. That the program meets the needs of the youth and public safety in the least restrictive environment, 

b. That the youth meets the admission criteria for the program,

c. That the program is accessible by DJJ,

d. That the DJJ has a valid contract, interagency agreement or purchase order with the program (if applicable) or that the program is being accessed through another participating department or agency, and

e. That funding exists (if applicable) to cover costs through the projected discharge date for service provision.

F. Request For Exception or Review

1.
In the event the staffing results in a level of care more restrictive than that indicated by the Placement /Classification process, the Case Manager Supervisor, acting as the chairperson will initiate a request for a placement exception to the Area Director.

4. Where members of the team cannot agree on a level of care, the Case Manager Supervisor, acting as the chairperson will initiate a placement review request to the Area Director for a final decision. 

5. The request for placement exception with rationale must be submitted to the Area Director with in 24 hours for a decision.

6. The Area Director will decide upon the exception or review within 24 hours and will forward a copy of the rationale and the final decision to the Assistant Secretary for Admissions.

7. A placement exception or review can take place at any stage of the placement process.

G. Documentation of Staffing Process

1 The Resource Coordinator records the agreed upon plan on the Staffing Form and secures the signatures of all parties involved.  

2 The Resource Coordinator enters the following information into the ASSIST Review Screen within 48 hours of the staffing and decision:

a. Date of staffing,

b. Participants,

c. Summary on decision process, TSP domains (Family, Mental Health, Physical Health, Education, Substance Abuse and Cognitive Programming) and rationale for recommendations based on the rule out of each step of the service continuum,

d. Conclusive recommendations, with names of programs for referral.

3.
Any changes in the plan must be the result of a subsequent staffing and recorded in ASSIST accordingly.

III
REFERRAL PROCEDURE
A. Referrals

1. The Area Director or designee shall ensure that referral packets are sent to the identified programs within 48 hours of the staffing.

1. The referral packet shall include the following information:

a. A standard cover letter, generated by the Certificate of Placement database, which describes special service requirements, if any, the name and address of the Resource Coordinator, the Community Justice Case Manager and Community Justice Supervisor and which requests a response within 10 days.

b. When relevant, the Resource Coordinator shall state clearly in the referral letter if a referred youth is considered to be outside of the normal program criteria and that special placement consideration is being sought.

c. The summary of information and needs about the youth and family identified at staffing that lead to the match in services.

d. Pertinent background and social history of the youth and family, current assessments and appropriate past assessments, educational material describing academic grade and required level of services.

e. A referral response form which is generated by the Certificate of Placement database that requests the program to indicate its decision to accept or reject the referral.  The referral response form is to be returned to the Resource Coordinator, who will provide a copy to the Case Manager.

f. Other materials requested by the program.

B. Differentiation of Referral Process Per Type of Program

7. Substance Abuse Programs - Any youth, who is being considered for residential treatment at an Intermediate Care Facility for Addictions (ICFA) e.g. Mountain Manor or Pathways, must be assessed.  The assessment must indicate that the youth meets criteria for residential substance abuse services.

2.
Residential Treatment Center (RTC)


a.
Referral packet shall include:

Psychiatric assessment,

Psycho-social history,

Psychological evaluation,

Current educational evaluations, if appropriate,

Current IEP with grade, level of placement.

b. LCC minutes are forwarded to the RTC when required for placement.

c. The Case Manager shall request a presentation to the LCC (Local Coordinating Council) and forward the necessary information. An emergency LCC decision can be requested between regularly scheduled meetings, if necessary.

d. If the youth is accepted and the placement has been approved by the LCC, an admission date is tentatively set.  The Case Manager shall request that a psychiatric evaluation, a psycho-social assessment and a physical examination be completed as required components of the CON (Certification of Need) during the 30-day period prior to placement admission.  The RTC shall contact Maryland Health Partners (MHP) for Medical Assistance authorization.

3.
Out-of-State Placements
a. In the event that an out-of-state placement becomes necessary, referrals are sent to appropriate providers.  When a program has been selected, 3 approvals are needed: Approval from the Secretary for DJJ, State Coordinating Council and Interstate Compact (Refer to Secretary’s Directive SD E2220-02-03, Out-of-State Placement of DJJ Youth Policy).

b. Secretary’s Approval:
 The Case Manager must submit a request for out-of-state placement using the prescribed format to the Administrator for Placements, who is responsible for routing the request to the Secretary.

c. SCC Approval:  The Case Manager shall submit a packet conforming to the requirements of the State Coordinating Council to the Placement Program Specialist, the Department’s representative at the PRC (Program Review Committee) of the SCC (State Coordinating Council), who will present the case for approval.

d. Interstate Compact for Juveniles:  The Case Manager shall submit required placement forms to the Interstate Compact Coordinator who will seek approval from the state in which the facility is located before the youth can be admitted to the facility

C. Referral Follow-up

1. The Case Manager Supervisor shall follow-up with the Case Manager and/or programs to determine the status of outstanding referrals.  The Case Manager shall follow-up with each program that has not responded within 10 working days after the referral to the program had been made. 

2. The Case Manager is responsible for providing additional information requested by a program in order for the program to determine acceptability of a referred youth and/or to accomplish the placement.

3. The Case Manager, with input from the Case Manager Supervisor and the Resource Coordinator, shall strategize to place youth in the least restrictive normative environment by discussing and negotiating with programs regarding what additional services the program may need in order for the youth to be acceptable and potentially successful if placed. 

D. Additional Case Manager Responsibilities

1. Schedule and transport youth for interviews or arrange for secure transport where appropriate.

2. Complete the Medical Assistance Application on behalf of youth entering residential placement with the exception of detention centers or state owned and operated facilities, within 7 days of recommendation of out-of-home placement.

IV
PLACEMENT
A. Authorization and Certificate of Placement (COP) Process 


1.
Out-of-home placement shall be authorized and tracked through the Certificate of Placement (COP) Process.  An authorized Certificate of Placement (COP) form must be presented to the receiving program prior to the youth’s placement.  At a minimum, the COP establishes the authorization of the placement, the clear identification of the youth; the clear identification of the program, a statement of  services to be provided with associated costs and assumed responsibility, signatures for the assumption of custody of the youth, and departmental and program signatures to establish the placement agreement.

7. The Certificate of Placement (COP) Process is as follows:

2. When the program has been selected, the Case Manager shall seek a Certificate of Placement (COP) from the Resource Coordinator and provide the Resource Coordinator with the ASSIST folder number where the Placement Admission event will be located.

2. The Resource Coordinator shall create a COP in the COP database.  

2. The COP automatically creates a Placement Admission event for the youth  in ASSIST on the appropriate Case Manager’s Worker Worklist.  To finalize the Placement Admission event the Case Manager must complete three data fields (Admission Type, Admission Criteria and Unit). 

2. The COP database shall automatically create a placement within Cost Management, thus notifying budget of the impending placement.

2. The Resource Coordinator shall print and sign the COP and then fax or mail the COP to the service provider.

2. The service provider shall review the conditions and cost of placement and sign the COP. 

2. At admission of the youth to the program, the service provider shall present their copy of the COP for signatures of the person bringing the youth to the facility and the person accepting the youth into the program.

2. The service provider shall send a copy of the signed COP to the Resource Coordinator.  The Placement Office shall forward a copy to the Case Manager for the file.

2. The Case Manager is responsible for entering the actual date of admission in ASSIST.  The ASSIST placement worklist tickler serves as a reminder to the Case Manager to enter the actual date.

2. The service provider shall attach a copy of the signed COP to the 1st invoice for the youth and send to Accounting.  Accounting shall reconcile the information against the database.

B. Case Management


1.
The Case manager shall provide case management services to youth in placement in keeping with the proposed Secretary’s Directive on Aftercare Policy.


2.
Aftercare services shall include the following:

2. Development and implementation of a TSP after disposition,

2. Involvement of  parents and institutional case managers in planning and service delivery,

2. Visits to youth in placement,

2. Regular review of the youth’s progress with the program,

2. Establishment of necessary service linkages to address identified risk/needs and to assist in community reintegration, and

2. Ensuring the delivery of prescribed services and supervision.

C. Placement Review 

8. Placement review is used to determine progress of the youth toward achievement of case plan objectives and to ensure that youth remain in placement only as long as is appropriate to address the youth’s needs.  DJJ has modeled the placement review process after Title IV-B and in keeping with federal law, The Child Welfare Act of the Social Security Act, which is designed to protect the rights of the youth and their parents when a youth is in out-of-home placement.  These requirements accompany the provision for Title IV-E reimbursements for appropriate placements.  

9. The Area Director or designee shall ensure that placement review process, i.e., IV-B Case Plan for Youth in Placement, residential placement review meeting and court reviews of placements be performed in accordance with federal regulations. 

10. The Title IV-B Program Specialist shall publish a statewide schedule every 6 months that includes each DJJ office.  

11. The Placement Office shall develop a specific list of all youth whose placements need to be reviewed for each office.  Youth shall be scheduled for placement reviews within their fifth month in placement and every 5 months thereafter.

12. The process for placement reviews shall be:

a.
Participants shall include the Community Justice Case Manager Supervisor who chairs the meeting, the assigned Case Manager, Resource Coordinator and the Title IV-B Program Specialist.  Representatives from collateral agencies may also attend, as appropriate.  Parents must be invited to attend the placement review.

b.
The Case Manager shall complete and present the IV-B Case Plan for Youth in Placement.  This case plan shall include the permanency plan for the youth, reason for and type of placement, court ordered interventions, assurance of proper health care, assurance of proper education, a summary of the youth’s adjustment, services provided by the program and the after care plan.

c. The participants shall determine the continued appropriateness of the placement and the proposed after care plan.

d. The Title IV-B Program Specialist shall complete the Case Recommendation Report Form, Residential Placement Review Panel to document recommendations from the review.  The Community Justice Case Manager, the Case Manager, Resource Coordinator and the Title IV-B Program Specialist shall sign this form.

e. The Title IV-B Program Specialist shall track placements that appear to be prolonged and advise the Placement Administrator of concerns. 

f. The Placement Administrator shall review those placements that appear to be prolonged to determine the cause. The Placement Administrator shall seek to resolve hindrances to placements or seek further explanation from the respective Area Director of those placements that do not seem to have adequate cause for being prolonged.

VI.
DISCHARGE PLANNING

A
Unplanned, Emergency or Unsuccessful Discharges

12. Case Managers shall make every effort to minimize unplanned, emergency discharges through negotiations with residential facilities, whose contracts require a 30-day notice of intent to discharge.

12. Resource Coordinators will assist in negotiations when needed and must participate if additional costs may be incurred.

B. Regular or Unplanned Discharge Process 

1. At discharge the service provider shall use their copy of the COP again and secure signatures of the person picking up the youth and the person discharging the youth from the program.

2. The service provider shall send a copy of this signed discharge COP to the Resource Coordinator.  The Placement Office shall forward a copy of the signed COP to the Case Manager for the file.

3. The service provider shall send this signed discharge COP to Accounting with the last invoice for the youth.   Accounting shall reconcile information against the database.

4. The CM shall enter the actual date of discharge into ASSIST.

C.  Runaway or AWOL Discharge

1. The service provider shall fax to the Resource Coordinator a copy of the DJJ Incident Report, which was sent to the DJJ investigator as notification of the AWOL.

2. The Resource Coordinator must notify the service provider as soon as possible whether they are authorized to hold the bed for the youth.  No bed can be held for longer than 72 hours.

3. The service provider shall send the COP of a youth who has gone AWOL from the program with such a notation to Accounting with the last invoice for the youth.   Accounting shall reconcile information against the database.
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